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Introduction

M icrosoft Office 2007 contains loads of new features. Unfortunately, find-
ing — let alone using — these new features can be troublesome. So,
with Office 2007, Microsoft added its most important feature ever — making
the programs easier to use.

Office 2007’s biggest change is its new user interface. If you're familiar with
the more traditional pull-down menus and toolbar icons from previous edi-
tions of Microsoft Office, you'll soon find that this latest version of Microsoft
Office is designed to help you make the most out of Word, Excel, PowerPoint,
Access, and Outlook so you can find the features you need and use them
right away.

Who Should Buy This Book

This book is targeted toward two distinct groups. First, there are the people
already familiar with Microsoft Office who want to bone up on the new ways
that Office 2007 works. For these people, this book can serve as a handy ref-
erence to finding where Microsoft put various commands in the new Office
2007 user interface.

Then there’s a second group of people who may not be familiar with any
Microsoft Office program at all. For these people, this book can serve as a
guide through word processing (Microsoft Word), number calculations
(Microsoft Excel), presentations (Microsoft PowerPoint), database manage-
ment (Microsoft Access), and managing your personal resources like time,
appointments, and e-mail (Microsoft Outlook).

No matter how much (or how little) you may know about Microsoft Office,

this book introduces you to the most common features so you can start being
productive with Office 2007 right away.

How This Book Is Organized

To help you find what you need, this book is organized into parts where each
part covers a different program in Office 2007.
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Part I: Getting to Know Microsoft
Office 2007

Microsoft Office 2007 may look confusing at first glance, but after you under-
stand how it works, you'll find that it’s surprisingly easy to use. This part of
the book explains the new Office menus and toolbars while also showing you
common commands that you can use in any Office 2007 program. By the time
you finish this part of the book, you’ll better understand how to use the indi-
vidual programs that make up the rest of Office 2007.

Part II: Working with Word

Word processing is the most popular use for Office 2007, so this part of the
book explains the basics to using Word. Not only does this part of the book
explain how to create and save text, but it also covers different ways to alter
text, such as using color, changing fonts, adding headers and footers, check-
ing spelling and grammar, and printing your written masterpiece so it looks
perfect.

Part 111: Playing the Numbers with Excel

If you need to manipulate numbers, you need Microsoft Excel. This part of
the book explains the three basic parts of any spreadsheet, how to format
data, how to create formulas, and how to create different types of charts to
help you visualize what your spreadsheet numbers really mean. Not only will
this part of the book give you the lowdown on spreadsheets, but it shows you
how Microsoft Excel can make creating, formatting, and displaying spread-
sheets simple and easy — and most importantly, useful and fun.

Part IV: Making Presentations
with PowerPoint

Throw away your overhead transparencies and clumsy whiteboard and pads
of paper. If you need to give a presentation to a large group, you need to know
how to create colorful and visually interesting presentations using
PowerPoint instead. With PowerPoint, you can organize a presentation into
slides that can display text, pictures, and even animation. By mastering
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PowerPoint, you can create presentations that grab an audience’s attention
and emphasize the points you want to make.

Part U: Getting Organized with Outlook

Almost nobody feels like they have enough time to stay organized, so this
part of the book explains why and how to use Microsoft Outlook. With
Outlook, you can read, sort, and write e-mail, keep track of appointments,
store names and addresses of your most important contacts, and even orga-
nize your daily to-do tasks. By reading about how to use Outlook in this part
of the book, you can see how to turn your computer into a personal assistant
to make you more productive.

Part Vl: Storing Stuff in Access

If you need to store large amounts of information, such as tracking invento-
ries, organizing customer orders, or tracking prospective customers, you
may need to use a database program like Microsoft Access. In this part of the
book, you’ll see how to use Access to store, retrieve, sort, and print your
data in different ways. With Access able to slice and dice your information,
you can better analyze your data to understand how your business really
works.

Part VII: The Part of Tens

Almost every program offers multiple ways of accomplishing the same task,
and Office 2007 is no exception. After you get familiar with using Office, take a
peek in this part of the book to read about different types of shortcuts you can
use to work with Office even faster than before. This part of the book also offers
tips for using Office to make the programs even easier and more useful. By the
time you get to this part of the book, you may not be an Office expert, but you'll
be much more comfortable using Office — and then you’ll feel comfortable
exploring and experimenting with different features on your own.

How to Use This Book

Although you can just flip through this book to find the features you need,
consider reading Part I of this book to discover how the new menus and tool-
bar icons of Office 2007 work and how they differ from previous versions of
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Microsoft Office. After you understand the basics to the way Office 2007
works, you'll have a much better understanding for how each specific pro-
gram works.

Conventions

To get the most from this book, you need to understand the following con-
ventions:

v The mouse pointer appears as an arrow and serves two purposes. First,
you use the mouse pointer to select data (text, numbers, e-mail mes-
sages, and so on) to change. Second, you use the mouse pointer to tell
Office 2007 which commands you want to use to change the data you
selected.

v Clicking means moving the mouse pointer over something on the screen
(such as a menu command or a button), pressing the left mouse button
once, and then letting go. Clicking tells the computer, “See what I'm
pointing at? That’s what [ want to choose right now.”

v Double-clicking means pointing at something with the mouse pointer and
clicking the left mouse button rapidly twice.

v Dragging means holding down the left mouse button while moving the
mouse. Dragging typically moves something from one location to
another, such as moving a word from the top of a paragraph to the
bottom.

v Right-clicking means moving the mouse pointer over something and
clicking the right mouse button once. Right-clicking typically displays a
shortcut menu of additional options.

In addition to understanding these terms to describe different mouse actions,
you also need to understand different keystroke conventions too. When you
see an instruction that reads Ctrl+P, that means to hold down the Ctrl key,
press the P key, and then let go of both the Ctrl and P key at the same time.

Icons Used in This Book

Icons highlight important or useful information.

\\3
This icon highlights information that can save you time or make it easier for
you to do something.
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This icon emphasizes information that can be helpful, although not crucial,
when using Office 2007.

Look out! This icon highlights something dangerous that you need to avoid
before making a mistake that you might not be able to recover from again.

This icon highlights interesting technical information that you can safely
ignore but which might answer some questions for why Office 2007 works a
certain way.

Getting Started

The best way to master anything is to jump right in and start fiddling with dif-
ferent commands just to see what they do and how they work. In case you're
afraid of breaking your computer or wiping out important data, play around
with Office 2007 on a “dummy” document filled with useless information you
can afford to lose (like your boss’s income tax returns).

Here’s your first tip. Any time you do something in Office 2007, you can undo
or take back your last command by pressing Ctrl+Z. (Just hold down the Ctrl
key, press the Z key, and release both keys at the same time.) There, now that
you know about the powerful Undo command, you should have a surging
sense of invulnerability when using Office 2007, knowing that at any time you
make a mistake, you can turn back time by pressing Ctrl+Z to undo your last
command.

If you get nothing else from this book, always remember that the Ctrl+Z com-
mand can save you from yourself. See? Mastering Office 2007 is going to be
easier than you think.



6 Office 2007 For Dummies




Part |

Getting to Know
Microsoft

Office 2007

The 5th Wave By Rich Tennant

ORCHENNANT

“The odd thing is he always insists on using
the latest version of Office.”



In this part . . .

At first glance, Microsoft Office 2007 may seem a com-
plicated beast that gobbles up megabytes of hard
drive space and offers enough features to overwhelm even
the most battle-hardened veteran of the personal com-
puter wars. But after you get over your initial impression
(or fear) of Office, you can understand (and even admire)
the elegant madness behind its massive bulk.

Despite the fact that Microsoft Office 2007 contains more
commands than any sane person could ever possibly use, it
can be conquered. Perhaps the most important part of this
book explains the completely redesigned user interface of
Microsoft Office 2007. While this user interface may look
strange and confusing at first, it’s actually much easier

to learn than previous incarnations of Microsoft Office.
After you get familiar with this new user interface, you’ll
find yourself being more productive than ever before.

To guide you through the multitude of commands you
may need to get your work done, Office provides several
ways to get help, one of which (hopefully) will actually
provide you with the answers you need.

Besides showing you how to get help within Office, this
part of the book also explains how to get the various pro-
grams of Office started in the first place. After you start
using Office, this part of the book also shows you some of
the more common keystroke and menu commands that all
Office programs share. That way when you figure out how
to use one Office program, you can quickly learn and use
any other Office program with a minimum of retraining
and hassle, and you can then join the ranks of the many
happy people already using Microsoft Office 2007 to get
their work done.




Chapter 1

Getting to Know Microsoft
Office 2007

In This Chapter

Starting an Office 2007 program
Understanding the Office 2007 user interface
Using the Quick Access toolbar

Customizing an Office 2007 program

Exiting from Office 2007

M icrosoft Office 2007 consists of five core programs: Word, Excel,
PowerPoint, Access, and Outlook. Each of these core programs spe-
cializes in manipulating different data. Word manipulates words, sentences,
and paragraphs; Excel manipulates numbers; PowerPoint manipulates text
and pictures to create a slide show; Access manipulates data, such as inven-
tories; and Outlook manipulates personal information, such as e-mail
addresses and phone numbers.

Although each Office 2007 program specializes in storing and manipulating
different types of data, they all work in similar ways. First, you have to enter
data into an Office 2007 program by typing on the keyboard or loading data
from an existing file. Second, you have to tell Office 2007 how to manipulate
your data, such as underlining, enlarging, coloring, or deleting it. Third, you
have to save your data as a file.

To help you understand this three-step process of entering, manipulating,
and saving data, Office 2007 offers similar commands among all its programs
so you can quickly jump from Word to PowerPoint to Excel without having to
relearn entirely new commands to use each program. Even better, Office 2007
rearranges its numerous commands so finding the command you need is
faster and easier than ever before. (If you think this implies that previous ver-
sions of Microsoft Office were clumsy and hard to use, you're right.)
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\‘&\\I\BER If you're already familiar with computers and previous editions of Microsoft
& Office, you may want to browse through this chapter just to get acquainted

with how Office 2007 rearranges common program commands. If you've
never used a computer before or just don’t feel comfortable using Microsoft
Office, read this chapter first.

Loading an Office 2007 Program

The first step to using Office 2007 is loading the program you want to use. To
load any Office 2007 program, follow these steps:
1. Click the Start button on the Windows taskbar.
A pop-up menu appears.
2. Choose All Programs.
Another pop-up menu appears.
3. Choose Microsoft Office.

A list of programs appears on the Start menu, as shown in Figure 1-1.

1.3 Windows Contacts
14 Windows Defender
{4 Windows DVD Maker
& Windows Fax and Scan
&4 Windows Live Messenger Download
Windows Mail
) Windows Media Center
(%) Windows Media Player
(@ Windows Meeting Space
¥, Windows Movie Maker
&5 Windows Photo Gallery
% windows update
Accessories
Extras and Upgrades

|| Games
| Maintenance
. | Micrasaft Office
F|gu|'e 1-1: (= Microsoft Office Access 2007
. [ Microsoft Office Excel 2007 Network
You can find £\ Microsoft Office InfoPath 2007
. i Microsoft Office Outiook 2007 Connect Ta
every Office i, Microsoft Office PowerPoint 2007
2007 u: Microsoft Office Publisher 2007 & Controt Pancl
[¥ Microsoft Office Word 2007
program Microsoft Office Tools Default Programs
from the | =y 2w
Start menu. sz s [
T T T — 100 AM
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4. Choose the Office 2007 program you want to use, such as Microsoft
Word or Microsoft PowerPoint.

Your chosen program appears on the screen.

Getting to Know the New User Interface

Office 2007 offers a new user interface for Word, Excel, PowerPoint, Access,
and some parts of Outlook. This new user interface consists of three parts, as
shown in Figure 1-2:

v Office Button

v Quick Access toolbar

v Ribbon

Office Button

Quick Access toolbar

Home | Insert Page Layout Referenees Mailings Rewiew  View Zaddns 17}

* Calibri (Body) B A ] | aambccoe

= 7‘, [B 2 W~ deon x B WA [ e | ] v arman

g ~
AabCeDe AaBbCi AaBbCc %

B4 Replace
TNoSpaci.. Headingl Heading2 - Changs
Styles -

Siies ! Edifing

g Seleet~

|
Figure 1-2:
The three
parts of the
new
Microsoft
Office 2007
user
interface.
|

Psgei1ofl  Words: 0
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Figure 1-3:
The Office
Button
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displays
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creating, or
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files.
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The File menu

The File menu contains commands for opening, saving, printing, and closing
a file. In Word, a file is called a document. In Excel, a file is called a workbook.
In PowerPoint, a file is called a presentation. In Access, a file is called a database.

In previous versions of Office, the File menu was clearly labeled File. In Office
2007, the File menu appears when you click the Office Button in the upper-left
corner (refer to Figure 1-2).

You can display the File menu by clicking the Office Button or by pressing Alt+F.

Creating a new file

When you first load an Office 2007 program, it automatically creates an
empty file for you to use right away. In case you need to create a new file after
you’ve already loaded an Office 2007 program, follow these steps:

1. Click the Office Button.

A drop-down menu appears, as shown in Figure 1-3.
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Figure 1-4:
A New
dialog box
lets you
create a
blank file or
use an
existing
template.
|

2. Choose New.

A New dialog box appears, as shown in Figure 1-4. Depending on which
program you’re using, the dialog box may read New Document (for
Word), New Workbook (for Excel), and so on.
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3. Click Blank (such as Blank Document or Blank Workbook) and then
click the Create button.

Depending on which program you're using, you may choose Blank
Document for Word or Blank Presentation for PowerPoint. A blank file
appears ready for you to start storing data in it.

Creating a new file from a template
Rather than create a blank file, you may find it easier to use a template
instead. A template contains predefined formatting for creating different
types of files easily, such as calendars, newsletters, sales reports, or a corpo-
rate slide show presentation. Office 2007 provides three types of templates:
v Office 2007 templates installed on your computer
v Templates available over the Internet on the Microsoft Web site

v Existing files that you create and format yourself
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Using an Office 2007 template on your computer

Installing Office 2007 automatically installs dozens of templates for Word,
Excel, PowerPoint, and Access. To use one of these templates, follow these
steps:

1. Click the Office Button and choose New.

A New window appears (refer to Figure 1-4).
2. Click Installed Templates.

The New window displays all the installed templates on your computer.
3. Click the template you want to use and then click the Create button.

Office 2007 creates a new file based on your chosen template.

Downloading and using a template off Microsoft’s Web site

Microsoft provides a huge library of templates that you can download from
its Web site. To retrieve these templates, you need to connect to the Internet
and then follow these steps:

1. Click the Office Button and then choose New.
A New window appears (refer to Figure 1-4).

2. Click a category underneath Microsoft Office Online, such as
Calendars or Award Certificates.

The New window displays all the templates available from the Microsoft
Web site, as shown in Figure 1-5.
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|
Figure 1-6:
The Open
dialog box
lets you
change
drives and
folders to
find the file
you want

to use.
|

3. Click the template you want to use and then click the Download
button.

Office 2007 downloads and creates a new file based on your chosen
template.

Opening an existing file

When you load an Office 2007 program, you’ll probably want to edit a file that
you had created and modified before. To open an existing file, you need to
tell Office 2007 the location and name of the file you want to open. Just follow
these steps:

1. Click the Office Button and then choose Open.

An Open dialog box appears, as shown in Figure 1-6.
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2. (Optional) To choose a different drive to look for files, click Computer
under the Favorite Links panel (see the left side of Figure 1-6). Then
click the drive where you want to load the file, such as the C: drive.

3. (Optional) Click a folder and then click Open to search for a file inside
a folder. Repeat this step as many times as necessary.

4. Click the file you want to open and then click Open.

Your chosen file appears ready for editing.
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When you click the Open command under Microsoft Word, Excel,
PowerPoint, and Access, an additional window appears to the right that con-
tains a list of the last files you opened. If you want to load a file you’ve
recently used, just click that filename to load that file.

Saving files

Saving a file stores all your data on a hard disk or other storage device (such
as a Compact Flash card). The first time you save a file, you need to specify
three items:

v The drive and folder to store your file
v The name of your file

v The format to save your file

The drive and folder where you store your files is completely arbitrary.
However, it’s a good idea to store similar files in a folder with a descriptive
name, such as Tax Evasion Information for 2008 or Extortion Letters to
Grandma. By default, Office 2007 stores all your files in the Documents folder.

The name of your file is also completely arbitrary, but it’s also a good idea to
give your file a descriptive name such as Latest Resume to Escape My Dead-
End Job or Global Trade Presentation for World Domination Meeting on
September 9, 2008.

The format of your file defines how Office 2007 stores your data. The default
file format is known as Office 2007 format, which simply means that only
people with Office 2007 can reliably open and view the contents of that file. If
you want to share your files with people who don’t use Office 2007, you have
to save your files in a different file format.

Saving a file for Office 2007
If you're the only person who needs to view and edit your files, you can save
a file in Office 2007 format by following these steps:

1. Click the Office Button.
A drop-down menu appears.
2. Click Save.

If this is the first time you're saving the file, a Save As dialog box
appears, as shown at the top of Figure 1-7.
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") For a quick way to choose the Office Button=>Save command, click the
Save icon that appears to the right of the Office Button or press Ctrl+S.
3. (Optional) To specify a drive and folder to save your file, click Browse
Folders.
This causes the dialog box to expand, as shown in the bottom dialog box
in Figure 1-7. Now you can click Computer, under Favorite Links, and
then click a folder. Or, click the New Folder button; when the New Folder
dialog box appears, type a name for your new folder and then click OK.
4. Click in the File Name text box and type a descriptive name for your
file.
5. Click Save.
&Q,N\BE/?
< After you've saved a file, you’ll only have to go through Steps 1 and 2 because

you don’t have to specify a location and filename to save an existing file.
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Saving a file for older versions of Microsoft Office

If you need to share files with people using older versions of Microsoft Office,
you need to save your files in a different file format known as 97-2003, such as
Word 97-2003 Document or PowerPoint 97-2003 Presentation.

This special 97-2003 file format saves Office 2007 files so that previous ver-
sions of Microsoft Office 97/2000/XP/2003 can open and edit your files.

When you save files in the 97-2003 format, Microsoft Office 2007 saves your
files with a three-letter file extension, like . doc or .x1s. When you save files
in the Office 2007 format, Microsoft Office 2007 saves your files with a four or
five-letter file extension, such as .docx or .pptx, as shown in Table 1-1.

Table 1-1 File Extension Names Used by Different Versions
of Microsoft Office
Program Microsoft Office Microsoft Office
2007 File Extension 97-2003 File Extension
Microsoft Word .docx .doc
Microsoft Excel .xlsx .x1ls
Microsoft PowerPoint .pptx .ppt
Microsoft Access .accdb .mdb

To save your Office 2007 files as a 97-2003 format, follow these steps:

1. Click the Office Button and then choose Save As.
A Save As dialog box appears.
2. Click in the Save as Type list box.
A list of different formats appears, as shown in Figure 1-8.

When you choose the Save As command in Step 1, you’re making a copy
of your original file.

3. Choose the 97-2003 format option, such as Word 97-2003 Format or
Excel 97-2003 Format.

The Save as Type list box displays a huge list of file formats, such as
XML Data or Text. Most programs can accept files stored in the 97-2003
format, but many older programs cannot, so you may have to resort to
saving a file in one of these other formats instead.



|
Figure 1-8:
The Save as
Type list box
lets you
choose a
file format
for saving
your file.
|

A\\S

Chapter 1: Getting to Know Microsoft Office 2007

| save As

| « Documents »

o

""‘1“:—::"

File name: Doc2

Save astype: le.rd Document

‘Word Document

Word Template

Word Macro-Enabled Template
Ward 97-2003 Ternplate

* Browse Folders

Web Page

'Web Page, Filtered
Rich Text Format
Plamn Text

Word XML Document
Word 2003 XML Document
Word 97-2003 £ 6.0/95 - RTF

Works60-3.0

Word Macro-Enabled Document
aith 97-2003 Docurmant

Single File Web Page

=

4. (Optional) Click in the File Name text box and type a descriptive name

for your file.
5. Click Save.

Closing a file

When you’re done editing a file, you need to close it. Closing a file simply
removes the file from your screen but keeps your Office 2007 program run-
ning so you can edit or open another file. If you haven’t saved your file, clos-
ing a file will prompt you to save your changes.

To close a file, follow these steps:

1. Click the Office Button and then choose Close.

If you haven’t saved your file, a dialog box appears asking whether you
want to save your changes.

For a faster way to choose the Close command, press Ctrl+F4.

2. Click Yes to save your changes, No to discard any changes, or Cancel
to keep your file open.

If you click either Yes or No, Office 2007 closes your file.

Using the Quick Access toolbar

The Quick Access toolbar appears to the right of the Office Button (refer to
Figure 1-2) near the top of the screen, displaying icons that represent com-
monly used commands such as Save, Undo, and Redo as shown in Figure 1-9.

19
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|
Figure 1-9:
The Quick
Access
toolbar
provides
one-click
accessto
the most
commonly
used
commands.
|

Figure 1-10:
The Undo
icon
displays a
list of
actions you
can undo.
|
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Using the Quick Access icons

If you click the Save icon in the Quick Access toolbar, Office 2007 saves your
current file. If you're saving a new file, a dialog box pops up, asking you to
choose a name for your file.

If you click the Print icon in the Quick Access toolbar, Office 2007 immediately
prints one copy of your entire file through the default printer. (If you want to
specify a different printer to use, the number of copies to print, or specific
pages to print, click the Office Button and choose Print instead.)

The Redo icon reverses the last Undo command you chose. For example,

if you delete a paragraph, Office 2007 makes that paragraph disappear.
Then if you immediately click the Undo icon, the paragraph magically reap-
pears. If you immediately click the Redo icon, the Redo command reverses
the Undo command and deletes the paragraph once more.

The Undo icon is unique in that it offers two ways to use it. First, you can
click the Undo icon to undo the last action you chose. Second, you can click
the downward-pointing arrow that appears to the right of the Undo icon to
display a list of one or more of your previous actions, as shown in Figure 1-10.
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The most recent action you chose appears at the top of this list, the second
most recent action appears second, and so on. To undo multiple commands,
follow these steps:

1. Click the downward-pointing arrow that appears to the right of the
Undo icon in the Quick Access toolbar.

2. Move the mouse pointer to highlight one or more actions you want to
undo.

3. Click the left mouse button.

Office 2007 undoes all the multiple actions you selected.

Adding icons
The Quick Access toolbar is designed to put your most commonly used com-
mands where you can always find them. To add other icons to the Quick
Access toolbar, follow these steps:

1. Click the Customize Quick Access Toolbar arrow (refer to Figure 1-9).

A pull-down menu appears.

\\3
You can add an icon to the toolbar by just clicking on an icon name,
such as Quick Print or New, from the pull-down menu.
2. Click More Commands.
An Options window appears, as shown in Figure 1-11. The panel on the
right shows all the current icons on the Quick Access toolbar. The panel
on the left shows all the additional icons you can add.
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3. Click in the Choose Commands From list box and choose a menu title,
such as File or Page Layout.

The left panel displays a list of icons and commands.
4. Click an icon and then click the Add button.

5. (Optional) Repeat Steps 3 and 4 for each additional icon you want to
add to the Quick Access toolbar.

6. Click OK.

Your chosen icon (or icons) now appears on the Quick Access toolbar.

Removing icons
You can remove icons from the Quick Access toolbar at any time. To remove

an icon, follow these steps:
1. Right-click an icon on the Quick Access toolbar.
A pull-down menu appears.
2. Click Remove from Quick Access Toolbar.

Office 2007 removes your selected icon from the Quick Access toolbar.

Moving the Quick Access toolbar
The Quick Access toolbar can appear in one of two places:

v Above the Ribbon (its default location)
v+~ Below the Ribbon

To move the Quick Access toolbar, follow these steps:

1. Click the Customize Quick Access Toolbar arrow.
A pull-down menu appears.
2. Choose Place Quick Access Toolbar Below (or Above) the Ribbon.

If the Quick Access toolbar currently appears over the Ribbon, you’ll see
the Place Quick Access Toolbar Below the Ribbon command. If the
Quick Access toolbar appears under the Ribbon, you’ll see the Place
Quick Access Toolbar Above the Ribbon command.

Minimizing the Ribbon
You can tuck the Ribbon out of sight temporarily so it only appears when you
click on a tab such as Home or Insert. To hide the Ribbon, follow these steps:
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Figure 1-12: |
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1. Click the downward-pointing arrow that appears to the right of the
Undo icon in the Quick Access toolbar.

A pull-down menu appears.
2. Click Minimize the Ribbon.

Office 2007 hides the Ribbon and only displays the tabs. To display the
Ribbon again, repeat these two steps.

Using the Ribbon

The Ribbon organizes commands into categories called contextual tabs. Each
tab displays a different group of commands. For example, the Page Layout tab
displays only those commands related to designing a page, and the Insert
tab displays only those commands related to inserting items into a file, such
as a page break or a picture, as shown in Figure 1-12.
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Using the Ribbon is a two-step process. First, you must click the tab that con-
tains the command you want. Second, you click the actual command.

Tabs act exactly like traditional pull-down menus. Whereas a pull-down menu
simply displays a list of commands, tabs display a list of icons that represent
different commands.

Deciphering Ribbon icons

The main idea behind organizing commands within tabs is to avoid over-
whelming you with a barrage of different commands. Although most icons
include a short text description, you can get additional help deciphering dif-
ferent icons through ScreenTips, which typically displays the following, as
shown in Figure 1-13:
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Figure 1-13:
ScreenTips
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command
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|

A\

v The official name of the command (which is Format Painter in
Figure 1-13)

v The equivalent keystroke shortcut you can use to run the command
(which is Ctrl+Shift+C in the figure)

v A short explanation of what the command does
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To view the ScreenTip for a command, move the mouse pointer over a com-
mand and wait a few seconds for the ScreenTip appear.

Shortcut keystrokes let you choose a command from the keyboard without
the hassle of clicking a tab and then clicking the command buried inside that
tab. Most shortcut keystrokes consist of two or three keys, such as Ctrl+P or
Ctrl+Shift+C.

Using Live Preview

In the past, you might have known what a particular command did, but you
would never know how it would affect your file until after you chose that com-
mand. Oftentimes, you might choose a command, see how it changed your file,
and then undo the change because it may not be what you really wanted.

To avoid this hassle of constant experimentation with different commands,
Office 2007 offers a feature called Live Preview. Live Preview lets you move
the mouse pointer over certain icons displayed in a tab and then immediately
see the changes displayed in your current file.

To use Live Preview, follow these steps:
1. Move the cursor (or click the mouse) on an object (text, picture, table,
and so on) that you want to change.

2. Move the mouse pointer over any command.

Office 2007 shows you how your chosen object will look if you choose
the command, as shown in Figure 1-14.
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3. Click the command to change your object (or move the mouse pointer
away from the command so you don’t choose that command).

In Word, Live Preview will not work if you display your document in Draft view.

Giving commands to Office 2007

To give a command to Office 2007, you need to follow these basic steps:

1. Select an item (text, picture, table, and so on) that you want to modify.
2. Click a tab that contains the command you want.

3. Click the command you want to use.
Command icons work in one of three ways, as shown in Figure 1-15:

v Clickable icons: Clicking an icon immediately chooses a command to
alter your data. The Bold and Italic icons are examples of icons that you
click only once to choose them.

v~ List box icons: Some icons display a downward-pointing arrow to the
right. Clicking these icons displays a list of additional options. The Font
and Font Size icons are examples of list box icons.

v Gallery icons: Some icons display a downward-pointing arrow that dis-
plays a drop-down list of additional commands, called a gallery.
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Figure 1-15:
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Customizing an Office 2007 Program

If you want to modify how a particular Office 2007 program works, you can
customize its features. To customize an Office 2007 program, follow these
steps:
1. Load the Office 2007 program you want to customize.
2. Click the Office Button.
A pull-down menu appears.

3. Click the Options button in the bottom-right corner, such as Word
Options or Excel Options.

An Options dialog box appears, as shown in Figure 1-16.



Chapter 1: Getting to Know Microsoft Office 2007 2 7

Word Options

‘ Fﬂnfllar
Display
Proofing
Save
Advanced
Customize
Add-ns

|| Trust Center

Resources

Figure 1-16:
The Options
dialog box
lets you
change how
an Office
2007
program

_3 Change the most popular options in Word.

Top options for werking with Word

(] Show MiniToalbar on selection

[¥] Enabie Live Preview

[ Show Developer tab in the Ribbon

[¥] Open e-mail attachmenits in Eull Screen Reading view

Colorscheme: | Blue B

SereenTip style: | Show feature descriptions in StreenTips [~]
Persanalize your copy of Microsoft Office

Usernzme: |Baothe Cat

Initials: |BtC

Choose the Ianguages you want to use with Microsoft Office: | Lsnauage Setfings.,

behaves.

Ee ] [Locantsi

4. Click a category, such as Save or Display.

The Options dialog box displays multiple options for you to customize.

5. Click OK when you’re done choosing different customizing options.

A\

If you click the Save category in Step 4, you can define a default file format

and file location for storing files for each Office 2007 program (Word, Excel,
and so on).

Exiting Office 2007

No matter how much you may love using Office 2007, eventually there will
come a time when you need to exit an Office 2007 program and do something
else with your life. To exit from any Office 2007 program (except Outlook),
choose one of the following:

v Click the Close box in the upper-right corner of the Office 2007 window.

v Click the Office Button and then click the Exit button (refer to Figure 1-3).

v Press Alt+F4.
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If you try to close an Office 2007 program before saving your file, a dialog box
pops up to give you a chance to save your file. If you don’t save your file
before exiting, you'll lose any changes you made to that file.

To exit Microsoft Outlook, just choose Filer>Exit.
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A Ithough you create a file only once, you can edit it many times. Editing
can add, rearrange, or delete data, such as text, numbers, or pictures.
All Office 2007 programs work in similar ways to edit data, so whether you
use Word, Excel, PowerPoint, or Access, you’ll know the right commands to
edit data no matter which program you may be using.

Whenever you edit a file, save your file periodically by clicking the Save icon
in the Quick Access toolbar, pressing Ctrl+S, or clicking the Office Button and
choosing Save. That way if your computer crashes or the power goes out,
you won'’t lose all the editing changes you made.

Adding Data by Pointing

When you enter data into a file, your data appears wherever the cursor
appears on the screen. The cursor appears as a blinking vertical bar, which
basically says, “Anything you type now will appear right here!”

Because the cursor won’t always magically appear exactly where you want to
type data, you must move the cursor using either the mouse or the keyboard.
To move the cursor using the mouse, follow these steps:

1. Move the mouse pointer where you want to move the cursor.

2. Click the left mouse button.

The cursor appears where you click the mouse pointer.
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To move the cursor using the keyboard, you can use one of many cursor
movement keys:

1 The (up/down/left/right) arrow keys
v The Home/End keys
v The Page Up/Page Down keys

Use the up/down/right/left arrow keys when you want to move the cursor
a small distance, such as up one line or right to the next cell in an Excel
spreadsheet.

To move the cursor faster, hold down the Ctrl key and then press the arrow
keys. If you hold down the Ctrl key, the up-arrow key moves the cursor up
one paragraph, the down-arrow key moves the cursor down one paragraph,
the left-arrow key moves the cursor left one word, and the right-arrow key
moves the cursor right one word.

Pressing the Home key moves the cursor to the beginning of a sentence (or a
row in a spreadsheet), and pressing the End key moves the cursor to the end
of a sentence (or a row in a spreadsheet).

Pressing the Page Up/Page Down keys moves the cursor up or down one
screen at a time.

Using any of the cursor movement keys moves the cursor to a new location.
Wherever the cursor appears will be where you can enter new data. Table 2-1
lists ways to move the cursor in each Office 2007 program.

Table 2-1 Moving the Cursor in Office 2007 Programs
Keystroke Word Excel PowerPoint Access
Home Beginning Column A ofthe cur-  Displays first slide; First field of
of the line rent row that cursor  beginning of the the current
appears in; (Ctrl+ line (when text record
Home appears in; box is selected)
moves to cell A1)
End End of NA; (Ctrl+End Displays last slide; Add New
the line moves to last cell) end of the line Field of
(when text boxis  current
selected) record
Page Up Half a Up 27 rows Displays Up 25
page up previous slide records
Page Half apage  Down 27 rows Displays next slide Down 25
Down down records




Chapter 2: Editing Data

Keystroke ~ Word Excel PowerPoint Access
Up/Down  Up/down Up/down one row Next/previous Up/down
arrow one line slide; up/down one  one record

line (when text
box is selected)

Left/Right  Left/right one Left/right one Next/previous Left/right
arrow character column slide; left/right one field
one character
(when text box
is selected)

Selecting Data

To modify data, you must tell Office 2007 what you want to change by select-
ing it. Then choose a command that changes your data, such as underlining
text or deleting a picture.

To select anything in Office 2007, you can use either the mouse or the key-
board. Generally, the mouse is faster but takes some time getting used to
coordinating the motion of the mouse with the movement of the mouse
pointer on the screen. The keyboard is slower but much simpler to use.

Selecting data with the mouse

The mouse provides two ways to select data. The first way involves pointing
and dragging the mouse, as shown in Figure 2-1.

1. Point the mouse pointer at the beginning or end of the data you want
to select.

2. Hold down the left mouse button and drag (move) the mouse pointer
over the data to select it.
<MBER
When you drag the mouse, hold down the left mouse button. If you don’t hold
down the left mouse button as you move the mouse, you won’t select any
data when you move the mouse pointer across the screen.

You can also select data by clicking the mouse. To select a picture, such as a
chart in Microsoft Excel or a photograph added to a Microsoft Word docu-
ment, just click the picture to select it. Office 2007 displays rectangles, called
handles, around the border of any selected picture, as shown in Figure 2-2.
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|
Figure 2-3:
To select
text, you
can either
double- or
triple-clickit.
|

To select text with the mouse, you can click the mouse in one of three ways,
as shown in Figure 2-3:
v Single-click: Moves the cursor
v Double-click: Selects the word that you click
v Triple-click: Selects the entire paragraph that contains the word you
click

Office 2007 defines a paragraph as any chunk of text that begins on a sep-
arate line and ends with a Return character (), created by pressing the
Enter key.

Selecting data with the keyboard

To select data with the keyboard, you need to use the following keys:

v The cursor movement keys (up/down/left/right arrow keys,
Home/End keys, or Page Up/Page Down keys)

v~ The Shift key
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The cursor movement keys simply move the cursor. The Shift key acts like
the left mouse button and tells Office 2007 what to select. To select data, you
have to follow these steps:
1. Move the cursor to the beginning or end of the data you want to select.
2. Hold down the Shift key. (Keep it pressed down.)

3. Move the cursor using any of the cursor movement keys, such as the
up-arrow key or the End key.

4. Release the Shift key.
You may find it easier to place the cursor with the mouse and then hold down

the Shift key while pressing a cursor movement key to select data more pre-
cisely than you can by dragging the mouse.

To select all the data in a file, press Ctrl+A.

Selecting multiple chunks of data
with the mouse and keyboard

For greater flexibility in selecting data, you can use both the mouse and the
keyboard to select multiple chunks of data at the same time. To select two or
more chunks of data, follow these steps:
1. Select a picture or chunk of text using either the keyboard or the mouse.
2. Hold down the Ctrl key.

3. Select another picture or chunk of test using either the keyboard or
the mouse.

4. Repeat Step 3 for each additional item you want to select.

5. Release the Ctrl key when you’re done selecting data.

Editing Data with the Pop-up Toolbar

As soon as you select data, Office 2007 displays a pop-up toolbar that dis-
plays the most commonly used commands (displayed as icons). This pop-up
toolbar appears to the upper right of the data you selected as a faint image.
The closer you move the mouse towards this pop-up toolbar, the darker and
sharper the toolbar appears, as shown in Figure 2-4. The farther you move
away from the toolbar, the fainter it appears.



Chapter 2: Editing Data

Figure 2-4:
Whenever | When you select data, Office 2007 displays a toolbar in the

youselect | upper right area of your selected data.
data,
Office 2007
displays a
pop-up ;.'Earibi[aég- 113 A A I
toolbarin | When you select data, Office 2007d & - ==

the upper- | upperright area of your selected data.

right area.
|
To use this pop-up toolbar, follow these steps:
1. Select data using the mouse.
Selecting data with the keyboard will not display the pop-up toolbar.
2. Move the mouse pointer to the area to the upper right of the
selected data.
The pop-up toolbar appears.
A\

The closer you move the mouse to the toolbar, the more visible the tool-
bar will appear.

3. Click a command (icon) on the pop-up toolbar.

Deleting Data

The simplest way to edit a file is to delete your existing data. If you just need
to delete a single character, you can use one of two keys:
1 Backspace: Deletes the character immediately to the left of the cursor

v Delete: Deletes the character immediately to the right of the cursor
If you need to delete large chunks of text, follow these steps:

1. Select the data you want to delete using either the keyboard or the
mouse. (See the earlier section, “Selecting Data.”)
2. Press the Delete key.

Office 2007 wipes away your data.
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36
Cutting and Pasting (Moving) Data

Moving data in Office 2007 requires a two-step process: cut and paste.
When you cut data, you delete it but save a copy in a special area of the
computer’s memory known as the Clipboard. When you paste data to a new
location, you copy the data off the Clipboard and paste it in your file, as
shown in Figure 2-5.

To move data, follow these steps:
1. Select the data you want to move, using the keyboard or mouse as
explained in the earlier section, “Selecting Data.”

2. Choose one of the following:
e Click the Cut icon (from the Home tab).
¢ Right-click the mouse; when the pop-up menu appears, choose Cut.
e Press Ctrl+X.

3. Move the cursor to a new location.

4. Choose one of the following:

¢ Click the Paste icon (from the Home tab).

¢ Right-click the mouse; when the pop-up menu appears, choose Paste.

¢ Press Ctrl+V.
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A\
If you select data in Step 3, you can replace the selected data with the pasted
data you selected in Steps 1 and 2.

Copying and Pasting Data

Unlike the Cut command, the Copy command leaves your selected data in
its original location but places a second copy of that data somewhere else.
To copy and paste data, follow these steps:

1. Select the data you want to copy, using the keyboard or mouse, as
explained in the earlier section, “Selecting Data.”

2. Choose one of the following:
¢ Click the Copy icon.
¢ Right-click the mouse; when the pop-up menu appears, choose Copy.
¢ Press Ctrl+C.

3. Move the cursor to a new location.

4. Choose one of the following:
¢ Click the Paste icon.
¢ Right-click the mouse; when the pop-up menu appears, choose Paste.
¢ Press Ctrl+V.

Dragging with the Mouse
to Cut, Copy, and Paste

The mouse can also cut/copy and paste data. To move data with the mouse,
follow these steps:

1. Select the data you want to move using the methods described in the
earlier section, “Selecting Data.”

2. Move the mouse pointer over the highlighted data.

3. Hold down the left mouse button and drag (move) the mouse.

The mouse pointer displays an arrow and a box while the cursor turns
into a dotted vertical line.

Alternatively, to copy data, hold down the Ctrl key while holding down
the left mouse button and dragging (moving) the mouse. The mouse
pointer displays an arrow and a box with a plus sign while the cursor
turns into a dotted vertical line.
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4. Move the dotted vertical line cursor where you want to place the data
you selected in Step 1.

5. Release the left mouse button.

Your data appears in its new location.

Undo and Redo

To protect you from mistakes, Office 2007 offers a special Undo command,
which essentially tells the computer, “Remember that last command I just
gave? Pretend I never chose it.”

You can use the Undo command any time you edit data and want to reverse
your changes. The two ways to choose the Undo command are

 Click the Undo icon on the Quick Access toolbar (see Figure 2-6).
v Press Ctrl+Z.

|
Figure 2-6:
The Undo
and Redo
icons appear
on the Quick
Access Undo Redo
toolbar.

Sometimes you may make many changes to your file and suddenly realize
that the last five or ten changes you made messed up your data by mistake.
To undo multiple commands, follow these steps:

1. Click the downward-pointing arrow that appears to the right of the
Undo icon.
A list of your previously chosen commands appears.

2. Move the mouse pointer to highlight all the commands that you want
to undo, as shown in Figure 2-7.

3. Click the left mouse button.

Office 2007 undoes your chosen commands.



|
Figure 2-7:
The
downward-
pointing
arrow to the
right of the
Undoicon
lets you
view a list
of your last
commands.
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Until you choose the Undo command at least once, the Redo icon appears
dimmed. The Redo command lets you reapply the last command you chose
to undo. The two ways to choose the Redo command are

v Click the Redo icon (refer to Figure 2-6).
v Press Ctrl+Y.
Each time you choose the Redo command, you reverse the effect of the last

Undo command. For example, if you use the Undo command four times, you
can choose the Redo command only up to four times.

Sharing Data with Other
Office 2007 Programs

Cutting, copying, and pasting data may be handy within the same file, but
Office 2007 also gives you the ability to cut, copy, and paste data between dif-
ferent programs, such as copying a chart from Excel and pasting it into a
PowerPoint presentation.
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Using the Office Clipboard

When you cut or copy any data, Windows stores it in a special part of memory
called the Clipboard. This Windows Clipboard can only hold one item at a
time, so Office 2007 comes with its own Clipboard called the Office Clipboard,
which can store up to 24 items.

Whereas the Windows Clipboard works with any Windows program (such as
Microsoft Paint or WordPerfect), the Office Clipboard works only with Office
2007 programs (such as Word, Excel, PowerPoint, Access, and Outlook).

To store data on the Office Clipboard, you just need to use the Cut or Copy
command, and Office 2007 automatically stores your data on the Office
Clipboard.

The two big advantages of the Office Clipboard are

+* You can store up to 24 items.
The Windows Clipboard can store only one item.
+* You can select what you want to paste from the Clipboard.

The Windows Clipboard lets you paste only the last item cut or copied.

Viewing and pasting items
off the Office Clipboard

After you use the Cut or Copy command at least once, your data gets stored
on the Office Clipboard. You can then view the Office Clipboard and choose
which data you want to paste from the Clipboard into your file.

To view the Office Clipboard and paste items from it, follow these steps:
1. Move the cursor to the spot where you want to paste an item from the
Office Clipboard.

2. Click the Office Clipboard icon.

The Office Clipboard pane appears, as shown in Figure 2-8. The Office
Clipboard also displays an icon that shows you the program where the
data came from, such as Word or PowerPoint.

3. Click the item you want to paste.

Office 2007 pastes your chosen item into the file where you moved the
cursor in Step 1.
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4. Click the Close box of the Office Clipboard window to tuck it out of
sight.

If you click the Paste All button, you can paste every item on the Office
Clipboard into your file.

Deleting items from the Office Clipboard

You can add up to 24 items to the Office Clipboard. The moment you add a
25th item, Office 2007 deletes the oldest item from the Office Clipboard to
make room for the new cut or copied item.

You can also manually delete items from the Office Clipboard as well, by fol-
lowing these steps:

1. Click the Office Clipboard icon (refer to Figure 2-8).
The Office Clipboard appears.
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|
Figure 2-9:
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2. Move the mouse pointer over an item on the Office Clipboard.

A downward-pointing arrow appears to the right. A pop-up menu
appears, as shown in Figure 2-9.
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3. Click Delete.
Office 2007 deletes your chosen item.
4. Click the Close box to tuck the Office Clipboard out of sight.

If you click the Clear All button, you can delete every item currently stored
on the Office Clipboard.

Make sure you really want to delete an item from the Office Clipboard
because after you delete it, you can’t retrieve it.
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Getting Help from Office 2007

In This Chapter

Opening and browsing the Help window

Searching the Help window

Changing the appearance of the Help window

M icrosoft designed Office 2007 to be the easiest version of Office ever.
Yet, despite these improvements in Office 2007’s user interface, you
may still need help in using one of the many Office programs once in a while.

To help answer your questions, Office 2007 provides a Help system, which
lets you browse through different help topics until you (hopefully) find the
answer you need. There are two ways to use the Help system. One, you can
browse through the various topics displayed until you find the answer you
want. This can take time to search but can also show you related help that
you might find useful.

A second way to use the Help system is to type a query such as Page margins
or Font size. The Help system will then display all topics related to your
query. This can be a fast way to search for help, but if you don’t type the
right terms that the Help system recognizes, this method may not find the
exact help you need.

Browsing the Help Window

Each Office 2007 program comes with its own help files that you can access
at any time. To browse through the Help system, follow these steps:

1. Choose one of the following to display the Help window, as shown in
Figure 3-1:
¢ Click the Help icon.
¢ Press F1.
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2. Click a topic.

The Help window either displays a list of subcategories or a list of Help
topics (that appear with a question mark icon in the left margin), as

shown in Figure 3-2. If a list of subcategories appears, you may have to
click a subcategory until the Help window displays a list of help topics.

3. Click a Help topic identified by a question mark icon in the left margin.
The Help window displays step-by-step explanations.

4. Click the Close box when you’re done to make the Help window go
away.

“@N\BER If you click the Back icon, you can view the previous text displayed in the Help
& window. If you click the Forward icon (after clicking the Back icon at least
once), you can return forward to the text that you were looking at before you
clicked the Back icon. If you click the Home icon, you can view the Help
window’s list of topics that appear every time you open the Help window.
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Searching in the Help Window

Rather than browse through one or more subcategories to find help, you
might want to search for help by typing in one or more keywords. Such key-
words can identify a specific topic such as Printing or Editing charts.

MBER
6&
&

If you misspell a topic, the Help system may not understand what you want
to find, so check your spelling.

To search the Help window by typing in a keyword or two, follow these steps:

1.

Choose one of the following methods to display the Help window
(refer to Figure 3-1):

e Click the Help icon.
¢ Press F1.

. Click in the Search list box and type one or more keywords, such as

Formatting or Aligning text.

. Click Search.

The Help window displays a list of topics, as shown in Figure 3-3.

. Click a Help topic.

The Help window displays step-by-step instructions for your chosen topic.

. Click the Close box when you’re done to make the Help window go

away.

b5
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Making the Help Window Easier to Read

One problem with the Help window is that it may appear too small to read
comfortably. To get around this problem, you have two choices:

1 Resize the Help window.

v Expand the size of the text inside the Help window.

Resizing the Help window

You can resize the Help window just like any other window by clicking one of
the following icons in the upper-right corner:
v Minimize: Shrinks the Help window to an icon on the Windows taskbar
v Maximize: Expands the Help window to fill the entire screen

1+ Restore Down: Shrinks a maximized window to a smaller window that
you can move and resize
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You can also resize a window by moving the mouse pointer over one edge or
bottom corner, holding down the left mouse button, and dragging (moving)
the mouse.

Enlarging the text in the Help window

In addition to, or as an alternative to, resizing the Help window, you can
enlarge the text inside the Help window to make it larger (or smaller) so you
can read it easier or so you can cram more text within the limited confines of
the Help window. To change the size of the text inside the Help window,
follow these steps:

1. Click the Help icon or press F1 to open the Help window.

2. Click the Change Font Size icon.

A pull-down menu appears, as shown in Figure 3-4.
3. Choose an option, such as Smaller or Largest.

The Help window text changes in size.
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Keeping the Help window
visible at all times

Office 2007 offers a Keep on Top icon that you can choose to keep the Help
window visible while letting you use the Office 2007 program underneath.
That way you can read and follow the instructions in the Help window while
using your program at the same time.

If you turn the Keep on Top feature off, the Help window will appear; but, the
moment you click in your Office 2007 program underneath, the Help window
disappears from sight.

To turn the Keep on Top feature on (or off), click the Keep on Top icon in the
Help window (refer to Figure 3-4).

Printing the text in the Help window

Sometimes you may find the step-by-step instructions in the Help window
so useful that you may want to reference them again. Rather than open the
Help window each time, you can print the step-by-step instructions so you’ll
always have them at your fingertips when you need them.

To print the text displayed in the Help window, follow these steps:

1. Click the Help icon or press F1 to open the Help window.
2. Make sure your printer is connected to your computer and turned on.
3. Click the Print icon (refer to Figure 3-4).

The Print dialog box appears.

4. Choose any options in the Print dialog box (such as choosing a printer
to use), and then click OK to print the current contents of the Help
window.

Viewing the Table of Contents

One problem with searching through the Help window is that you can easily
lose track of which subcategory or category led you to view the current con-
tents of the Help window. To avoid this confusion, you can expand the Help
window to display two panes. The left pane displays a table of contents while
the right pane displays additional information, as shown in Figure 3-5.
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To view the Table of Contents, follow these steps:

1. Click the Help icon or press F1 to open the Help window.
2. Click the Show Table of Contents icon.
The Help window expands into two panes.

3. Click a Help topic (which appears with a closed book icon in the left
margin).

A list of subcategories (closed book icon) or Help topics (question mark
icon) appears. You may need to click one or more additional subcategory
icons until you see a list of Help topics.

4. Click a Help topic.
The right pane of the Help window displays step-by-step instructions.
5. (Optional) Click the Hide Table of Contents icon.

If you leave the Table of Contents pane visible, the next time you open
the Help window, you’ll see the table of contents in the left pane.

NBER
Q&
&

6. Click the Close box to make the Help window go away.
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Part i
Working with
Word

The 5th Wave By Rich Tennant

© RIGETENNANT

“I love the way Word justifies the text

in my resume. Now if T can just get it
to Justify my asking salary.”




In this part . . .

W)rd processing remains the most popular use for a
personal computer (right after playing games and
wasting hours exploring the Internet), so this part of the
book gently guides you into using the powerhouse word
processor known as Microsoft Word. By using the 2007
version of Word, you can create anything from a simple
letter to a resume or business report.

Along the way to discovering how to use Word’s powerful

features, you also encounter the more basic features, such
as how to write, edit, spell-check, and grammar-check your
writing, and how to format text to make it look really pretty.

Word may seem like an ordinary word processor at first
glance, but this part of the book unlocks the techniques
that summon Word to help you write, create, and print
your ideas as fast as you care to type them. (Just as long
as your computer doesn’t crash on you, that is.)




Chapter 4

Typing Text in Word

In This Chapter

Moving the cursor with the mouse and keyboard
Viewing a document

Navigating through a document

Checking spelling and grammar

Typing unusual symbols

Fle whole purpose of Microsoft Word is to let you type text and make it
look pretty so you can print or send it for other people to read. So the
first step in using Microsoft Word is learning how to enter text in a Word file,
called a document.

In every document, Word displays a blinking cursor that points to where your
text will appear if you type anything. To move the cursor, you can use the
keyboard or the mouse.

Moving the Cursor with the Mouse

When you move the mouse, Word turns the mouse pointer into an I-beam
pointer. If you move the mouse over an area where you cannot type any text,
the mouse pointer turns back into the traditional arrow, pointing up to the left.

To move the cursor with the mouse, just point and click the left mouse
button once. The blinking cursor appears where you clicked the mouse.

If you have a blank page or a blank area at the end of your document, you can
move the cursor anywhere within this blank area by following these steps:
1. Move the mouse pointer over any blank area past the end of a document.

Word defines the end of a document as the spot where no more text
appears. To find the end of a document, press Ctrl+End.

¢ In a new document: The end of the document is in the upper-left
corner where the cursor appears.
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Figure 4-1:
The justifi-
cationicon
appears next
to the mouse
pointer when
you move
the mouse
pointer past
theendof a
document.
|

¢ In a document with existing text: The end of the document is the last

area where text appears (including spaces or tabs).

2. Move the mouse pointer over any blank area past the end of the
document.

Notice that a Left, Center, or Right Justification icon appears to the right

or bottom of the I-beam mouse pointer, as shown in Figure 4-1.

3. Make sure the correct justification icon appears next to the mouse
pointer.

For example, if you want to center-justify your text, make sure the
Center Justification icon appears at the bottom of the I-beam pointer.

Getting the Left, Center, or Right Justification icon to appear in Step 3
can be tricky. The Left Justification icon appears most of the time. To
make the Center Justification icon appear, move the mouse pointer to
the center of the page. To make the Right Justification icon appear,
move the mouse pointer to the right edge of the page.

4. Double-click the mouse pointer.

Word displays your cursor in the area you clicked. Any text you type now
will appear justified according to the justification icon displayed in Step 3.

I=  Left justifcation
; Center justification

Right justification

il
—

Moving the Cursor with the Keyboard

<MBER

Moving the cursor with the mouse can be fast and easy. However, touch-typists

often find that moving the cursor with the keyboard is more convenient and
sometimes faster too. Table 4-1 lists different keystroke combinations you
can use to move the cursor.

You can move the cursor with both the keyboard and the mouse.
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Table 4-1  Keystroke Shortcuts for Moving the Cursor in Word

Keystroke What It Does

T Moves the cursor up one line

2 Moves the cursor down one line

- Moves the cursor right one character

«— Moves the cursor left one character

Ctrl+T Moves the cursor up to the beginning of the previous paragraph
Ctrl+d Moves the cursor down to the beginning of the next paragraph
Ctrl+— Moves the cursor right one word

Ctrl+« Moves the cursor left one word

Home Moves the cursor to the beginning of the line

End Moves the cursor to the end of the line

Ctrl+Home Moves the cursor to the beginning of a document

Ctrl+End Moves the cursor to the end of a document

Page Up Moves the cursor up one screen

Page Down Moves the cursor down one screen

Ctrl+Page Up Moves the cursor to the top of the previous page

Ctrl+Page Down Moves the cursor to the top of the next page

Viewing a Document

Word can display your document in one of five views, which can help you
better understand the layout, margins, and page breaks in your document:

v~ Print Layout: Displays page breaks as thick, dark horizontal bars so you
can clearly see where a page ends and begins. (This is the default view.)
v Full Screen Reading: Displays pages side by side so you see.

v Web Layout: Displays your document exactly as it would appear if you
saved it as a Web page (looks similar to Page Layout view).

+* Outline (also called Master Document Tools): Displays your document
as outline headings and subheadings.

v Draft: Displays the document without top or bottom page margins
where page breaks appear as dotted lines.
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Figure 4-2:
You can
change the
view of your
document
by clicking
icons at the
top or
bottom of
the screen.
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Switching between view's

Microsoft Word gives you two ways to switch between different document
views, as shown in Figure 4-2:
v Click the view icons in the bottom of your document window.

v Click the View tab and then click the view you want to use, such as Print
Layout view.

Print Layout and Web Layout views look nearly identical, while Draft view
displays your document without displaying page margins to make it easier
for you to view and edit data. The two most unusual views are Full Screen
Reading and Outline views.

-/ Home  Insert Page layout  References  Mailings  Review  View dd-Ins 7]
i ?, Ruler ' Decumentbap | 3 | N onepage | ENew Windew | _LIviea
| Gridlines Thumbnails L B [1] Two Pages || = Arpange Al |
Print |Full Screen Web  Oulline Draft || _ Zoom 1009
Layout| Reading layout _| MEsssiE ot =] Page Width || = Split

Daciiment Views Stmw/Hide Znem

Pageilofl  Worti0 BT

Full Screen Reading | Outline

Web Layout
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Figure 4-3:
Full Screen
Reading
view lets
you read a
documentin
the form of
an open
book.

Using Full Screen Reading view

Full Screen Reading view makes documents appear side by side like the pages
of a book, as shown in Figure 4-3. To “turn the pages” of a document displayed
in Full Screen Reading view, choose one of the following:

v Click the Previous Screen or Next Screen button.

v Click the Jump to a Page icon.

To exit Full Screen Reading view, choose one of the following:

v Press Esc.
v Click the Print Layout button.

Previous Screen

Jump to a Page

Next Screen
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Chapter 2
QUESTIONNAIRE
2.1 SUBJECTS

A subject is an active entitv in the system. generally in form of a
person, process, or device that causes information to flow among
objects or changes the svstem state. A subject can be viewed as a
process/domain pair whose access controls are checked prior to
granting the access to objects

C1;
1.(a) List and (b) describe the subjects in your system

2, (a) When and (b) how are subjects created? (For example, they
can be created or activated when a user logs on or when a process
is spawned. )

3_(a) When and (b) how are the subjects destroyved? (For example,
they can be destroved or deactivated when a process terminates or
when the user logs off.)

4. (a)What are the security attributes of 2 subject? (Examples of
security attributes are usemame. group id, sensitivity level etc ) For
each type of subject in vour system (i.e. user. process, device) what
‘mechanisms are available to (b) define and (c) modify these
attributes? (d)Who can invoke these mechanisms?

5. (a) Whar are other privileges = subject can have? (Examples of
privileges are: super user. system operator. system administrator,
etc. Your operating svstem may assign numerous other privileges to
the subjects such as the ability to use certain devices ) For each
type of subject in vour svstem. what mechanisms are available to
(b) define and (c) modify these privileges? (d) Who can invoke
these mechanisms? (¢) Provide a list of subjects in the TCB
boundary and (f) the list of privilages for each of them.

6. When a subject is created, where does it get its security
attributes and privileges from, .1.e how are the secunty atmbutes
and privileges inherited?

7. List the subjects. if any, which are not conirolled by the TCB
1.2 OBJECTS

An object is a passive entity that contains or receives information.
Access to an object potentially implies access to the infonmation it
contains. Examples of ohjects are records, blocks. pages. segments.
files. directories. direciory tree. and programs. as well as bits. bvtes
words, fields, processors, video displays, keyhoards, clocks printers
and network nodes

Ci:

1. Provide a list of the objects within the TCB (e g.. authentication
database. print quenzs)

2 TList the objects in your svstem thai are protected by the
Discretionary Access Control (DAC) mechanisms
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Figure 4-4:
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Using Outline view

Outline view divides a document into sections defined by headings and text.
A heading represents a main idea. Text contains one or more paragraphs that
are “attached” to a particular heading. A subheading lets you divide a main
idea (heading) into multiple parts. A typical outline might look like Figure 4-4.
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Demote to Body Text
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® The tighter the plastic seal, the less likely any form of oxygen can get
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®  Atight plastic seal insures that carbon dioxide will build up inside the
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® Use extra duct tape or caulking to insure atight seal around every part
of the house

® sitand wait for FEMA to come rescue you (may take 3— 4 weeks)

—— ==
Body text

Subheadings

Heading
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Within Outline view you can

v Collapse headings to hide parts (subheadings and text) temporarily
from view.

+~ Rearrange headings to move subheadings and text easily within a large
document.

Moving a heading automatically moves all subheadings and text. Instead of
cutting and pasting multiple paragraphs, Outline view lets you rearrange a
document by just moving headings around.

To switch to Outline view, click the Outline View icon at the bottom of the
document window (or click the View tab and then click the Outline icon).

Defining a heading
Outline view considers each line as either a heading or text. To define a line
as either a heading style (Level 1 to Level 9) or text, follow these steps:

1. Move the cursor on the line that you want to define as a heading or text.

2. Click in the Outline Level list box and choose a heading level, such as
Level 2.

Word displays Level 1 headings in large type to the far left margin. Level 2
headings appear in smaller type that’s slightly indented to the right, Level 3
headings appear in even smaller type that’s indented further to the right, and
so on, as shown in Figure 4-5.

@ Level 1
© Level 2
C-' Level 3
C:\ Level 4
Q@ Level 5
Q Level6
o Level 7
€ Level 8
Q) Level 9
@ Thisis Body Text
attached to the Level 9

heading

To create a heading quickly, move the cursor to the end of an existing head-
ing and press Enter to create an identical heading. For example, if you put the
cursor at the end of a Level 3 heading and press Enter, Word creates a new
blank Level 3 heading.
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Promoting and demoting a heading

After you define a heading (such as a Level 1 or Level 3 heading), you can
always change its level, such as changing a Level 1 heading to a Level 2 heading
or vice versa. When you raise a heading from one level to another (such as
from Level 3 to Level 2), that’s promoting. When you lower a heading (such

as from Level 4 to Level 5), that’s demoting.

A Level 1 heading cannot be promoted because Level 1 is the highest head-
ing. Likewise, a Level 9 heading cannot be demoted because Level 9 is the
lowest heading.

To promote or demote a heading to a different level, follow these steps:
1. Using either the mouse or the keyboard, move the cursor to the head-
ing you want to promote or demote.
2. Choose one of the following methods:
¢ Click the Outline Level list box and click a level (such as Level 2).
® Press Tab (to promote) or Shift+Tab (to demote) the heading.
¢ Click the Promote or Demote arrow.

e Move the mouse pointer over the circle that appears to the left of
the heading, hold down the left mouse button, drag the mouse
right or left, and then release the left mouse button.

You can convert a heading to a Level 1 heading quickly by just clicking the
Promote to Heading 1 arrow.

Promoting or demoting a heading moves any subheadings or text attached to
the promoted or demoted heading.

Moving headings
You can move headings up or down within a document. To move a heading,
follow these steps:

1. Using either the mouse or the keyboard, move the cursor to the head-
ing you want to promote or demote.
2. Choose one of the following methods:
¢ Click the Move Up or Move Down arrow.
e Press Alt+Shift+T or Alt+Shift+{.

e Move the mouse pointer over the circle that appears to the left of
the heading, hold down the left mouse button, drag the mouse up
or down, and then release the left mouse button.
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If you collapse a heading before moving it, you can move any subheadings or
text underneath that heading.

Creating text
Text can consist of a single sentence, multiple sentences, or several para-
graphs. Text always appears indented underneath a heading (or subheading).
To create text, follow these steps:

1. Move the cursor to the end of a heading or subheading.

This is the heading (or subheading) that your text will be attached to if
you move the heading (or subheading).

2. Press Enter.
Word creates a blank heading.
3. Click the Demote to Body Text button.

Word displays a bullet indented underneath the heading you chose in
Step 1.

4. Type your text.

Collapsing and expanding headings and subheadings

If a heading or subheading contains any subheadings or text underneath, you
can collapse that heading. Collapsing a heading simply hides any indented
subheadings or text from view temporarily. Expanding a heading displays any
previously hidden subheadings or text.

To collapse a heading along with all subheadings or body text underneath it,
double-click the plus icon that appears to the left of the heading.

If you just want to collapse the subheading or body text immediately under-
neath a heading, choose one of the following:

v Move the cursor anywhere in the heading you want to collapse and then
click the Collapse button.
v Press Alt+Shift++ (plus sign key).

To expand a collapsed heading to reveal all subheadings and body text,
double-click the plus icon that appears to the left of the heading.

If you just want to expand the subheading or body text immediately under-
neath a collapsed heading, choose one of the following:

1 Move the cursor anywhere in the heading you want to expand and then
click the Expand button.

v Press Alt+Shift+— (minus sign key).
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Navigating through a Document
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If you have a large document that consists of many pages, you won'’t be able
to see all the pages at the same time. Instead, you’ll have to scroll through
your document using either the mouse or the keyboard.

Navigating with the mouse

To scroll through a document with the mouse, you have two choices:

v Use the vertical scroll bar that appears on the right side of every docu-
ment window.

v Use the scroll wheel of your mouse (assuming that your mouse has a
scroll wheel).

Using the scroll bar

The scroll bar gives you multiple ways to navigate through a document, as
shown in Figure 4-6:

=— Up arrow

)

Scroll box —
—— Scroll area

Down arrow —

— P H P
Select Browse Object — revious rage
— Next Page
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1+ Up arrow ( T): Moves up one line at a time.
»* Down arrow ({): Moves down one line at a time.

v Scroll box: Dragging the scroll box up displays different pages. Moving
the scroll box up moves closer to the beginning; moving the scroll box
down moves closer to the end.

v Scroll area: Clicking above the scroll box moves the document one screen
up; clicking below the scroll box moves the document one screen down.

v Previous Page: Moves the cursor to the top of the previous page.
1 Next Page: Moves the cursor to the top of the next page.

v Select Browse Object: Gives you a variety of ways to move to another
part of a document such as by page, section, or heading.

Using a mouse scroll wheel

If your mouse has a scroll wheel, you can use that to scroll through a docu-
ment in one of two ways:

v Move the mouse pointer over your document and roll the scroll wheel
up or down.

v Move the mouse pointer over your document and click the scroll wheel;
then move the mouse up or down. (The scrolling speeds up the farther
up or down you move the mouse from the position where you clicked
the scroll wheel.) Click the left mouse button or the scroll wheel to turn
off automatic scrolling when you’re done.

Using the Go To command

If you know the specific page number of your document that you want to
scroll to, you can jump to that page right away by using the Go To command.
To use the Go To command, follow these steps:

1. Click the Home tab.

2. Choose one of the following:

¢ Click the Editing icon, click the downward-pointing arrow to the
right of the Find command, and click Go To.

¢ Click the Page button in the bottom-left corner.
¢ Click the Select Browse Object icon and then click the Go To icon.
¢ Press Ctrl+G.

The Find and Replace dialog box appears with the Go To tab selected, as
shown in Figure 4-7.
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3. Click in the Enter Page Number text box and type a page number.

If you type a plus sign (+) or a minus sign () in front of a number, you
can scroll that many pages forward or backward from the currently dis-
played page. For example, if the displayed page is 5, typing -2 displays
page 3 and typing +12 displays page 17.

4. Click the Go To button.
Word displays your chosen page.
5. Click Close to make the Find and Replace dialog box disappear.

Finding and Replacing Text

To help you find text, Word offers a handy Find feature. Not only can this
Find feature search for a word or phrase, but it also offers a Replace option
so you can make Word find certain words and replace them with other words
automatically.

Using the Find command

The Find command can search for a single character, word, or a group of
words. To make searching faster, you can either search an entire document or
just a specific part of a document. To use the Find command, follow these steps:
1. Click the Home tab.
2. Click the Editing icon and then click the Find command.
The Find and Replace dialog box appears.
3. Click in the Find What text box and type a word or phrase to find.
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4. (Optional) Click the More button and select any additional options, as

shown in Figure 4-8:

e Match Case: Finds text that exactly matches the upper- and lower-
case letters you type

¢ Find Whole Words Only: Finds text that is not part of another word.
Searching for on will not find words like onion

e Use Wildcards: Lets you use the single character (?) or multiple
character (*) wildcards, such as searching for d?g, which will find
dog or dig; or b*t, which will find but, butt, or boost

e Sounds Like: Searches for words based on their phonetic pronunci-
ation such as finding elephant when searching for elefant

e Find All Word Forms: Finds all variations of a word, such as finding
run, ran, and running

Find and Replace [ J |
— |
Frd | Reees [ o7
Find what: |£| ‘
|
<dless | |peading Highight =| | Findall = | | EndMNext | | Cancel |
Search Options
Search: Al |~
[ Match case [ Match prefix
_ | Match suffix
[ Use wildcards
|| Sounds like (Englist) [T 1gniore punchuation characters
| Find &ll word forms {English) Ignore white-space characters |
Find ‘
Format * Spegial ~

5. Click one of the following buttons:
e Find All: Searches the entire document

¢ Find Next: Searches from the current cursor location to the end of
the document

6. Click Find Next to search for additional occurrences of the text you
typed in Step 3.

7. Click Cancel to make the Find and Replace dialog box disappear.
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Using the Find and Replace command

Rather than just find a word or phrase, you may want to find that text and
replace it with something else. To use the Find and Replace command, follow
these steps:

1. Click the Home tab.

2. Click the Editing icon and then click the Replace command. (You can
also press Ctrl+H.)

The Find and Replace dialog box appears.
3. Click in the Find What text box and type a word or phrase to find.

4. Click in the Replace With text box and type a word or phrase to
replace the text you typed in Step 3.

5. (Optional) Click the More button and choose any additional options
(refer to Figure 4-8).

6. Click one of the following buttons:

e Replace All: Searches and replaces text throughout the entire
document

¢ Replace: Replaces the currently highlighted text

¢ Find Next: Searches from the current cursor location to the end of
the document

7. Click Find Next to search for additional occurrences of the text you
typed in Step 3.

8. Click Cancel to make the Find and Replace dialog box disappear.

Checking Vour Spelling

As you type, Word tries to correct your spelling automatically. (Try it! Type
tjihe, and Word will automatically change it to the in the blink of an eye.) If
you type something that Word doesn’t recognize, it underlines it with a red
squiggly line.

“&N\BER
& Just because Word underlines a word doesn’t necessarily mean that the word
is spelled wrong. It could be a proper name, a foreign word, or just a word
that Word isn’t smart enough to recognize.



67

Chapter 4: Typing Text in Word

|
Figure 4-9:
Right-
clicking a
word under-
lined with a
red squiggly
line displays
a pop-up
menu of
possible
correct
spellings.
|

To correct any words that Word underlines with a red squiggly line, follow
these steps:
1. Right-click any word underlined with a red squiggly line.
A pop-up menu appears, as shown in Figure 4-9.
2. Choose one of the following:

e The word you want: Click the correct spelling of the word that
appears in bold in the pop-up menu.

e Ignore All: This tells Word to ignore this word throughout your
document.

¢ Add to Dictionary: This tells Word to remember this word and
never flag it again as a misspelled word.
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Checking Your Grammar

Sometimes Word may underline one or more words with a green squiggly line
to highlight possible grammar errors. To correct any grammar errors, follow
these steps:
1. Right-click any text underlined with a green squiggly line.
A pop-up menu appears.
2. Choose one of the following:

e What you want: Click the correct grammar that appears in bold in
the pop-up menu.

e Ignore All: This tells Word to ignore this type of grammatical error
throughout your document.

¢ Add to Dictionary: This tells Word to remember this grammatical
construct and never flag it again as incorrect.

Proofreading Your Document

Besides checking for spelling or grammatical mistakes, Word can also proof-
read your document to highlight other possible problems, such as misplaced
commas or correctly spelled words that may be used incorrectly. To make
Word proofread your document, follow these steps:

1. Click the Proofing icon at the bottom of the document window.

Word highlights a possible error and displays a pop-up menu offering
options similar to the options displayed in Figure 4-9.

2. Choose one of the following:

e What you want: Click the correct word that appears in bold in the
pop-up menu.

e [gnore Once: This tells Word to ignore this error.

P By default, Word automatically checks for spelling and grammatical mistakes.
If this bothers you, you can turn these features off by right-clicking the status
bar; when a pop-up menu appears, remove the check mark from the Spelling
and Grammar Check check box.
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Typing Symbols

Most keyboards display a limited number of characters you can type, but
what if you want to create unusual symbols such as IT or ©? To create these
symbols, Word can display a list of common symbols and let you click the
one you want to insert in your document.

To insert an unusual symbol in a document, follow these steps:

1. Move the cursor where you want to insert a character that you can’t
type from the keyboard.

2. Click the Insert tab.
3. Click the Symbol icon in the Symbols group.

A pull-down menu appears, as shown in Figure 4-10.

|
Figure 4-10:
The Symbol
menu lists
common
symbols.
|

Al More symbols,.,

4. Click the symbol you want.
Word inserts your chosen symbol in your document.
5. (Optional) If you don’t see the symbol you want to add
a. Click More Symbols.
Word displays a Symbol dialog box, as shown in Figure 4-11.
b. Click a symbol you want to use and then click Close.

Word can also insert mathematical equations into a document if you click
Equations instead of Symbol in Step 3.
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|
Figure 4-11:
The Symbol
dialog box
displays
every pos-
sible symbol
Word can
insertina
document.
|
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Chapter 5
Formatting Text

In This Chapter

Changing fonts
Changing the font size
Using text styles
Coloring text
Justifying text
Creating lists

Clearing formatting

A fter you type text into a document, edit it, and check it for spelling or
grammatical errors, you're ready to make it look pretty, a process known
as formatting text. A properly formatted document can make your text easy
to read, while a poorly formatted document can make even the best writing
difficult or confusing to read.

The Home tab groups Word'’s formatting tools into three categories:
v Font: Defines the font, font size, color, highlighting, and style (bold, italic,

underline, strikethrough, superscript, subscript, and case)

v~ Paragraph: Defines justification (left, center, or right), line spacing,
shading, borders, indentation, formatting symbols, and list style
(bullets, numbered, and outline)

v~ Styles: Displays predefined formatting that you can apply to your text
To format any text, you must follow these steps:

1. Select the text you want to format.

2. Choose a formatting tool.
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Figure 5-1:
Format text
with the
floating
toolbar.
|

When you choose most formatting commands, that command stays on until
you turn it off by choosing the same command again.

As soon as you select text, Word displays the most commonly used format-
ting tools in a floating toolbar, as shown in Figure 5-1. You can click any icon
on this floating toolbar rather than click the same icon stored at the top of
the screen.

Cambria

My = |

Formatting Text—

Changing the Font

Q‘&N\BER

R,

The most common way to format text is to change the font. The font defines
the uniform style and appearance of letters such as Baskerville, Courier,
Oy Enalish, or STENCIL..

To change the font, follow these steps:

1. Click the Home tab.
2. Select the text you want to change.
3. Click the Font list box.
A list of available fonts on your computer appears, as shown in Figure 5-2.
4. Move the mouse pointer over each font.

Word temporarily changes your selected text (from Step 1) so you can
see how the currently highlighted font will look.

5. Click the font you want to use.
Word changes your text to appear in your chosen font.

As a general rule, try not to use more than three fonts in a document. If you
use too many fonts, the overall appearance can be annoying and distracting.

Not all computers have the same lists of fonts, so if you plan on sharing docu-
ments with others, stick with common fonts that everybody’s computer can
display.
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i Arial

it Arial Black

" Arial Narrows

ir Arial Rounded MT Bold

i Arial Unicode MS

' Baskerville Old Face

i Batang

r BatangChe

' Bavhous 93

T Bell MT -

Changing the font can make your text look cool or awtul.

Pagsilofl  Words 34l 5

Changing the Font Size
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The font changes the appearance of text, but the font size defines how big
(or small) the text may look. To change the font size, you have two choices:
v Select a numeric size from the Font Size list box.
v Choose the Grow Font/Shrink Font commands.
You can use both methods to change the font size of text. For example, you

may use the Font Size list box to choose an approximate size for your text,
and then use the Grow Font/Shrink Font commands to fine-tune the font size.

To change the font size, follow these steps:

1. Click the Home tab.
2. Select the text you want to change.
3. Choose one of the following:

¢ Click the Font Size list box and then click a number, such as 12 or 24,
as shown in Figure 5-3.

¢ Click the Grow Font or Shrink Font icon.
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Changing the Text Style

The text style defines the appearance of text in one or more of the follow-
ing ways:

+ Bold: Press Ctrl+B.

v Italic: Press Ctrl+l.

v Underline: Press Ctrl+U.

v Strikethreugh: This formatting draws a line through text.

v Subscript: Use this to create text that falls below the text line, as in the
2 in H,O.

v Superscript: Use this to create text that sits higher than the top of the
text line, as in the 2 in E = mc”.

To change the style of text, follow these steps:

1. Click the Home tab.

2. Select the text you want to change.

3. Click a Style icon, such as Bold or Underline.

4. Repeat Step 3 for each additional style you want to apply to your text

(such as italic and underlining).

If you select any style change without selecting any text, Word applies your
style changes to any new text you type from the cursor’s current position.

\\J
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Changing Colors
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Figure 5-4:
Coloring text
in different
ways can
emphasize
parts of your
document.
|

Color can emphasize text. There are two ways to use color:

v Change the color of the text (Font color).
v~ Highlight the text with a different color (Text Highlight color).

Changing the color of text

When you change the color of text, you're physically displaying a different
color for each letter. Normally, Word displays text in black, but you can
change the color to anything you want, such as bright red or dark green.

If you choose a light color for your text, it may be hard to read against a
white background.

To change the color of text, follow these steps:

1. Click the Home tab.

2. Select the text you want to color.

3. Click the downward-pointing arrow to the right of the Font Color icon.
A color palette appears, as shown in Figure 5-4.

4. Click a color.

Word displays your selected text (from Step 1) in your chosen color.

After you choose a color, that color appears directly on the Font Color icon.
Now you can select text and click directly on the Font Color icon (not the
downward-pointing arrow) to color your text.
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Highlighting text

Highlighting text mimics coloring chunks of text with a highlighting marker
that students often use to emphasize passages in a book. To highlight text,
follow these steps:

1. Click the Home tab.

2. Select the text you want to highlight.

3. Click the downward-pointing arrow to the right of the Text Highlight
Color icon.

A color palette appears, as shown in Figure 5-5.

|
Figure 5-5: “1 Home Tnsert Adid-Ins
The Text = Calibri (Body) S -|AT AT E ALl = Ty
Highlight | s i A || e e e ] -
Color palette |z ] |
lets you z
choose a
highlighting
color.
|
4. Click a color.
Word highlights your selected text (from Step 2) in your chosen color.
5. Press Esc (or click the Text Highlight Color icon again) to turn off the
“&N\BEI? Text Highlight Color command.
<
<

To remove a highlight, select the text and choose the same color again.

° If no text is selected and the Text Highlight Color currently displays a color
P you want to use (such as yellow), you can click the Text Highlight Color icon
(not its downward-pointing arrow). This turns the mouse pointer into a
marker icon. Now you can select and highlight text in one step.

Justifying Text Alignment

Word can align text in one of four ways, as shown in Figure 5-6:

v~ Left: Text appears flush against the left margin but ragged on the right
margin.

v Center: Every line appears centered within the left and right margins.
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Figure 5-6:
The four
different
alignment
styles
display text
in different
ways.
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v~ Right: Text appears flush against the right margin but ragged on the left
margin.

v~ Justified: Text appears flush against both the left and right margins.
To align text, follow these steps:

1. Click the Home tab.
2. Move the cursor anywhere in the text you want to align.
3. Click one of the alignment icons, such as Center or Justify.
Rather than click an alignment icon, you can use one of the alignment key-

stroke shortcuts as follows: Align Left (Ctrl+L), Center (Ctrl+E), Align Right
(Ctrl+R), or Justify (Ctrl+J).

The text in this entire paragraph is Left Justified so the left margin
remains smooth but the right margins may look ragged and uneven,
which can be easy to notice with a lot of text.

The text in this entire paragraph is Center Justified, so both the left and
right margins look ragged although each line in the paragraph is
perfectly centered in the middle of the page.

The text in this entire paragraph is Right Justified, which means that the
left margins look ragged and uneven but the right margins appear
smooth.

The text in this entire paragraph is Justified, which means both the left

and right margins appear smooth and even. To accomplish this visual
effect, the spacing between individual words is not uniform but varies
slightly.

Adjusting Line Spacing

Line spacing defines how close lines appear stacked on top of each other.
To change the line spacing of text, follow these steps:

1. Click the Home tab.
2. Select the text that you want to adjust the line spacing.
3. Click the Line Spacing icon.

A pull-down menu appears, as shown in Figure 5-7.

/7
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4. Click the line spacing you want, such as 1 (single spacing) or 3
(triple spacing).

If you click the More option in the pull-down menu, you can precisely define
your own line spacing, such as 2.75 or 3.13.

Making Lists

Word can organize and arrange text in three types of lists:

v~ Bullets (like this list)
v Numbering
v Multilevel list

You can create a list from scratch or convert existing text into a list. To create
a list from scratch, follow these steps:

1. Click the Home tab.

2. Move the cursor where you want to create a list.
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3. Click the Bullets, Numbering, or Multilevel List icon.
Word creates your list (bulleted or numbered).
4. Type your text and press Enter to create another blank item in your list.
5. Repeat Step 4 for each additional bullet or numbered item you want
to make.

If you have existing text, you can convert it into a list by following these steps:

1. Click the Home tab.
2. Select the text you want to convert into a list.
3. Click the Bullets, Numbering, or Outline Numbering icon.

Word converts your selected text into your chosen list where each para-
graph appears as a separate item in the list.

Indenting list items

After you create a list, you may want to indent one list item underneath
another one. To indent an item in a list, follow these steps:
1. Move the cursor anywhere in the text in the list item you want to indent.
2. Press the Home key to move the cursor to the front of the line.

3. Press the Tab key to indent an item to the right (or press the Shift+Tab
keystroke combination to indent an item to the left).

When you indent a list, Word changes the number or bullet style to set
the line apart from the rest of your list.

Converting list items back into text

If you have a list, you may want to convert one or more items back into ordi-
nary text. To convert a list item into plain text, follow these steps:

1. Click the Home tab.

2. Select the list items you want to convert into plain text.

3. Click the appropriate Bullets, Numbering, or Outline Numbering icon.

If you want to convert a bullet list item into text, you would click the
Bullets icon.

79
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Customizing a list

When you create a bullet or numbered list, you can choose from a variety of
different styles. To choose a numbering style, follow these steps:

1. Click the downward-pointing arrow to the right of a list icon, such as
the Bullet or Numbering icon.
Make sure you don’t click the Numbering icon itself.

A pull-down menu appears listing all the different numbering styles
available, as shown in Figure 5-8.

2. Click the numbering style you want.
The next time you click the Numbering icon, Word will use the number-
ing style you chose.

The changes you make to the numbering or bullet style will only apply to
your current document.
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Renumbering numbered lists

Number lists can cause special problems when dividing or copying them
because the numbering may get out of sequence, or you may want to start
numbering from a number other than one.
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To change the starting number of a numbered list, follow these steps:

1. Right-click the item that you want to renumber.

If you want to renumber your entire list, right-click the first item at the
top of the numbered list.

A pop-up menu appears, as shown in Figure 5-9.

Restart at1

' Continue Numbering
Set Numbering Value..,
Adjust List Indents..,

Decrease Indent

S5

Increase Indent

=
A FEont.
Figure 5-9: Sl Eaantn
Right- IS Bues
clicking a 3=| Mumbering
numbered B HiReink..
list item to i 5
. Translate B
see 0pt|0ns 1 Select Text with Similar Formatting
fOI’ renum- 1 | Save Selection as a New Quick Style...
bering 2 \frﬁ,.i.z_:_..—,i.w.:,m- cores e ¢ —————
your I|St | Calibi (Bot

| = A-
3 B ER AT

2. Choose one of the following:

e Restart at 1: Changes the numbering of the current list item to 1,
the list item directly below to 2, and so on. (This option does not
appear if you right-click the first item in a number list.)

¢ Continue Numbering: Changes the number of the current list item to
one greater than the last numbered list item earlier in the document.

e Set Numbering Value: Displays the Set Numbering Value dialog box,
as shown in Figure 5-10, so you can change the current list item to
a specific number such as 34 or 89.

Set Numbering Value | 2 [
@ Start new list
|
_| Continue from previous fist
Figure 5-10:
Choose a Set value to:
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number tor Preview: 1,
your list. 5| [ |
|
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Using the Ruler
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Figure 5-11:
The Ruler
defines the
margins and
indentation
for your
document.
|

When you create a document, Word creates page margins automatically.
However, if you want to adjust the left and right page margins, or define
how far the Tab key indents text, you need to use the Ruler.

By default, Word hides the Ruler to avoid cluttering up the screen. To display
the Ruler, click the View Ruler icon, as shown in Figure 5-11.

To hide the Ruler from view, just click the View Ruler icon again.
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Figure 5-12:
Dragging
the Left
Indenticon
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margin for
an entire
document or
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text.
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Adjusting left and right paragraph margins
The Ruler defines the left and right margins for your paragraphs. To change
these paragraph margins, follow these steps:

1. Make sure the Ruler appears visible.

2. Select any text.

3. Move the mouse pointer over the Left Indent icon on the Ruler, hold
down the left mouse button, and drag (move) the mouse to the right
to adjust the left paragraph margin.

Word displays a dotted vertical line to show you where the new left
paragraph margin will be, as shown in Figure 5-12.

Left Indent Right Indent

4. Release the left mouse button when you’re happy with the position of
the left paragraph margin.

5. Move the mouse pointer over the Right Indent icon on the Ruler, hold
down the left mouse button, and drag (move) the mouse to the left to
adjust the right paragraph margin.

Word displays a dotted vertical line to show you where the new right
paragraph margin will be.

6. Release the left mouse button when you’re happy with the position of
the right paragraph margin.
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Defining indentation with the Ruler

The two icons on the Ruler that define indentation are the First Line Indent
and the Hanging Indent icons. The First Line Indent icon defines the position
of (what else?) the first line of every paragraph. The Hanging Indent icon
defines the position of every line of text except for the first line, as shown in
Figure 5-13.

Figure 5-13: Hanging Indent First Line Indent

Drag
the icons
to set the

indentation.
|

To define the first line and hanging indent, follow these steps:

1.

Make sure the Ruler appears visible.

2. Select any text.

. Move the mouse pointer over the Left Indent icon on the Ruler, hold

down the left mouse button, and drag (move) the mouse to the right.

Word displays a dotted vertical line to show you where the new indenta-
tion margin will be.

. Release the left mouse button when you’re happy with the position of

the left indentation of your text.

. Move the mouse pointer over the First Line Indent icon on the Ruler,

hold down the left mouse button, and drag (move) the mouse to the
right (or left).

Word displays a dotted vertical line to show you where the new first line
indentation will be.

. Release the left mouse button when you’re happy with the position of

the first line indent position.

Showing Formatting Marks

If you need to precisely align text, you may want to display Word’s special for-
matting symbols. These symbols show you the exact position of spaces, tabs,
and the ends of paragraphs.
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To show (or hide) formatting marks, follow these steps:

1. Click the Office Button.

A pull-down menu appears.
2. Choose Word Options.

The Word Options dialog box appears.
3. Click Display.

The Word Options dialog box displays check boxes to define which
types of characters you want to make visible in your document.

4. Mark (click) the check boxes of the formatting symbols you want to
display, such as Spaces or Tab Characters, as shown in Figure 5-14.

Word displays your document with the formatting marks you want to

display.
Word Options - E_ e e W e _____________—— T )|
w. _J Change how document cantent is displayed on the screen and when printed. |
| Dispray || [ ‘
Froafing Page display oplions |
Save [7] Show white space between pages in Print Layout view | |
e [7] show highlighter marks ‘
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5. Click OK.

For a faster way to turn on/off formatting marks, click the Home tab and
then click the Show/Hide Paragraph Marks icon in the Paragraph group.
This turns on all formatting marks, unlike Steps 1-5, which allow you to

selectively choose which formatting marks to display, such as Spaces or
Return characters.
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Using Format Painter

Formatting can be simple, such as underlining text, or fairly complicated,
such as underlining text while also changing its font and font size. After you
format one chunk of text a certain way, you may want to format other parts
of your document the exact same way.

Although you could take time to format text manually, it’s much easier to use
Format Painter instead. Format Painter tells Word, “See the way I formatted that
chunk of text over there? Apply that same formatting to a new chunk of text.”

To use Format Painter, follow these steps:

1. Click the Home tab.
2. Select the text that contains the formatting you want to copy.
3. Click the Format Painter icon, as shown in Figure 5-15.

4. Select the text that you want to format. (Move the mouse pointer over
the beginning of the text you want to format, hold down the left mouse
button, and drag the mouse until you reach the end of the text you
want to format.)

Word applies your formatting to your text.
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Carry-on Blues: (1) Just after the Aug. 10 restrictions were imposed, British Airways refused
to allow disabled New Zealand runner Kate Horan (on her way to the paralyrpic world
championships in the Netherlands) to carry on her prosthetic l2g, as she had long been
allowed to do. Her checked-baggage leg was then lost in the chaos at Heathrow airport, and
the prosthetic's manufacturer scrambled to make Heran a new one. (The leg was found a
week |ater, and at press ime, Horan had won at least one medal.) (2) The Transportation
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Using Styles

As an alternative to choosing fonts, font sizes, and text styles (like bold) indi-
vidually, Word offers several predefined formatting styles. To apply a style to
your text, follow these steps:
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Click the Home tab.
Select the text that you want to format.

Click the up/down arrows of the Styles scroll bar to scroll through the
different styles available. Or click the More button to display a pull-
down menu of all the Quick Formatting styles, as shown in Figure 5-16.

Move the mouse pointer over a style.
Word displays what your text will look like if you choose this style.
Click the style you want to use, such as Heading 1, Title, or Quote.

Word formats your text.

For another way to use a style, click on the diagonal button that appears
in the bottom-right corner of the Styles group. This will open a Styles

window that displays a list of available styles. (You can click on the close
box of the Styles window to make it go away when you’re done using it.)
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Using Templates

In case you need to format an entire document a certain way, you may want
to use templates instead. Templates act like preformatted documents. Word
comes with several templates, but Microsoft offers several through its Web
site as well.

Creating a new document from a template

The easiest time to use a template is before you've typed any text. To create
a new document from a template, follow these steps:
1. Click the Office Button and then choose New.
A New Document window appears.
2. Click one of the following in the left pane of the New Document window:
e Installed Templates: Displays templates installed on your computer

¢ Any category under the Microsoft Office Online heading, such as
Brochures or Forms

The New Document window displays a list of available templates so you
can see how they format text, as shown in Figure 5-17. If you don’t
choose a template, Word chooses the Normal template by default.
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3. Click a template and then click Create or Download.

Word creates a blank document with “dummy” text to show you how the
formatting looks.

4. Type new text and use the Style icons to apply the predefined format-
ting from your template to your text.

Creating a document based
on an existing document

If you already have a document that’s formatted perfectly, you may want to
use that document as a template for creating a new document. This essen-
tially copies an existing document, including all its text and formatting, and
creates a new document for you to edit and save under a new name.

To create a new document based on an existing one, follow these steps:

1. Click the Office Button and then choose New.

A New Document window appears.
2. Click the Featuring pane in the Installed Templates list.
3. Click New from Existing Document.

The New from Existing Document dialog box appears.

4. Click the file that contains the formatting you want to duplicate in a
new document.

5. Click Create New.
Word displays a copy of the file you chose in Step 4.

6. Save this document under a new name and edit the current text.

Removing Formatting from Text

After you format text, you can always remove that formatting. The simplest
way to do this is to apply the same formatting you want to remove. For exam-
ple, if you underline text, you can remove the underlining by highlighting all
the underlined text and choosing the underline command (by pressing Ctrl+U
or by clicking the Underline icon).
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If you want to remove multiple formatting from text, you could remove each
formatting style one by one, but it’s much easier just to use the Clear Formatting
command instead, which removes all formatting on text no matter how much
formatting there may be.

To use the Clear Formatting command, follow these steps:

1. Click the Home tab.
2. Select the text that contains the formatting you want to remove.
3. Click the Clear Formatting icon, as shown in Figure 5-18.

Word removes all formatting from your selected text.

— || Caiibr By Ji -][AT wn B
Figure 5-18: | B 7 U - she x 7 ia- || - A -
Click to o E
remove Clear Formatting
r all the formatting from the
all text et ety iy
formatting.

T

¥4 Press F1for more help.

The Clear Formatting command will not remove any highlighting you
may have applied over text.



Chapter 6
Designing Your Pages

In This Chapter

Inserting pages

Organizing text in tables
Displaying text as WordArt
Creating text boxes
Dividing text into columns
Adding pictures

Printing

' o design the overall layout of your pages by adding columns or headers
and footers that display titles or page numbers, you use the Insert and
Page Layout tabs.

The Insert tab provides commands for inserting items into a document, such
as new pages, tables, pictures, and headers and footers.

The Page Layout tab provides commands for defining how your pages look,
such as creating columns; defining top, bottom, left, and right page margins;
as well as defining how text wraps around pictures or other objects you place
in the middle of a page.

Inserting New Pages

Word automatically adds new pages to your document as you write. However,
Word also gives you the option of adding a new page in the middle or the
beginning of your document.

To insert a new, blank page in your document, follow these steps:

1. Click the Insert tab.

2. Move the cursor where you want to insert the new page.
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3. Click the Page Break icon in the Pages group.

Word adds a blank page to your document.

¢MBER
4.3“ You don’t need to add a page to the end of a document. Just move the cursor

to the end of your document (Ctrl+End), start typing, and Word adds new
pages at the end of your document automatically.

Adding (And Deleting) a Cover Page

Rather than add more pages to type text, you may just need a cover page that
is the first page that anyone can read. To create a cover page, follow these
steps:

1. Click the Insert tab.

2. Click the Cover Page icon in the Pages group.

Word displays a list of cover page designs, as shown in Figure 6-1.
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|2, Remove Current Cover Page

3. Click a cover page design.

Word adds your chosen cover page as the first page of your document.

<MBER
O

& A document can have only one cover page at a time. If you choose another

cover page, Word deletes your current cover page and replaces it with the
new one you chose.

After you add a cover page, you may want to delete it later. To delete a cover
page, follow these steps:



Chapter 6: Designing Your Pages

1. Click the Insert tab.
2. Click Cover Page in the Pages group.

A pull-down menu appears (refer to Figure 6-1).
3. Choose Remove Current Cover Page.

Word deletes your cover page.

Inserting Page Breaks

¢MBER

\\3

Rather than insert a new page, you may want to break text on an existing page
into two pages. To insert a page break in your document, follow these steps:
1. Click the Insert tab.

2. Move the cursor where you want to break your document into two
pages.
3. Click the Page Break icon in the Pages group.

Word breaks your document into two pages.

To delete a page break, move the cursor to the top of the page directly follow-
ing the page break you want to delete. Then press Backspace.

As an alternative to following Steps 2 and 3 in the preceding step list, you
can just press Ctrl+Enter to create a page break at the cursor’s current
location.

Inserting Headers and Footers

Headers and footers appear at the top (headers) and bottom (footers) on one
or more pages of your document. Headers and footers can display informa-
tion such as titles, chapter names, dates, and page numbers.

Creating a header (or footer)

To create a header or footer, follow these steps:

1. Click the Insert tab.
2. Click the Header or Footer icon in the Header & Footer group.

A pull-down menu appears.

93
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3. Click Edit header (or Edit footer).
Word displays your header or footer.

Headers and footers are visible only when you display a document in
Print Layout view.

4. Type, edit, or delete any text you want to change.

6. (Optional) Click the Date & Time or Page Number icons of the
Design contextual tools to insert the date and time or page numbers,
respectively.

7. Click the Close Header and Footer icon.

Word dims your header and footer text.

Defining which pages to display
a header (or footer)

Usually when you define a header or footer, Word displays that header or
footer on every page of your document. However, Word gives you the option
of displaying a different header and footer for your first page only, or display-
ing different headers and footers for odd and even pages.

Creating a unique header or footer for your first page

Often, you want a header or footer to display page numbers and document or
chapter titles — just not on the first page of your document. To create a unique
header or footer that appears only on your first page, follow these steps:

1. Switch to Print Layout view (click the View tab and click Print Layout,
or click the Print Layout icon near the bottom-right corner of the
screen).

2. Click the Insert tab, click the Header icon in the Header & Footer
group, and choose Edit Header.

The Design tab appears.
3. Select the Different First Page check box in the Options group.

Word displays a header or footer with the name First Page Header
or First Page Footer.

4. Click the Close Header and Footer icon.
Word dims your header and footer text.

You can clear the Different First Page check box to keep Word from displaying
your separate first page header and footer.
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Creating unique headers and footers for odd and even pages

Sometimes you may want different headers or footers to appear on even or
odd pages. In most books, even page numbers (headers) appear in the upper-
left corner while odd page numbers (headers) appear in the upper-right
corner. To create this effect in your own documents, you need to create
different headers to appear on odd and even pages.

To create a different header or footer for even and odd numbered pages,
follow these steps:

1. Switch to Print Layout view (click the View tab and click Print Layout,
or click the Print Layout icon near the bottom-right corner of the
screen).

2. Click the Insert tab, click the Header icon in the Header & Footer
group, and choose Edit Header.

The Design tab appears.

3. Select the Different Odd & Even Pages check box in the Options
group.

Word displays a header or footer with the name 0dd Page Header or
Even Page Footer.

4. Click the Close Header and Footer icon.

5. Switch to another page and repeat Steps 2 through 4 to define the
other odd or even header.

If an odd page number originally appeared in Step 1, switch to an even

\BE page number (or vice versa).
R

@&

& You can clear the Different Odd & Even Pages check box to keep Word from

displaying your separate odd and even page headers and footers.

Deleting a header (or footer)

In case you want to get rid of a header or footer, you can always delete it by
following these steps:
1. Click the Insert tab.

2. Switch to Print Layout view (click the View tab and click Print Layout, or
click the Print Layout icon near the bottom-right corner of the screen).

3. Click the Header or Footer icon in the Header & Footer group.
A pull-down menu appears.
4. Click Remove Header (or Remove Footer).

Word removes your header or footer.
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Organizing Text in Tables

|
Figure 6-2:
The Table
pull-down
menu
displays
squares that
represent
the number
of rows and
columns for
your table.
|

Tables organize text into rows and columns, which can make it easy to type,
edit, and format text while spacing it correctly in your document. Tables
organize text in cells, where a cell is the intersection of a row and a column.

Word provides four ways to create a table:

v Click the Insert tab, click the Table icon, and then highlight the number
of rows and columns for your table (up to a maximum of eight rows and
ten columns).

v Use the Insert Table dialog box.
v Draw the size and position of the table with the mouse.

v Convert existing text (divided by a delimiter character such as a Tab or
comma).

Creating a table by highlighting
rows and columns

Creating a table by highlighting rows and columns can be fast, but it limits
the size of your table to a maximum of eight rows and ten columns. To create
a table by highlighting rows and columns, follow these steps:

1. Click the Insert tab.

2. In your document, move the cursor where you want to insert a table.

3. Click the Table icon.

A pull-down menu appears, as shown in Figure 6-2.
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|
Figure 6-3:
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rows and
columns.
|

4. Move the mouse pointer to highlight the number of rows and columns
you want to create for your table.

When you highlight rows and columns, Word displays your table
directly in your document so you can see exactly what your table
will look like.

5. Click the left mouse button when you’re happy with the size of your
table.

Creating a table with the
Insert Table dialog box

Creating a table by highlighting the number of rows and columns can be
fast, but it limits the size of your table to a maximum of eight rows and
ten columns. To create a table by defining a specific number of rows and
columns (up to a maximum of 63 columns) and a column width, follow
these steps:

1. Click the Insert tab.

2. Move the cursor where you want to insert a table.

3. Click the Table icon.

A pull-down menu appears (refer to Figure 6-2).
4. Click Insert Table.

The Insert Table dialog box appears, as shown in Figure 6-3.
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Table size

Mumber of columns: 5
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@ Fixed column width: | Auto
AutoFit to contents

AutoFit to window

_| Remember dimensions for new tables
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5. Click in the Number of Columns text box and type a number between 1
and 63, or click the up/down arrows to define the number of columns.

6. Click in the Number of Rows text box and type a number or click the
up/down arrows to define the number of rows.
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7. Select one of the following radio buttons in the AutoFit Behavior group:

¢ Fixed Column Width: Defines a fixed size for the column widths,
such as 0.3 inches

e AutoFit to Contents: Defines the width of a column based on the
width of the largest item stored in that column

¢ AutoFit to Window: Expands (or shrinks) the table to fit within the
current size of the document window.

8. Click OK.

Word draws the table in your document.

Creating a table with the mouse

Drawing a table can be especially useful when you want to place a table in the
middle of a page and create rows and columns of different sizes, as shown in

Figure 6-4.
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To draw a table in your document, follow these steps:

1. Click the Insert tab.
2. Click the Table icon.
A pull-down menu appears.
3. Click Draw Table.
The mouse pointer turns into a pencil icon.

4. Move the mouse pointer where you want to draw your table, hold
down the left mouse button, and drag (move) the mouse to draw your
table.

Word draws a rectangular dotted box to show you where your table will
appear.

5. Release the left mouse button when you’re happy with the size and
position of your table.

6. Move the mouse pointer to the top/bottom or left/right side of the
table, hold down the left mouse button, and drag (move) the mouse up
and down (or right and leff) to draw the boundaries for your table’s
rows and columns.

7. Press Esc or double-click to turn the mouse pointer from a pencil icon
back to an I-beam pointer.

Creating a table from existing text

If you have existing text that you’d like to turn into a table, you need to first
separate text into chunks so Word knows how to place the text into individ-
ual cells in a table. To define how text appears in a table, Word uses the fol-
lowing criteria:

v Paragraphs appear in separate rows.

See the top example in Figure 6-5. You can change the delimiter charac-
ter to commas, tabs, or any other character, such as # or *.

v~ Tabbed text appears in separate columns, as in the bottom example of
Figure 6-5.
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To convert existing text into a table, follow these steps:

1. Click the Insert tab.
2. Select the text that you want to convert into a table.
3. Click the Table icon.
A pull-down menu appears (refer to Figure 6-2).
4. Click the Convert Text to Table command.
The Convert Text to Table dialog box appears, as shown in Figure 6-6.

5. (Optional) Select a radio button in the Separate Text At group, such as
Paragraphs, Tabs, or Commas.

You must choose the option that corresponds to the way you divided
your text. So if you divided your text by tabs, you would click the Tabs
radio button.

6. Click OK.

Word converts your text into a table.
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You can also convert a table into text. To convert a table into text, follow

these steps:

1. Click anywhere inside the table you want to convert into text.

The Layout tab appears.
2. Click the Layout tab.
3. Click Convert to Text.

The Convert Table to Text dialog box appears, as shown in Figure 6-7.
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Separate text with
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I\ Other; -

| K | | cancel

4. Select a radio button to define how you want to divide your table into
text, such as by Commas, Tabs, Paragraph Marks, or other symbol, as

shown in Figure 6-8.

5. Click OK.

101
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Formatting and Coloring a Table

After you create a table, you can format individual cells (the intersection of a
row and column) or entire rows and columns by aligning text in cells, resizing
columns and rows, and adding borders, shading, or colors, all of which can
make the text inside easier to read.

Selecting all or part of a table

To format and color a table, you must first select the table, row, column, or
cell that you want to modify. To select all or part of a table, follow these steps:
1. Click in the table, row, column, or cell you want to modify.
The Table Tools tab appears.
2. Click the Layout tab.
3. Click Select in the Table group.

A pull-down menu appears, as shown in Figure 6-9.
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4. Choose an option, such as Select Row or Select Column.

Word highlights your chosen item in the table.

Aligning text in a table cell

You can align text in a table cell in nine different ways: Top Left (the default
alignment), Top Center, Top Right, Center Left, Center, Center Right, Bottom
Left, Bottom Center, and Bottom Right, as shown in Figure 6-10.

Text alignmenticons
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To align one or more cells, follow these steps:

1. Click in the cell that contains text that you want to align.
The Table Tools tab appears.
2. Click the Layout tab.

3. Click an alignment icon in the Alignment group (refer to Figure 6-10)
such as Top Right or Bottom Center.

Word aligns your text. If you changed the alignment of blank cells, any
new text you type in those blank cells will appear according to the align-
ment you chose.
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Coloring all or part of a table

Colors can make the text inside rows and columns easier to read, such as col-
oring every other row. To color all or part of a table, follow these steps:

1. Select a table, row, column, or cell that you want to modify by follow-
ing the steps in the earlier section, “Selecting all or part of a table.”
Word highlights your chosen table, row, column, or cell.

2. Click the Design contextual tools tab that appears under the Table
Tools tab.

3. Click Shading.

A color palette appears, as shown in Figure 6-11.
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4. Move the mouse pointer over a color.

Word automatically displays your chosen color in the selected part of
your table. Each time you point to a different color, Word displays a dif-
ferent color in the table.

5. Click a color in the palette when you’re happy with a particular color.

Adding borders

Borders can emphasize parts of your table, such as a particular row or
column. To add a border to a table, you need to define the following:

v Where you want the border to appear (on the bottom of a row, on the
left of a cell, on the top of a column, and so on)

v The border color

v The border line style

v The border line thickness

To add a border, follow these steps:
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1. Move the cursor to the row, column, cell, or table where you want to
add borders.

2. Click the Design contextual tools tab that appears under the Table
Tools tab.

3. Click Pen Color.

A color palette appears.

4. Click a color for your border.
5. Click the Line Style list box.

A pull-down menu appears with different line styles, such as dotted lines
or triple lines, as shown in Figure 6-12.
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6. Click a line style.
7. Click the Line Weight list box.

A pull-down menu appears with different line thicknesses such as % or
2/ point, as shown in Figure 6-13.
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8. Click a line weight (thickness).
9. Click Borders.

A pull-down menu appears, as shown in Figure 6-14.
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10. Click a border, such as All Borders or Right Border.

Word displays your chosen border in the color and thickness (weight)
you chose.

Picking a table style

By coloring rows or columns and adding borders, you can customize the
appearance of your tables. However, for a faster method, you can just use a
predesigned table style instead, which can automatically format your text,
color rows, and add borders to your tables.

To choose a table style, follow these steps:

1. Move the cursor inside the table you want to modify.
2. Click the Design contextual tools tab.

3. (Optional) Click or clear check boxes under the Table Style Options
group, such as the Header Row or Last Column check box.

4. Click the More button on the Table Styles group.

A pull-down menu of all available styles appears, as shown in Figure 6-15.
As you move the mouse pointer over a table style, Word displays a live
preview of how your table will look.
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|
Figure 6-15:
The Table
Styles group
displays
different
ways to
format your
table.
|
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5. Click a table style.

Word formats your table according to the style you chose.

Resizing columns and row's

You may need to resize a column or row in your table to expand or shrink it
so your text doesn’t appear crowded or surrounded by empty space. You can
resize a column or row by using the mouse or by defining row heights and
column widths.

To resize a row or column with the mouse, follow these steps:

1. Move the mouse over the row or column border that you want to resize.
The mouse pointer turns into a two-way pointing arrow.

2. Hold the left mouse button down and drag (move) the mouse to resize
the row or column.

3. Release the left mouse button when you’re happy with the size of the
row or column.
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Using the mouse to resize a row or column can be fast, but if you want to
resize a row or column to a specific height or width, you can type in the spe-
cific dimensions by following these steps:

1.

a\\J

Select the row, column, or table that you want to modify. (If you select
the entire table, you can adjust the width or height of rows and
columns for your entire table.)

. Click the Layout tab under the Table Tools tab (refer to Figure 6-10).

If you want to define the width or height of multiple rows or columns
equally, click the Distribute Columns or Distribute Rows icon.

. To precisely define a column’s width, click the Width list box and type

a value (or click the up/down arrows to choose a value).

. To precisely define a row’s height, click the Height list box and type a

value (or click the up/down arrows to choose a value).

. (Optional) Click AutoFit and choose one of the following:

e AutoFit Contents: Shrinks your columns or rows to largest cell

e AutoFit Window: Expands the table to fit the width of the current
document window

Defining cell margins

Another way to modify the appearance of a table is to change the space

that appears between items in a cell, known as the cell margin. Cell margins
simply add blank space between text and cell borders. To define cell margins
in a table, follow these steps:

1.

Move the cursor inside any cell in the table you want to modify.

2. Click the Layout tab under the Table Tools tab.

3. Click the Cell Margins icon in the Alignment group.

The Table Options dialog box appears, as shown in Figure 6-16.
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4. Click in the Top, Bottom, Left, or Right text box and type a value
(or click the up/down arrows to increase or decrease the currently
displayed value).

5. Click OK.

Word displays your table with text moved away from the borders, as
shown in Figure 6-17.

|
. Table that uses cell margins to space text away from the cell borders
Figure 6-17:
H Goldie Locks has been charged with breaking Papa Bear says, “This just goes to show you that
Cellmargins || .i&ilne you ca'tJeove yur fron door unogked n
neighborhood anymore.”
can make 8 y
the text Mama Bear says, “What kind of stupid criminal Baby Bear says, “When | saw Goldie Locks
. . breaks into a house, eats your food, and then sleeping in my bed, | thought she was a toy that
|nS|de a takes a nap at the scene of the crime?” my parents had bought me.”
table easier Police Bear says, “We caught, booked, and Judge Bear says, “I gave her twenty years to life
d imprisoned Goldie Locks in the Bear Prison for breaking and entering. That should teach her
to reaa. where she can’t hurt anyone anymore.” alesson and keep our society safe for all bears.”
|

Defining cell spacing

Defining cell margins can move text away from cell borders to make a table
easier to read. For another way to separate cells in a table, you can define the
cell spacing. The greater the cell spacing, the farther apart individual cells
appear from one another, as shown in Figure 6-18.

Table with cell spacing so cells appear away from each other
Goldie Locks has been charged with breaking Papa Bear says, “This just goes to show you that
I and Em:er\'mg[ you can't leave your front door unlocked in this
neighborhood anymore.”
Figure 6-18:
. Mama Bear says, “What kind of stupid criminal Baby Bear says, “When | saw Goldie Locks
Ce” SpaCIng breaks into a house, eats your food, and then sleeping in my bed, | thought she was a toy that
takes a nap at the scene of the crime?” my parents had bought me.”
can sepa-
rate Ce”s Police Bear says, “We caught, booked, and Judge Bear says, “I gave her twenty years to life
. imprisoned Goldie Locks in the Bear Prison for breaking and entering. That should teach her
Ina table where she can't hurt anyone anymore.” alesson and keep our society safe for all bears.”
|

To define cell spacing in a table, follow these steps:

1. Move the cursor inside any cell in the table you want to modify.
2. Click the Layout tab under the Table Tools tab.
3. Click the Cell Margins icon in the Alignment group.

The Table Options dialog box appears (refer to Figure 6-16).



110 rartui: Working with Word

4. Select the Allow Spacing between Cells check box and type a value
(or click the up/down arrows to increase or decrease the currently
displayed value).

5. Click OK.
Word displays your table with cells spaced apart.

Splitting (and merging) cells

Splitting a cell divides the cell into multiple rows or columns. Merging cells
combines two or more cells to create one big cell. Splitting or merging calls

typically creates unusual tables without uniform rows and columns, as shown
in Figure 6-19.

Figure 6-19:
Merging
and splitting -
cells can
create
unusual
table
designs.

Merged cell Split cell

To split a cell, follow these steps:

1. Move the cursor to the cell you want to divide in half.
2. Click the Layout tab under the Table Tools tab.
3. Click the Split Cells icon in the Merge group.
The Split Cells dialog box appears, as shown in Figure 6-20.

— pit Cells 12 ]
Figure 6-20: Number of columns: |2 =
The Split || jumber ofroms: 1
Cells dialog
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4. Click in the Number of Columns text box and type a number (or click
the up/down arrows to define a number).

5. Click in the Number of Rows text box and type a number (or click the
up/down arrows to define a number).

6. Click OK.
Word splits your cell into the number of rows and columns you defined
in Steps 4 and 5.

To merge cells, follow these steps:

1. Select adjacent cells that you want to merge into a single cell.
2. Click the Layout tab under the Table Tools tab.
3. Click the Merge Cells icon in the Merge group.

Word merges your selected cells into one big cell.

Sorting a Table

|
Figure 6-21:
Sorting data
ina column
rearranges
every row in
a table.
|

Tables can not only organize data, but they can also sort your data alphabeti-
cally as well. To sort a table, you need to specify a single column of data to
sort. When Word sorts the data in this column, it automatically sorts every
row in the table as well, as shown in Figure 6-21.

Unsorted table

Customer ID Name Nickname
452 Bill Smith Moron
101 John Dole Scumbag

9 Mary Daniels Loser

Sorted table

Customer ID Name Nickname
5 Mary Daniels Loser
Scumbag

Moron

101 John Dole
452 Bill sSmith

To sort a table, follow these steps:

1. Select the column that contains the data you want to sort.
2. Click the Layout tab under the Table Tools tab.
3. Click the Sort icon in the Data group.

The Sort dialog box appears, as shown in Figure 6-22.

111
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Sort [
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Figure 6-22: Calumn 1 EI Type: Text :,;,i @ Ascending |
The Sort Using: 'Paragraphs =R Descending
dialog box || ™= = =
»| Type: = Ascending
lets you | Toe. [orst Flhad
s GZI fy Using:  Paragraphs = Descending
p Then by
whether to
sort by
aSCBndlng My list has
or descend- Header row 8 No header row.
ing order. e i
I =— = = — = =—=1

4. Click in the top Type list box and choose the type of data you want to
sort: Text, Number, or Date.

5. Select either the Ascending or Descending radio button.
6. Click OK.

Word sorts your entire table based on the data in the column you selected.

Deleting Tables

After you create a table, you can delete the entire table, delete one or more
rows or columns, or just delete individual cells along with their data.

Deleting an entire table

Word gives you two choices in deleting a table. First, you can wipe out just
the data inside the table while leaving the table itself intact. Second, you can
wipe out both the data and the table at the same time.

To delete just the data in a table, follow these steps:

1. Select every row and column in the table.
2. Press Delete.

Word wipes out all your data and leaves an empty table.
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|
Figure 6-23:
The Delete
icon displays
commands
for deleting
parts of a
table.
|

To delete both your table and all the data stored in it at the same time, follow
these steps:

1. Move the cursor into the table you want to wipe out.
2. Click the Layout tab under the Table Tools tab.
3. Click the Delete icon in the Rows & Columns group.

A pull-down menu appears, as shown in Figure 6-23.

Document2 - Microsoft Word Table Tools
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4. Choose Delete Table.

Word wipes out your table and all the data stored in it.

Deleting rows and columns

Rather than delete an entire table, you can also delete rows and columns.
When you delete a row or column, you wipe out any data stored inside that
row or column.

To delete a row or column, follow these steps:

1. Move the cursor into the row or column you want to delete.
2. Click the Layout tab under the Table Tools tab.
3. Click the Delete icon.
A pull-down menu appears (refer to Figure 6-23).
4. Choose Delete Columns or Delete Rows.

Word deletes your chosen column or row.
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Figure 6-24:
When you
delete a
cell, Word
shifts any
remaining
cells left

or up.
|

Deleting cells

You can delete data in cells just by selecting the data and pressing the Delete
key. If you want to delete data and the cell itself, you have two options:

+ Delete a cell and shift adjacent rows or columns. This creates an odd-
shaped table.

v Delete the data and cell borders. This keeps the table symmetrical but
often merges cells.

To delete a cell and change the physical layout of a table, follow these steps:

1. Select the cell or cells you want to delete.
2. Click the Layout tab under the Table Tools tab.
3. Click the Delete icon in the Rows & Columns group.
A pull-down menu appears (refer to Figure 6-23).
4. Choose Delete Cells.
The Delete Cells dialog box appears.
5. Select the radio button for Shift Cells Left or Shift Cells Up.
6. Click OK.

Word deletes your chosen cells and shifts cells left or up, creating an
odd-shaped table in the process, as shown in Figure 6-24.

Delete Cenis | = [mial
¥ 1

Original table
[

Customer ID Name Nickname
452 8ill smith Moron
101 John Dole Scumbag
g Mary Daniels Loser

Table with two cells delem=d

Customer ID Name Nickname |
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] Mary Daniels Loser |
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Deleting cell borders

Word also lets you delete individual cell lines by using the mouse. By using
the mouse, you can delete borders and merge adjacent cells at the same time.

To use the mouse to delete cell lines, follow these steps:

1. Move the cursor into the table you want to modify.
2. Click the Design contextual tools tab under the Table Tools tab.
3. Click the Eraser icon in the Draw Borders group.
The mouse pointer turns into an eraser icon.
4. Choose one of the following:
e Click a cell border to delete it.
or

a. Move the mouse pointer near a cell line to delete, hold down the left
mouse button, and drag (move) the mouse to highlight one or more
cell lines.

Word highlights any cell lines you select.
b. Release the left mouse button.

Word deletes the selected cell lines and any data stored in adjacent
cells.

5. Press Esc or double-click the mouse to turn off the Eraser and convert
the mouse pointer back into an I-beam cursor.

Making Text Look Artistic

To spice up the appearance of individual paragraphs, Word lets you add drop
caps, text boxes, or WordArt. Drop caps make the first letter of a paragraph
appear huge. WordArt displays text as graphical images. Text boxes let you
display chunks of text in separate boxes that you can arrange anywhere in
your document.

Creating drop caps

To create a drop cap, follow these steps:
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1. Click the Insert tab.

2. Move the cursor anywhere inside the paragraph where you want to
create a drop cap.

3. Click Drop Cap.

The Drop Cap menu appears, as shown in Figure 6-25.
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4. Move the mouse pointer over the drop cap style you want to use.
Word shows you what your drop cap will look like.

5. Click the drop cap style you want to use.

Creating WordArt

WordArt is Microsoft’s fancy term for displaying text in different graphical
styles that you can stretch or resize on a page. You can crate WordArt from
scratch or from existing text.

To create WordArt, follow these steps:

1. (Optional) Select the text you want to convert into WordArt. (If you
skip this step, you have to type in text later.)

2. Click the Insert tab.

3. Click WordArt.
The WordArt menu appears, as shown in Figure 6-26.

4. Click a WordArt style.
The Edit WordArt Text dialog box appears, as shown in Figure 6-27.
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5. Type or edit text and then click OK.
Word displays your text as WordArt in your document.
6. (Optional) Move the mouse pointer over a WordArt handle (on the
edge or the corner), hold down the left mouse button, and drag
(move) the mouse to resize your WordArt.
\\J

To edit your WordArt, right-click the WordArt. From the pop-up menu that
appears, choose Edit Text. The Edit WordArt Text dialog box appears so you
can edit your text.
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You can delete WordArt by clicking it and then pressing Delete.

Dividing Text into Columns

|
Figure 6-28:
The Columns
menu lists
different
types of
columns

you can use.
|

When you type, Word normally displays your text to fill the area defined by
the left and right margins. However, you can also divide a page into two or
three columns, which can be especially handy for printing newsletters.

To divide a document into columns, follow these steps:

1. Click the Page Layout tab.

2. Select the text that you want to divide into columns. (Press Ctrl+A to
select your entire document.)

3. Click the Columns icon.

A pull-down menu appears that lists different column styles, as shown in
Figure 6-28.
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4. Click a column style.

Word changes your document to display columns.

Editing columns

After you create two or three columns in your document, you may want to
modify their widths, modify the spacing between columns, and choose
whether to display a vertical line between columns. To edit columns, follow
these steps:
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1. Move the cursor to the text divided into columns that you want to
modify.

2. Click the Page Layout tab.
3. Click the Columns icon.

A pull-down menu appears (refer to Figure 6-28).
4. Click More Columns.

The Columns dialog box appears, as shown in Figure 6-29.
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5. (Optional) Click in the Number of Columns text box and click the
up/down arrows to define how many columns you want (from 1 to 9).

6. (Optional) Click in the Width Text box and type a value or click the
up/down arrows to define a width for column 1.

7. (Optional) Click in the Spacing Text box and type a value or click the
up/down arrows to define the spacing width to the right of column 1.

8. (Optional) Repeat Steps 6 and 7 for each additional column you want
to modify.

9. (Optional) Select the Line Between check box to display a vertical line
between your columns.

10. (Optional) Click the Apply To list box and choose Whole Document or
This Point Forward (to define how columns appear from the current
cursor position to the end of the document).

11. Click OK.

Word displays the changes for your columns.
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Removing columns

If you decide you don’t want to display text in columns any more, you can
remove columns throughout your entire document or just from the current
cursor position to the end of the document.

To remove columns, follow these steps:
1. Move the cursor to the page where you want to remove columns from
this page to the end of a document.
2. Click the Page Layout tab.
3. Click the Columns icon.
A pull-down menu appears (refer to Figure 6-28).
4. Click One.

Word removes columns from the current cursor position to the end of
the document.

Previewing a Document before Printing

Before you print your document, you may want to preview how it will look so
you don’t waste paper printing something you can’t use anyway. After you
see that your pages will look perfect, then you can finally print out your document
for everyone to read.

Defining page size and orientation

If you need to print your documents on different sizes of paper, you may need to
define the page size and paper orientation. By doing this, Word can accurately
show you what your text may look like when printed on an 8.5" x 11" page
compared with an 8.27" x 11.69" page.

To define the Page Size, follow these steps:

1. Click the Page Layout tab.
2. Click the Size icon in the Page Setup group.

A pull-down menu appears, as shown in Figure 6-30.
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3. Click the page size you want.
Word displays your document based on the new page size.
Normally, Word assumes you want to print in portrait orientation, where the
height of the paper is larger than its width. However, you may also want to

print in landscape orientation, where the height of the paper is smaller than
its width.

To define the orientation, follow these steps:

1. Click the Page Layout tab.
2. Click the Orientation icon in the Page Setup group.

A pull-down menu appears, as shown in Figure 6-31.
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3. Click either Portrait or Landscape orientation.

Word displays your document based on the new paper orientation.
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|
Figure 6-32:
The Print
menu dis-
plays the
Print
Preview
command.
|
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Using Print Preview

Print Preview lets you browse through your document so you can see how
every page will look including any headers and footers, cover pages, and pic-
tures you may have added. To use Print Preview, follow these steps:

1. Click the Office Button and then click the right-pointing arrow that
appears to the right of the Print command.

The Print t menu appears, as shown in Figure 6-32.
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2. Click Print Preview.

The Print Preview window appears, and the mouse pointer turns into a
magnifying glass icon, as shown in Figure 6-33.

3. (Optional) Click Next Page/Previous Page or use the vertical scroll bar
to browse through all the pages of your document.

If you select the Magnifier check box, you can click on your pages to
zoom in or zoom out so you can examine the details of your document.

4. Click Close Print Preview to return to your document, or click Print to
start printing.
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Printing
When you’re happy with the way your document looks, you can finally print
it. To print your document, follow these steps:
1. Choose one of the following methods:
¢ Click the Office Button and then click Print.
¢ Press Ctrl+P.
¢ From within the Print Preview window, click the Print icon.
The Print dialog box appears, as shown in Figure 6-34.
2. Click in the Name list box and choose the printer you want to use.
3. Select one of the following radio buttons from the Page Range group:
e All: Prints your entire document

e Current Page: Prints the page that currently fills the screen
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e Selection: Prints only the currently selected text

¢ Pages: Lets you type specific pages to print (such as 4, 35, 89) or a

print [
Printer
Namie: ™ Epson Stylus 80 Series (M) |_" | Eroperties
Status: Prinfing: 1 documents waiting | o ——
Type: Epson Stylus C80 Series (M) e
— | e OO e e
Comment: | Manuzl duplex
Flgure 6'34: Pags range Copies
The Pr|nt = A Number of copies: |1 -
. Currgnt page Selection
dialog box —
B Foges: = |y 7] collate A\
Iets you Type page numbers and/aor page [ 4 = i
ranges separated by commas countig =
ContrOI from the start of the document or the
B section. For example, type 1, 3, 5-12
which pages or pisl, pisZ, pls3pEs3
to prmt and Print what: | Document |:\ Zoom
Wh IC h Prnt; All pages in range H:\ Pages per sheet: Lpag= |:‘
printer to Scale to paper size: | Mo Sraling t}
use. | Oiptions... oK | Caneel |
|

specific page range (such as 3-9)

4. Click OK.

Word prints your document.
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“No, that’s not the icon for Excel, it’s the icon
forExcuse, the database of reasons why you
haven’t learned the other programs in Otfice.”



In this part . . .

f adding, subtracting, multiplying, or dividing long lists

of numbers sounds scary, relax. Microsoft endowed
Office 2007 with the world’s most popular spreadsheet
program, dubbed Microsoft Excel. By using Excel, you can
create budgets, track inventories, calculate future profits
(or losses), and design bar, line, and pie charts so you can
see what your numbers are really trying to tell you.

Think of Excel as your personal calculating machine that
plows through your numbers for you — whether you need
to manage something as simple as a home budget or some-
thing as wonderfully complex as an annual profit-and-loss
statement for a Fortune 500 corporation.

By tracking numbers, amounts, lengths, measurements, or
money with Excel, you can quickly predict future trends
and likely results. Type in your annual salary along with
any business expenses you have, and you can calculate
how much income tax your government plans to steal
from you in the future. Or play “What if?” games with your
numbers and ask questions such as “Which sales region
sells the most useless products?” “How much can I avoid
paying in taxes if my income increases by 50 percent?” and
“If my company increases sales, how much of an annual
bonus can I give myself while letting my employees starve
on minimum wages?”

So if you want to get started crunching numbers, this is
the part of the book that shows you how to use Excel
effectively.




Chapter 7

The Basics of Spreadsheets:
Numbers, Labels, and Formulas

In This Chapter
Typing and formatting data

Moving around a spreadsheet

Searching a spreadsheet

Editing a spreadsheet

Printing

E veryone needs to perform simple math. Businesses need to keep track of
sales and profits, and individuals need to keep track of budgets. In the
old days, people not only had to write down numbers on paper, but they also
had to do all their calculations by hand (or with the aid of a calculator).

That’s why people use Excel. Instead of writing numbers on paper, they can
type numbers on the computer. Instead of adding or subtracting columns or
rows of numbers by hand, Excel can do it for you automatically. Basically,
Excel makes it easy to type and modify numbers and then calculate new
results accurately and quickly.

Understanding Spreadsheets

Excel organizes numbers in rows and columns. An entire page of rows and
columns is called a spreadsheet or a worksheet. (A collection of one or more
worksheets is stored in a file called a workbook.) Each row is identified by a
number such as 1 or 249; and each column is identified by letters, such as A, G,
or BF. The intersection of each row and column defines a cell, which contains
one of three items:

v Numbers
v Text (labels)

v Formulas
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|
Figure 7-1:
The parts

of a typical
spreadsheet.
|

Numbers provide the data, and formulas calculate that data to produce a
useful result, such as adding sales results for the week. Of course, just dis-
playing numbers on the screen may be confusing if you don’t know what
those numbers mean, so labels simply identify what numbers represent.
Figure 7-1 shows the parts of a typical spreadsheet.

Formulas usually appear as numbers, so at first glance, it may be difficult to
tell the difference between ordinary numbers and numbers that represent a
calculation by a formula.

The strength of spreadsheets comes by playing “What-if?” games with your
data, such as “What if [ gave myself a $20-per-hour raise and cut everyone
else’s salary by 25%? How much money would that save the company every
month?” Because spreadsheets can rapidly calculate new results, you can
experiment with different numbers to see how they create different answers.

A calip 11 A==
Faste B I O - AL (E=
ipboard t
D18 - 77 s |
A E c D z
1 1st Quarter Results
1 dan Feb Mar
3 |Leo Fontaine 245.25 748.01 452.32
4 |Mike Baum 782.01 421.95 747.58
5 |Darrell Joyce 741.02 554.21 94121
5 |BoKatz 145,25 554,25 142.25
7 |Mary Shelley 847.54 145.26 198.57
8 |Gorgeous George 174.25 946.26 810.54
9 |Mickey Mouse 800.47 567.26 418.59
10 Total = |3735.79 4337.2 3?11.Dﬁ|
| | o
Labels Formulas Numbers

Storing Stuff in a Spreadsheet

Every cell can contain a number, a label, or a formula. To type anything into a
spreadsheet, you must first select or click in the cell (or cells) and then type
a number or text.

Typing data into a single cell

To type data in a single cell, follow these steps:
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1. Choose one of the following to select a single cell:
¢ Click a cell.
¢ Press the up/down/right/left arrow keys to highlight a cell.

2. Type a number (such as 34.29 or 198), a label (such as Tax Returns), or
a formula.

You can see how to create formulas in Chapter 8.

Typing data in multiple cells

After you type data in a cell, you can press one of the following four key-
strokes to select a different cell:

v Enter: Selects the cell below in the same column
v~ Tab: Selects the cell to the right in the same row

v~ Shift+Enter: Selects the cell above in the same column

v Shift+Tab: Selects the cell to the left in the same row

If you type data in cell Al and press Enter, Excel selects the next cell below,
which is A2. If you type data in A2 and press Tab, Excel selects the cell to the
right, which is B2.

However, what if you want to type data in a cell such as Al and then have Excel
select the next cell to the right (B1)? Or what if you want to type data in cells
Al and A2 but then jump back up to type additional data in cells B1 and B2?

To make doing this easy, Excel lets you select a range of cells, which essentially
tells Excel, “See all the cells I just highlighted? I only want to type data in those
cells.” After you select multiple cells, you can type data and press Enter.
Excel selects the next cell down in that same column. When Excel reaches
the last cell in the column, it selects the top cell of the column to the right.

To select multiple cells for typing data in, follow these steps:

1. Highlight multiple cells by choosing one of the following:

e Move the mouse pointer over a cell, hold down the left mouse
button, and drag (move) the mouse to highlight multiple cells.
Release the left mouse button when you've selected enough cells.

¢ Hold down the Shift key and press the up/down/right/left arrow
keys to highlight multiple cells. Release the Shift key when you’ve
selected enough cells.

Excel selects the cell that appears in the upper-left corner of your
selected cells.

2. Type a number, label, or formula.
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Figure 7-2:
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3. Press Enter.

Excel selects the cell directly below the previous cell. If the previous cell
appeared at the bottom of the selected column, Excel highlights the top
cell in the column that appears to the right.

4. Repeat Steps 2 and 3 until you fill your selected cells with data.

5. Click outside the selected cells or press an arrow key to tell Excel not
to select the cells any more.

Typing in sequences with AutoFill

If you need to type the names of successive months or days in a row or
column (such as January, February, March, and so on), Excel offers a short-
cut to save you from typing all the day or month names yourself. With this
shortcut, you just type one month or day and then drag the mouse to high-
light all the adjacent cells. Then Excel types the rest of the month or day
names in those cells automatically.

To use this shortcut, follow these steps:
1. Click a cell and type a month (like January or just Jan) or a day (like
Monday or just Mon).
The Fill Handle, a block box, appears in the bottom-right corner of the cell.

You can also type in a sequence of numbers in Step 1. So if you typed the
numbers 2, 4, and 6 in adjacent cells, highlighted all these adjacent cells,
and grabbed the Fill Handle, Excel is smart enough to detect the pattern

and display the numbers 8, 10, and 12 in the next three adjacent cells.

2. Move the mouse pointer over the Fill Handle until the mouse pointer
turns into a black crosshair icon.

3. Hold down the left mouse button and drag (move) the mouse down a
column or across the row.

As you drag the mouse, Excel automatically types in the remaining
month or day names, as shown in Figure 7-2.

IJanuEE ] Step 1: Type the name of a month or
= dayin acell.

Step 2: Drag the Fill Handle to tell Excel

January 1 %
how many cells you want to fill

May : : o
L2 automatically with additional month or
day names
Step 3: Release the left mouse button
Panuary February March _ April _ Ma 1 Excel automatically fills your selected

=
= cells.
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Formatting Numbers and Labels

When you first create a spreadsheet, numbers and labels appear as plain text.
Plain labels might look boring, but plain numbers (such as 8495 or 0.39) can
be difficult to read and understand if the numbers are supposed to represent
currency amounts ($8,495) or percentages (39%).

To make labels visually interesting and numbers appear more descriptive of
what they actually represent, you need to format your data after you type it
into a spreadsheet.

Q‘&N\BER

& You can format a cell or range of cells after you've already typed in data or

before you type in any data. If you format cells before typing any data, any

data you type in will appear in your chosen format.

Formatting numbers

To format the appearance of numbers, follow these steps:

1. Select one or more cells using the mouse or keyboard.

To select multiple cells, drag the mouse or hold the Shift key while
pressing the arrow keys.

2. Click the Home tab.

3. Click the Number Format list box in the Number group.

A pull-down menu appears, as shown in Figure 7-3.

General
123 Mo specific format

Number
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=
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Figure 7-3: |.
The Number |
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different
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the appear- | y
ance of z e
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18 | More Number Formats.
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Figure 7-4:
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The Number group also displays three icons that let you format num-
bers as Currency, Percentage, or with Commas in one click, as shown in
Figure 7-4. If you click the downward-pointing arrow to the right of the
Accounting Number Format icon, you can choose different currency
symbols to use such as $, §, or €.
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4. Click a number format style, such as Percentage or Scientific.

Excel displays your numbers in your chosen format.

Displaying negative numbers
Because many people use spreadsheets for business, they often want negative

numbers to appear highlighted so they can see them easier. Excel can display
negative numbers in parentheses (-23) or in red so you can’t miss them.

To define how negative numbers appear in your spreadsheet, follow these
steps:
1. Select the cell or range of cells that you want to modify.
2. Click the Home tab.
3. Click the Format icon in the Cells group.
A pop-up menu appears, as shown in Figure 7-5.
4. Choose Cells.
The Format Cells dialog box appears, as shown in Figure 7-6.
5. Choose Currency or Number from the Category list.

You can choose how to format negative numbers only if you format your
numbers using the Currency or Number category.
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6. Click a negative number format and then click OK.
If any of your numbers become negative in the cell or cells you selected
in Step 1, Excel automatically displays those negative numbers in the
negative number format you chose.
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Formatting decimal numbers
If you format cells to display numbers with decimal places, such as 23.09 or

23.09185, you can modify how many decimal places appear. To define the
number of decimal places, follow these steps:
1. Select the cell or cells that contain the numbers you want to format.
2. Click the Home tab.

3. Click in the Number Format list box (refer to Figure 7-3) and choose a
format that displays decimal places, such as Number or Percentage.

Excel formats the numbers in your chosen cells.
You can click the Increase Decimal (increases the number of decimal places

displayed) or Decrease Decimal icon (decreases the number of decimal
places displayed), as shown in Figure 7-7.
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Formatting cells

To make your data look prettier, Excel can format the appearance of cells to
change the font, background color, text color, or font size used to display
data in a cell.

Excel provides two ways to format cells: You can use Excel’s built-in format-
ting styles, or you can apply different types of formatting individually. Some
of the individual formatting styles you can choose include

v Font and font size

v Text styles (underlining, italic, and bold)

v Text and background color

v Borders

v Alignment

v Text wrapping and orientation
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Formatting cells with built-in styles
Excel provides a variety of predesigned formatting styles that you can apply

to one or more cells. To format cells with a built-in style, follow these steps:
1. Select the cell or cells that you want to format with a built-in style.
2. Click the Home tab.
3. Click the Cell Styles icon in the Styles group.

A pull-down menu appears listing all the different styles you can choose,
as shown in Figure 7-8.

4. Move the mouse pointer over a style.

Excel displays a Live Preview of how your selected cells will look with
that particular style.

5. Click the style you want.

Excel applies your chosen style to the selected cells.
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Formatting fonts and text styles

Different fonts can emphasize parts of your spreadsheet, such as using one
font to label columns and rows and another font or font size to display the
actual data. Text styles (bold, underline, and italic) can also emphasize data
that appears in the same font or font size.

To change the font, font size, and text style of one or more cells, follow these
steps:

1. Select the cell or cells that you want to change the font and font size.
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2. Click the Home tab.
3. Click the Font list box.

A pull-down menu of different fonts appears.

4. Click the font you want to use.

5. Choose one of the following methods to change the font size:

¢ Click the Font Size list box and then choose a font size, such as
12 or 16.

e Click the Font Size list box and type a value such as 7 or 15.

¢ Click the Increase Font Size or Decrease Font Size icon until your
data appears in the size you want.

6. Click one or more text style icons (Bold, Italic, Underline).

Formatting with color

Each cell displays data in a Font color and a Fill color. The Font color defines
the color of the numbers and letters that appear inside a cell. (The default
Font color is black.) The Fill color defines the color that fills the background
of the cell. (The default Fill color is white.)

To change the Font and Fill colors of cells, follow these steps:

1.

Select the cell or cells that you want to color.

2. Click the Home tab.

. Click the downward-pointing arrow that appears to the right of the

Font Color icon.

A color palette appears, as shown in Figure 7-9.

. Click the color you want to use for your text.

The color you select appears directly on the Font Color icon. The next

time you want to apply this same color to a cell, you can click the Font
Color icon directly instead of the downward-pointing arrow to the right
of the Font Color icon.

. Click the downward-pointing arrow that appears to the right of the

Fill Color icon.

A color palette appears.

. Click a color to use to fill the background of your cell.

The color you select appears directly on the Fill Color icon. The next
time you want to apply this same color to a cell, you can click the Fill
Color icon directly instead of the downward-pointing arrow to the right
of the Fill Color icon.
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Adding borders

For another way to highlight one or more cells, you can add borders. Borders
can surround the entire cell or just the top, bottom, left, or right side of a cell.
To add borders to a cell, follow these steps:
1. Select one or more cells.
2. Click the Home tab.
3. Click the downward-pointing arrow to the right of the Border icon.
A pull-down menu appears, as shown in Figure 7-10.

4. Click a border style.

Excel displays your chosen borders around the cells you selected in Step 1.

Review  View Adidns L7

2T A

tHome | dnset  Pagelsyeut  Formulas  Daia

& x A el s * B
Calibri 11 AT AT S =i Accounting Elg {

2y
Paste Bk T | 2 e $ ~ o o |(=8 08 Conditional Formst St i Find &
- . = R H 20 Farmatting T as Tz 4™ Filterr Select~
Cliphosri Fi Borders = fllimaer - i Cells Editing
[ AL « (| 3% Bottom Border ¥
— = T | TogBorde F— =
5 3 ap Border G H ) | K L M N a =l
1 I:l | |51 LeftBorder 2
a
2 | ]| Rignt Border
3 | Ho Border
4 | & Borders
3 [[] outside Borders
L [0 ick Box Border
%
% . Bottom Double Border
5 L. Thick Bottom Border
0 T Topand Bottom Border
11 = Topand Thick Bottom Border
12 ZZ Topand Double Bottom Barder
13 Draw Borders 9
LY 4 Draw Border
1
13 #g Draw Border Grid
16 .
Erase Border
17 L o
2 | Line Colar
3 =
19 Line Siyle
20 | ' More Barders...

137



13& Partii: Playing the Numbers with Excel

Navigating a Spreadsheet

If you have a large spreadsheet, chances are good that information may be
hidden by the limitations of your computer screen. To help you view and
select cells in different parts of your spreadsheet, Excel offers various ways
to navigate a spreadsheet using the mouse and keyboard.

Using the mouse to move around
in a spreadsheet

To navigate a spreadsheet with the mouse, you can click the scroll bars or
use the scroll wheel on your mouse, if you have one. To use the scroll bars,
you have three choices:

v Click the up/down or right/left arrows on the horizontal or vertical
scroll bars.

This moves the spreadsheet one row (up or down) or column (right or left)
at a time.

v Drag the scroll box of a scroll bar.

v Click the scroll area (any area to the left/right or above/below the
scroll box on the scroll bar).

This moves the spreadsheet one screen left/right or up/down.

If your mouse has a scroll wheel, you can use this wheel to move through a
spreadsheet by two methods:

+ Roll the mouse’s scroll wheel up or down to scroll your spreadsheet up
or down.

1 Press the scroll wheel to display a four-way pointing arrow, then move
the mouse up, down, right, or left. (When you’re done, click the scroll
wheel again.)

Using the keyboard to move
around a spreadsheet

Using the mouse can be faster to jump from one place in a spreadsheet to
another, but sometimes using the mouse can be frustrating, trying to line it
up just right. For that reason, you can also use the keyboard to move around
a spreadsheet. Some of the common ways to move around a spreadsheet are
shown in Table 7-1.
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Table 71

Using the Keyboard to Navigate a Spreadsheet

Pressing This

Does This

Up arrow (T)

Moves up one row

Down arrow ({)

Moves down one row

Left arrow («)

Moves left one column

Right arrow (—)

Moves right one column

Ctrl+T

Jumps up to the top of a column that contains data

Ctrl+d Jumps down to the bottom of a column that contains data
Ctrl+« Jumps to the left of a row that contains data

Ctrl+— Jumps to the right of a row that contains data

Page Up Moves up one screen

Page Down Moves down one screen

Ctrl+Page Up

Displays the previous worksheet

Ctrl+Page Down

Displays the next worksheet

Home Moves to the A column of the current row
Ctrl+Home Moves to the A1 cell
Ctrl+End Moves to the bottom right cell of your spreadsheet

If you know the specific cell you want to move to, you can jump to that cell
by using the Go To command. To use the Go To command, follow these steps:

1. Click the Home tab.
2. Click the Find & Select icon in the Editing group.

A pull-down menu appears.

3. Click Go To.

The Go To dialog box appears, as shown in Figure 7-11.

You can also choose the Go To command by pressing Ctrl+G.

. Click in the Reference text box and type the cell you want to move to,

such as C13 or F4.

5. Click OK.

Excel highlights the cell you typed in Step 4.

139
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Naming cells

One problem with the Go To command is that most people won’t know which
cell contains the data they want to find. For example, if you want to view the
cell that contains your total amount of money you owe for your income taxes,
you probably don’t want to memorize that this cell is G68.

To help you identify certain cells, Excel lets you give them descriptive names.
To name a cell or range of cells, follow these steps:

1. Select the cell or cells that you want to name.

2. Click in the Name box, as shown in Figure 7-12.

3. Type a descriptive name without any spaces and then press Enter.
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After you name a cell, you can jump to it quickly by following these steps:

1. Click the downward-pointing arrow to the right of the Name box.
A list of named cells appears.

2. Click the named cell you want to view.
Excel displays your chosen cell.

Eventually, you may want to edit or delete a name for your cells. To delete or
edit a name, follow these steps:

1. Click the Formulas tab.
2. Click the Name Manager icon.

The Name Manager dialog box appears, as shown in Figure 7-13.

Figure 7-13:
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3. Edit or delete the named cell as follows:

¢ To edit the name, click the cell name you want to edit and then
click the Edit button. An Edit Name dialog box appears, where
you can change the name or the cell reference.

¢ To delete the name, click the cell name you want to delete and
then click the Delete button.

4. Click Close.
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Searching a Spreadsheet

Rather than search for a specific cell, you may want to search for a particular
label or number in a spreadsheet. Excel lets you search for the following:

v Specific text or numbers

v All cells that contain formulas

v All cells that contain conditional formatting

Searching for text

You can search for a specific label or number anywhere in your spreadsheet.
To search for text or numbers, follow these steps:

1. Click the Home tab.

2. Click the Find & Select icon in the Editing group.
A pull-down menu appears.

3. Click Find.

The Find and Replace dialog box appears, as shown in Figure 7-14.

\\3
If you click the Replace tab, you can define the text or number to find
and new text or numbers to replace it.
|
Figure 7-14: Find and Replace ‘L‘ﬂ_“
The Find ||[ Fre |Regece
and Replace ||| rud whae ]
dialog box
lets you Optons > |
search your —
worksheet. A Lot | | ey
|
4. Click in the Find What text box and type the text or number you want
to find.
A\

If you click the Options button, the Find and Replace dialog box expands
to provide additional options for searching, such as searching in the dis-
played sheet or the entire workbook.

5. Click one of the following:
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|
Figure 7-15:
The Find All
button
names all
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that contain
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want to find.
|

Figure 7-16:
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can identify
which cells
display
calculations.
|

¢ Find Next: Finds and selects the first cell, starting from the cur-
rently selected cell that contains the text you typed in Step 4

e Find All: Finds and lists all cells that contain the text you typed in
Step 4, as shown in Figure 7-15

Find and Replace (=

Fird | Beece |

Find what; !;. |
|
| Opliops =%

Fndal | | Endiext | Close |

Book Sheet Mame  Cell Valus  Formulz

Bookl Sheetl sAs1

Bookl  Sheetl 5cs1

Bookl Sheetl 051 -
123 eell(s) found

6. Click Close to make the Find and Replace dialog box go away.

Searching for formulas

Formulas appear just like numbers; to help you find which cells contain for-
mulas, Excel gives you two choices:

v Display formulas in your cells (instead of numbers)

v+~ Highlight the cells that contain formulas
To display formulas in a spreadsheet, press Ctrl+" (an accent grave character,
which appears on the same key as the ~ sign and often appears to the left of

the number 1 key near the top of a keyboard). Figure 7-16 shows what a
spreadsheet looks like when formulas appear inside of cells.

Formulas
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To highlight all cells that contain formulas, follow these steps:

1. Click the Home tab.

2. Click the Find & Select icon in the Editing group.
A pull-down menu appears.

3. Click Formulas.

Excel highlights all the cells that contain formulas.

Editing a Spreadsheet

The two ways to edit a spreadsheet are
v Edit the data itself, such as the labels, numbers, and formulas that make
up a spreadsheet.

v~ Edit the physical layout of the spreadsheet, such as adding or deleting
rows and columns, or widening or shrinking the width or heights of rows
and columns.

Editing data in a cell
To edit data in a single cell, follow these steps:

1. Double-click the cell that contains the data you want to edit.
Excel displays a cursor in your selected cell.

2. Edit your data by using the Backspace or Delete key, or by typing
new data.

\‘&N\BER
& If you click a cell, Excel displays the contents of that cell in the Formula bar.
You can click and edit data directly in the Formula bar, which can be more
convenient for editing large amounts of data.

Changing the size of rows and
columns with the mouse

Using the mouse can be a quick way to modify the sizes of rows and columns.
To change the height of a row or the width of a column, follow these steps:
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Figure 7-17:
Enter a
width for
the column.
|

MBER
@&
&

1. Move the mouse pointer over the bottom line of a row heading, such
as the 2 or 18 heading. (Or move the mouse pointer over the right line
of the column heading, such as A or D.)

The mouse pointer turns into a two-way pointing arrow.
2. Hold down the left mouse button and drag (move) the mouse.
Excel resizes your row or column.

3. Release the left mouse button when you’re happy with the size of your
row or column.

Typing the size of row's and columns

If you need to resize a row or column to a precise value, it’s easier to type a

specific value into the Row Height or Column Width dialog box instead. To type

a value into a Row Height or Column Width dialog box, follow these steps:

1. Click the Home tab.

2. Click the row or column heading that you want to resize.
Excel highlights your entire row or column.

3. Click the Format icon that appears in the Cells group.
A pull-down menu appears.

4. Click Height (if you selected a row) or Width (if you selected a
column).

The Row Height or Column Width dialog box appears, as shown in
Figure 7-17.

Column Width |- [WES]

Column width

BE " | Carical

5. Type a value and then click OK.
Excel resizes your row or column.
Excel measures column width in characters. (A cell defined as 1 character

width can display a single letter or number.) Excel measures row height by
points where 1 point equals % inch.
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WING/
&

Adding and deleting rows and columns

After you type in labels, numbers, and formulas, you may suddenly realize
that you need to add or delete extra rows or columns. To add a row or
column, follow these steps:

1. Click the Home tab.

2. Click the row or column heading where you want to add another row
or column.

3. Click the Insert icon in the Cells group.

Inserting a row adds a new row above the selected row. Inserting a
column adds a new column to the left of the selected column.

To delete a row or column, follow these steps:

1. Click the Home tab.
2. Click the row or column heading that you want to delete.

3. Click the Delete icon in the Cells group.

Deleting a row or column deletes any data stored in that row or column.

Adding sheets

For greater flexibility, Excel lets you create individual spreadsheets that you
can save in a single workbook (file). When you load Excel, it automatically
provides you with three sheets, but you can add more if you need them.

To add a new sheet, choose one of the following:

1 Click the Insert Worksheet icon.

v Click the Home tab, click the downward-pointing arrow next to the
Insert icon in the Cells group, and then choose Insert Sheet, as shown
in Figure 7-18.

Renaming sheets

By default, Excel gives each sheet a generic name such as Sheetl. To give
your sheets a more descriptive name, follow these steps:
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Figure 7-18:
Excel dis-
plays the
names of
individual
sheets

as tabs.
|

1. Choose one of the following:
¢ Double-click the sheet tab that you want to rename.
Excel highlights the entire sheet name.

e Click the sheet tab you want to rename, click the Home tab, click the
Format icon in the Cells group, and choose Rename Sheet.

® Right-click the sheet tab you want fo rename, when a pop-up menu
appears, choose Rename.

2. Type a new name for your sheet and press Enter when you’re done.

Your new name appears on the sheet tab.
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Rearranging sheets

You can rearrange the order that your sheets appear in your workbook. To
rearrange a sheet, follow these steps:
1. Move the mouse pointer over the sheet tab that you want to move.
2. Hold down the left mouse button and drag (move) the mouse.

The downward-pointing black arrow points where Excel will place your
sheet.

3. Release the left mouse button to place your sheet in a new order.

Deleting a sheet

Using multiple sheets may be handy, but you may want to delete a sheet if
\NG/ you don’t need it.
$§‘“
If you delete a sheet, you also delete all the data stored on that sheet.

To delete a sheet, follow these steps:

1. Choose one of the following:

¢ Right-click the tab of the sheet you want to delete. When a pop-up
menu appears, click Delete.

e Click the Home tab, click the downward-pointing arrow that appears to
the right of the Delete icon in the Cells group, and choose Delete Sheet.

If your sheet is empty, Excel deletes the sheet right away. If your sheet
contains data, a dialog box appears to warn you that you’ll lose any data
stored on that sheet.

2. Click Delete.

Excel deletes your sheet along with any data on it.

Clearing Data

After you create a spreadsheet, you may need to delete data, formulas, or just
the formatting that defines the appearance of your data. To clear out one or
more cells of data, formatting, or both data and formatting, follow these steps:
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1. Click the Home tab.
2. Select the cell or cells that contain the data you want to clear.

3. Click the downward-pointing arrow to the right of the Clear icon in
the Editing group.

A pull-down menu appears, as shown in Figure 7-19.

Figure 7-19: — :
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4. Choose one of the following:

e Clear All: Deletes the data and any formatting applied to that cell
or cells

e Clear Formats: Leaves the data in the cell but strips away any
formatting

e Clear Contents: Leaves the formatting in the cell but deletes the data

¢ Clear Comments: Leaves data and formatting but deletes any com-
ments added to the cell

Printing Workbooks

After you create a spreadsheet, you can print it out for others to see. When
printing spreadsheets, you need to take special care how your spreadsheet
appears on a page because a large spreadsheet will likely get printed on two
or more sheets of paper.

This can cause problems if an entire spreadsheet prints on a one page but a
single row of numbers appears on a second page, which can make reading

and understanding your spreadsheet data confusing. When printing spread-
sheets, take time to align your data so that it prints correctly on every page.
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Figure 7-20:
The Page
Layout view
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Using Page Layout view

Excel can display your spreadsheets in two ways: Normal view and Page
Layout view. Normal view is the default appearance, which simply fills your
screen with rows and columns so you can see as much of your spreadsheet
as possible.

Page Layout view displays your spreadsheet exactly as it will appear if you
print it. Not only can you see where your page breaks occur, but you can also
add any headers to the top of your spreadsheet as well.

To switch back and forth from Normal view to Page Layout view, follow these
steps:
1. Click the View tab.

2. Click the Normal or Page Layout View icon in the Workbook Views
group, as shown in Figure 7-20.

You can also click the Normal or Page Layout View icons in the bottom-right
corner of the Excel window.
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Figure 7-21:
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Adding a header (or footer)

Headers and footers are useful when printing out your spreadsheet. A header
may explain the information in the spreadsheet, such as 2007 Tax Return
Information, and a footer may display page numbers. To create a header or
footer, follow these steps:

1. Click the Insert tab.

2. Click the Header & Footer icon in the Text group.

Excel displays the Design contextual tools tab and creates a text box for
your header and footer, as shown in Figure 7-21.

3. Type your header text in the header text box.
4. Click the Go To Footer icon in the Navigation group.
Excel displays your footer text box.

5. Type your footer text in the footer text box.
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Printing gridlines

Gridlines help you understand how your numbers, labels, and formulas are
aligned with one another. If you need to print a large spreadsheet, you may
want to print gridlines to make it easier to understand.

To print gridlines and/or row and column headings, follow these steps:

1. Click the Page Layout tab.
2. (Optional) Select the Print check box under the Gridlines category.
3. (Optional) Select the Print check box under the Heading category.

Defining a print area

Sometimes you may not want to print your entire spreadsheet but just a cer-
tain part of it, called the print area. To define the print area, follow these
steps:

1. Select the cells that you want to print.
2. Click the Page Layout tab.
3. Click the Print Area icon in the Page Setup group.

A pull-down menu appears, as shown in Figure 7-22.
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4. Choose Set Print Area.
Excel displays a dotted line around your print area.

5. Click the Office Button and then click the right-pointing arrow that
appears to the right of Print.

A print menu appears.

6. Choose Quick Print (to print) or Print Preview (to see what your
spreadsheet will look like before you print it).
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After you define a print area, you can see which cells are part of your print
area by clicking the downward-pointing arrow of the Name box and choosing
Print_Area.

After you define a print area, you can always add to it by following these
steps:
1. Select the cells adjacent to the print area.
2. Click the Page Layout tab.
3. Click the Print Area icon in the Page Setup group.
A pull-down menu appears.
4. Choose Add to Print Area.

Excel displays a dotted line around your newly defined print area.
After you define the print area, you can always remove it by following these
steps:

1. Click the Page Layout tab.
2. Click Print Area.
A pull-down menu appears (refer to Figure 7-22).

3. Choose Clear Print Area.

Inserting (and removing) page breaks

One problem with large spreadsheets is that when you print them out, parts
may get cut off when printed on separate pages. To correct this problem, you
can tell Excel exactly where page breaks should occur.

To insert page breaks, follow these steps:
1. Move the cursor in the cell to define where the vertical and horizontal
page breaks will appear.
2. Click the Page Layout tab.
3. Click the Breaks icon in the Page Setup group.
A pull-down menu appears, as shown in Figure 7-23.
4. Choose Insert Page Break.

Excel inserts a horizontal page directly above the cell you selected in
Step 1 and a vertical page break to the left of that cell, too.
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To remove a page break, follow these steps:

1. Choose one of the following:

e To remove a horizontal page break: Click in any cell that appears
directly below that horizontal page break.

e To remove a vertical page break: Click in any cell that appears
directly to the right of that horizontal page break.

¢ To remove both a vertical and horizontal page break: Click in the
cell that appears to the right of the vertical page break and directly
underneath the horizontal page break.

2. Click the Page Layout tab.

3. Click the Breaks icon in the Page Setup group.
A pull-down menu appears (refer to Figure 7-23).

4. Choose Remove Page Break.

Excel removes your chosen page break.
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Printing row and column headings

If you have a large spreadsheet that fills two or more pages, Excel may print
your spreadsheet data on separate pages. Although the first page may print
your labels to identify what each row and column may represent, any addi-
tional pages that Excel prints won’t bear those same identifying labels. As a
result, you may wind up printing rows and columns of numbers without any
labels that identify what those numbers mean.

To fix this problem, you can define labels to print on every page by following

these steps:

1. Click the Page Layout tab.

2. Click the Print Titles icon in the Page Setup group.

The Page Setup dialog box appears, as shown in Figure 7-24.

Page Setup

Print area:
Frint titles

Rows to repeat at top:

Columng to repeat at =it
Print

Gridines
| Black and white
| Draft guality
|| Row and column headings

Page order

| rPage | Margins. | HeaderFooter | [ Sheet | |

Comments: {Mone)

Cell errorz as: | displayed

@ ‘Down, then over
Qyer, then down

Print.. | | PrintFrevien |

Options: |

Collapse/Expand buttons

3. Click the Collapse/Expand button that appears to the far right of the
Rows to Repeat at Top text box.

The Page Setup dialog box shrinks.

4. Click in the row that contains the labels you want to print at the top of

every page.

5. Click the Collapse/Expand button again.

The Page Setup dialog box reappears.
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|
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6. Click the Collapse/Expand button that appears to the far right of the
Columns to Repeat at Left text box.

The Page Setup dialog box shrinks.

7. Click in the column that contains the labels you want to print on the
left of every page.

8. Click the Collapse/Expand button again.
The Page Setup dialog box reappears.
9. Click OK.

l)ef ming prin tmq margins
To help you squeeze or expand your spreadsheet to fill a printed page, you
can define different margins for each printed page. To define margins, follow
these steps:
1. Click the Page Layout tab.
2. Click the Margins icon in the Page Setup group.
A pull-down menu appears, as shown in Figure 7-25.

3. Choose a page margin style you want to use.

If you choose Custom Margins in Step 3, you can define your own margins for
a printed page.
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Defining paper orientation and size

Paper orientation can be either landscape (the paper width is greater than its
height) or portrait mode (the paper width is less than its height). Paper size
defines the physical dimensions of the page.
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To change the paper orientation and size, follow these steps:

1. Click the Page Layout tab.
2. Click the Orientation icon in the Page Setup group.

A pull-down menu appears, as shown in Figure 7-26.
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3. Choose Portrait or Landscape.
4. Click the Size icon in the Page Setup group.

A pull-down menu appears, as shown in Figure 7-27.

5. Click a paper size.
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Printing in Excel

When you finish defining how to print your spreadsheet, you can either print
right away or view a Print Preview of your spreadsheet just to make sure
everything’s going to print correctly.

To print a spreadsheet right away, click the Office Button, click the right-
pointing arrow that appears to the right of Print, and then choose Quick Print.

To display the Print Preview before printing, follow these steps:

1. Click the Office Button and then choose Print.
The Print dialog box appears.
. Click the Preview button.
The Print Preview window appears, as shown in Figure 7-28.

If you click the Show Margins icon, the Print Preview window displays
your page margins as dotted lines, which you can drag to move and
redefine new page margins before printing.

. Click Close Print Preview (to close the Print Preview window) or Print
(to close the Print Preview window and print your spreadsheet).
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Chapter 8
Playing with Formulas

In This Chapter

Creating formulas

Using functions

Editing formulas

Manipulating data with goal seeking
Creating multiple scenarios
Auditing formulas

Validating data

E(cel can manipulate your data by using formulas. Formulas can be as
simple as adding two or more numbers together or as complicated as
determining the calculation of a second-order differential equation.

Formulas use data, stored in other cells, to calculate a new result that appears
in another cell. To create even more complicated spreadsheets, you can even
make a formula use data from other formulas so that changes in a single cell
can ripple throughout an entire spreadsheet.

Creating a Formula

Formulas consist of three crucial bits of information:

v An equal sign (=)

+ One or more cell references

v The type of calculation to do on the data (addition, subtraction, and so on)
A cell reference is simply the unique row and column heading that identifies a
single cell, such as A4 or D9. The four common calculations that a formula

can use are addition (+), subtraction (-), multiplication (*), and division (/).
Table 8-1 lists other mathematical operators you can use in a formula.
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Table 8-1 Common Mathematical Operators
Used to Create Formulas

Operator What It Does Example Result

+ Addition =5+3.4 8.4

- Subtraction =54.2-2.1 52.1

* Multiplication =1.2%4 48

/ Division =25/5 5

% Percentage =42% 0.42

A Exponentiation =4A3 64

= Equal =6=7 False

> Greater than =7>2 True

< Less than =9<8 False

>= Greater than or equal to =45>=3 True

<= Less than or equal to =40<=2 False

<> Not equal to =5<>7 True

& Text concatenation ="Bo the "& “Cat” Bo the Cat

A simple formula uses a single mathematical operator and two cell references
such as:

=A4+C7
This formula consists of three parts:

v The = sign: This identifies your formula. If you type just A4+C7 into a
cell, Excel treats it as ordinary text.
v Two cell references: In this example, A4 and C7.

v The addition (+) mathematical operator.
To type a formula in a cell, follow these steps:

1. Click in the cell where you want to store the formula.
You can also select a cell by pressing the arrow keys.

Excel highlights your selected cell.
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2. Type the equal sign (=).
This tells Excel that you are creating a formula.

3. Type your formula that includes one or more cell references that
identify cells that contain data, such as A4 or ES.

For example, if you want to add the numbers stored in cells A4 and ES§,
you would type =A4+ES8.

4. Press Enter.
Typing cell references can get cumbersome because you have to match the
row and column headings of a cell correctly. As a faster alternative, you can

use the mouse to click any cell that contains data; then Excel types that cell
reference into your formula automatically.

To use the mouse to click cell references when creating a formula, follow
these steps:

1. Click in the cell where you want to store the formula. (You can also
select the cell by pressing the arrow keys.)
Excel highlights your selected cell.

2. Type the equal sign (=).

This tells Excel that anything you type after the equal sign is part of your
formula.

3. Type any mathematical operators and click any cells that contain
data, such as A4 or ES.

If you want to create the formula =A4+E8, you would do the following:
a. Type =.
This tells Excel that you're creating a formula.
b. Click cell A4.
Excel types the A4 cell reference in your formula automatically.
c. Type +.
d. Click cell ES.
Excel types in the E8 cell reference in your formula automatically.
4. Press Enter.

After you finish creating a formula, you can type data into the cell references
used in your formula to calculate a new result.



]G 2 Partiil: Playing the Numbers with Excel

MBER
‘g&
&

Organizing formulas with parentheses

Formulas can be as simple as a single mathematical operator such as =D3*E4.
However, you can also use multiple mathematical operators, such as

=A4+A5*C7/F4+D9

There are two problems with using multiple mathematical operators. First,
they make a formula harder to read and understand. Second, Excel calculates
mathematical operators from left to right, based on precedence, which
means a formula may calculate results differently than you intended.

Precedence tells Excel which mathematical operators to calculate first, as
listed in Table 8-2. For example, Excel calculates multiplication before it
calculates addition. If you had a formula like

=A3+A4*B4+B5

Excel first multiplies A4*B4 and then adds this result to A3 and B5.

Table 8-2 Operator Precedence in Excel

Mathematical Operator Description

:(colon) Reference operators
(single space)

, (comma)

— Negation

% Percent

A Exponentiation

*

/ Multiplication and division

Addition and subtraction

& Text concatenation

=<><=>=< Comparison

Typing parentheses around cell references and mathematical operators not
only organizes your formulas but also tells Excel specifically how you want to
calculate a formula. In the example =A3+A4*B4+B5, Excel multiplies A4 and
B4 first. If you want Excel to first add A3 and A4, then add B4 and B5, and
finally multiply the two results together, you have to use parentheses, like this:

~(A3+Ad)* (B4+B5)
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Figure 8-1:
Rather than
type repeti-
tive formulas
over and
over again,
Excel can
copya
formula but
automati-
cally change
the cell
references.
|

Copying formulas

In many spreadsheets, you may need to create similar formulas that use dif-
ferent data. For example, you may have a spreadsheet that needs to add the
same number of cells in adjacent columns.

You could type nearly identical formulas in multiple cells, but that’s tedious
and error-prone. For a faster way, you can copy a formula and paste it in
another cell; then Excel automatically changes the cell references, as shown

in Figure 8-1.

B3 fi  =B3+B4+B5+BG+B7+BE

) ] 5 D
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o |

1an Mar

r

3 |Rubber ducks
4 |Plastic swords

5 |Molding clay
The formula in cell B9 adds up all the data

6 |Ballerina shoes

2y petridishes stored in cells B3 through BS.

8 Invisible ink

g Total =

10

(=] - #  =C3+0A+C5+06+C7+C8,

b A T -

1 Sales of Toys

2 Jan Feb Mar Apr

e rubben ducks o8 2 i When you copy and paste the farmula in B9
4 Plasticswords 85 91 81 74 o

S Moldingclay g5 94 78 to cell C9, Excel automatically updates the
G Ballerina shoes 6 42 formula to add the data stored in cells C3
7 Petri dishes 28 through c8

2 Invisible ink oy $

E Total=} 445

10 ‘m

From Figure 8-1, you can see that cell B9 contains the formula =B3+B4+B5+
B6+B7+B8, which simply adds the numbers stored in the six cells directly
above the cell that contains the formula (B9). If you copy this formula to
another cell, that new formula will also add the six cells directly above it.
Copy and paste this formula to cell C9, and Excel changes the formula to
=C3+C4+C5+C6+C7+C8.

To copy and paste a formula so that each formula changes cell references
automatically, follow these steps:

1. Select the cell that contains the formula you want to copy.

2. Press Ctrl+C (or click the Copy icon under the Home tab).

Excel displays a dotted line around your selected cell.
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< 3. Select the cell (or cells) where you want to paste your formula.

If you select multiple cells, Excel pastes a copy of your formula in each
of those cells.

4. Press Ctrl+V (or click the Paste icon under the Home tab).
Excel pastes your formula and automatically changes the cell references.

5. Press Esc or double-click away from the cell with the dotted line to
make the dotted line go away.

Using Functions

Creating simple formulas is easy, but creating complex formulas is hard. To
make complex formulas easier to create, Excel comes with prebuilt formulas
called functions. Table 8-3 lists some of the many functions available.

Table 8-3 Common Excel Functions

Function What It Does

Name

AVERAGE Calculates the average value of numbers stored in two or more cells
COUNT Counts how many cells contain a number instead of a label (text)
MAX Finds the largest number stored in two or more cells

MIN Finds the smallest number stored in two or more cells

ROUND Rounds a decimal number to a specific number of digits

SQRT Calculates the square root of a number

SUM Adds the values stored in two or more cells

Excel literally provides hundreds of functions that you can use by themselves
or as part of your own formulas. A function typically uses one or more cell
references:

1~ Single cell references, such as =ROUND(C4,2), which rounds the
number found in cell C4 to two decimal places

v Contiguous (adjacent) cell ranges, such as =SUM(A4:A9), which adds all
the numbers found in cells A4, A5, A6, A7, A8, and A9

v Noncontiguous cell ranges, such as =SUM(A4,B7,C11), which adds all
the numbers found in cells A4, B7, and C11
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To use a function, follow these steps:

1. Click in the cell where you want to create a formula using a function.
2. Click the Formulas tab.
3. Click one of the following function icons in the Function Library group:

e Financial: Calculates business-related equations, such as the
amount of interest earned over a specified time period

¢ Logical: Provides logical operators to manipulate True and False
(also known as Boolean) values

e Text: Searches and manipulates text
e Date & Time: Provides date and time information

e Lookup & Reference: Provides information about cells, such as
their row headings

® Math & Trig: Offers mathematical equations

e More Functions: Provides access to statistical and engineering
functions

4. Click a function category, such as Financial or Math & Trig.

A pull-down menu appears, as shown in Figure 8-2.
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Figure 8-3:
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5. Click a function.

The Function Arguments dialog box appears, as shown in Figure 8-3.

[ 1 |

Function Arguments

COUPNCD
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Maturity
Frequency
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o
9
=

Returns the next coupon date after the settlement date

Settlement is the security's setemant date, expressed a5 a serial date number

Formula result =

Hel on this function | oK ! | cancel

6. Click the cell references you want to use.
7. Repeat Step 6 as many times as necessary.
8. Click OK.

Excel displays the calculation of your function in the cell you selected in
Step 1.

Using the AutoSum command

One of the most useful and commonly used command is the AutoSum com-
mand. The AutoSum command uses the SUM function to add two or more cell
references without making you type those cell references yourself. The most
common use for the AutoSum function is to add a column or row of numbers.

To add a column or row of numbers with the AutoSum function, follow these
steps:

1. Create a column or row of numbers that you want to add.

2. Click at the bottom of the column or the right of the row.

3. Click the Formulas tab.

4. Click the AutoSum icon in the Function Library group.

Excel automatically creates a SUM function in the cell you chose in Step 2
and highlights all the cells where it will retrieve data to add, as shown in
Figure 8-4. (If you accidentally click the downward-pointing arrow under
the AutoSum icon, a pull-down menu appears. Just choose Sum.)

5. Press Enter.

Excel automatically sums all the cell references.
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The AutoSum icon also appears on the Home tab in the Editing group.

Using recently used functions

Digging through all the different function library menus can be cumbersome,
so Excel tries to make your life easier by creating a special Recently Used list
that contains (what else?) a list of the functions you've used most often. From
this menu, you can just see a list of your favorite functions and ignore the
other hundred functions that you may never need in a million years.

To use the list of recently used functions, follow these steps:

1. Click the cell where you want to store a function.
2. Click the Formulas tab.
3. Click the Recently Used icon in the Function Library group.

A pull-down menu appears, as shown in Figure 8-5.

4. Choose a function.
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The more functions you use, the more your list will vary from what you see in
Figure 8-5.

Editing a Formula

After you create a formula, you can always edit it later. You can edit a formula
in two places:
v In the Formula bar

v In the cell itself
To edit a formula in the Formula bar, follow these steps:

1. Select the cell that contains the formula you want to edit.
Excel displays the formula in the Formula bar.

2. Click in the Formula bar and edit your formula using the Backspace
and Delete keys.

To edit a formula in the cell itself, follow these steps:

1. Double-click in the cell that contains the formula you want to edit.
Excel displays a cursor in the cell you selected.

2. Edit your formula using the Backspace and Delete keys.

P Because formulas display their calculations in a cell, it can be hard to tell the
difference between cells that contain numbers and cells that contain formu-
las. To make formulas visible, press Ctrl+" (an accent grave character, which
appears on the same key as the ~ symbol).

Goal Seeking

Usually after you can create a formula, you can type in new data to see how
the formula calculates a new result. However, Excel also offers a feature
known as Goal Seeking. With Goal Seeking, you specify the value you want
a formula to calculate, and then Excel changes the data in the formula’s cell
references to tell you what values you need to achieve that goal.
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For example, suppose you have a formula that calculates how much money
you make every month by selling a product such as cars. Change the number
of cars you sell, and Excel calculates your monthly commission. But if you
use Goal Seeking, you can specify you want to earn $5,000 for your monthly
commission, and Excel will work backward to tell you how many cars you
need to sell. As its name implies, Goal Seeking lets you specify a goal and see
what number, in a specific cell, needs to change to help you reach your goal.

To use Goal Seeking, follow these steps:

1. Click in the cell that contains a formula.
2. Click the Data tab.
3. Click the What-If Analysis icon in the Data Tools group.

A pull-down menu appears, as shown in Figure 8-6.
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4. Click Goal Seek.

The Goal Seek dialog box appears, as shown in Figure 8-7.

Goal Seek

Setcell:
To value:

By chanaging cell:

| o || concal

5. Click in the To Value text box and type a number that you want to
appear in the formula stored in the cell that you clicked in Step 1.

6. Click in the By Changing Cell text box and click one cell that contains
data used by the formula you chose in Step 1.

Excel displays your cell reference, such as B5, in the Goal Seek dialog box.
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7. Click OK.

The Goal Seek Status dialog box changes the data in the cell you chose
in Step 6, as shown in Figure 8-8.

Goal Seek Status [

Gozl Seeking with Cell B9
found = solution.

Target valus; 754
Current value: 754

ac | [ cones

8. Click OK (to keep the changes) or click Cancel (to display the original
values your spreadsheet had before you chose the Goal Seek command).

Creating Multiple Scenarios

Spreadsheets show you what happened in the past. However, you can also
use a spreadsheet to help predict the future by typing in data that represents
your best guess of what might happen.

When you use a spreadsheet as a prediction tool, you may create a best-case
scenario (where customers flood you with orders) and a worst-case scenario
(where hardly anybody buys anything). You could type in different data to rep-
resent multiple possibilities, but then you’d wipe out your old data. For a quick
way to plug different data in the same spreadsheet, Excel offers scenarios.

A scenario lets you define different data for multiple cells. That way, you can

choose a scenario to plug in one set of data, and then switch back to your
original data without retyping everything.

Creating a scenatrio

Before you can create a scenario, you must first create a spreadsheet with
data and formulas. Then you can create a scenario to define the data to plug
into one or more cells.

To create a scenario, follow these steps:

1. Click the Data tab.



Chapter 8: Playing with Formulas , 7 1

2. Click the What-If Analysis icon in the Data Tools group.
A pull-down menu appears.

3. Click Scenario Manager.
The Scenario Manager dialog box appears.

4. Click Add.

The Add Scenario dialog box appears, as shown in Figure 8-9.
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change, and
any com- ||
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include. ]
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5. Click in the Scenario Name text box and type a descriptive name for
your scenario, such as Worst-case or Best-case.

6. Click in the Changing Cells text box.

7. Click a cell in your spreadsheet that you want to display different
data. If you want to choose multiple cells, hold down the Ctrl key and
click multiple cells.

8. Click in the Comment text box and type any additional comments
you want to add to your scenario, such as any assumptions your
scenario made.

9. Click OK.

The Scenario Values dialog box appears, as shown in Figure 8-10.
I | scenario Values T2 ]
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2 5085 46
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your 4 5658 |61
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cells. [ add ok || el |
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10. Type a new value for each cell.
11. Click OK.

The Scenario Manager dialog box appears, as shown in Figure 8-11.
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12. Click Show.
Excel replaces any existing data with the data you typed in Step 10.
13. Click Close.

The data from your scenario remains in the spreadsheet.

Viewing a scenario

After you create one or more scenarios, you can view them and see how they
affect your data. To view a scenario, follow these steps:

1. Click the Data tab.
2. Click the What-If Analysis icon in the Data Tools group.
A pull-down menu appears.
3. Choose Scenario Manager.
The Scenario Manager dialog box appears (refer to Figure 8-11).
4. Click the name of the scenario you want to view.
5. Click Show.
Excel shows the values in the cells defined by your chosen scenario.
6. Click Close.
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Editing a scenavio

After you create a scenario, you can always change it later by defining new
data. To edit a scenario, follow these steps:

1.
2.

Click the Data tab.
Click the What-If Analysis icon in the Data Tools group.

A pull-down menu appears.

. Choose Scenario Manager.

The Scenario Manager dialog box appears.

. Click the name of the scenario you want to edit and click Edit.

The Edit Scenario dialog box appears, as shown in Figure 8-12.
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5. (Optional) Edit the name of the scenario.

6. Click in the Changing Cells text box.

10.

Excel displays dotted lines around all the cells that the scenario will change.

. Press Backspace to delete cells, or hold down the Ctrl key and click

additional cells to include in your scenario.

. Click OK.

The Scenario Values dialog box appears (refer to Figure 8-10).

. Type new values for your cells and click OK when you’re done.

The Scenario Manager dialog box appears again.

Click Show to view your scenario, or click Close to make the Scenario
Manager dialog box disappear.
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Viewing a scenario summary

If you have multiple scenarios, it can be hard to switch back and forth between
different scenarios and still understand which numbers are changing. To help
you view the numbers that change in all your scenarios, you can create a sce-
nario summary.

A scenario summary displays your original data along with the data stored in
each scenario in a table. By viewing a scenario summary, you can see how
the values of your spreadsheet can change depending on the scenario, as
shown in Figure 8-13.
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To create a scenario summary on a separate sheet in your workbook, follow
these steps:
1. Click the Data tab.
2. Click the What-If Analysis icon in the Data Tools group.
A pull-down menu appears.
3. Choose Scenario Manager.
The Scenario Manager dialog box appears.
4. Click Summary.
The Scenario Summary dialog box appears, as shown in Figure 8-14.
5. Select the Scenario Summary radio button.

6. Click in the Result Cells text box and then click in a cell that contains
a formula that your scenario affects.
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7. Click OK.

Auditing Your Formulas

Your spreadsheet results are only as good as the data you give it and the for-
mulas you create. Feed a spreadsheet the wrong data, and it will obviously
calculate the wrong result. More troublesome is when you feed a spreadsheet
the right data but your formula is incorrect, which produces a misleading and
incorrect result.

Even if Excel appears to be calculating your formulas correctly, recheck your
calculations just to make sure. Some common errors that can mess up your
formulas include

v Missing data: The formula isn’t using all the data necessary to calculate
the proper result.

v Incorrect data: The formula is getting data from the wrong cell.

» Incorrect calculation: Your formula is incorrectly calculating a result.

If a formula is calculating data incorrectly, you probably didn’t type the for-
mula correctly. For example, you may want a formula to add two numbers,
but you accidentally typed in the formula to multiply two numbers instead.
To check whether a formula is calculating data incorrectly, give it data that
you already know what the result should be. For example, if you typed the
numbers 4 and 7 into a formula that should add two numbers, but it returns
28 instead, you know it’s not calculating correctly.

If your formula is correct but it’s still not calculating the right result, chances
are good it’s not getting the data it needs from the correct cells. To help you
trace whether a formula is receiving all the data it needs, Excel offers auditing
features that visually show you which cells supply data to which formulas.

By using Excel’s auditing features, you can

v Make sure your formulas are using data from the correct cells.

v Find out instantly whether a formula could go haywire if you change a
cell reference.

175
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Finding where a formula gets its data

If a formula is retrieving data from the wrong cells, it’s never going to calculate
the right result. By tracing a formula, you can see all the cells that a formula
uses to retrieve data.

Any cell that supplies data to a formula is a precedent.

To trace a formula, follow these steps:

1. Click a cell that contains the formula you want to check.
2. Click the Formulas tab.
3. Click the Trace Precedents icon in the Formula Auditing group.

Excel draws arrows that show you all the cells that feed data into the
formula you chose in Step 1, as shown in Figure 8-15.

4. Click the Remove Arrows button to make the auditing arrows go away.
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Finding which formula(s)
a cell can change

Sometimes you may be curious how a particular cell might affect a formula
stored in your worksheet. Although you could just type a new value in that
cell and look for any changes, it’s easier (and more accurate) to identify all
formulas that are dependent on a particular cell.

Any formula that receives data is a dependent.

To find one or more formulas that a single cell might affect, follow these steps:
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1. Click any cell that contains data (not a formula).
2. Click the Formulas tab.
3. Click Trace Dependents.

Excel draws an arrow that points to a cell that contains a formula, as
shown in Figure 8-16. This tells you that if you change the data in the cell
you chose in Step 1, it will change the calculated result in the cell con-
taining a formula.

4. Click the Remove Arrows icon in the Formula Auditing group to make
the arrows go away.
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Validation

Because formulas are only as accurate as the data they receive, it’s important
that your spreadsheet contains only valid data. Examples of invalid data
might be a negative number (such as -9) for a price or a decimal number
(such as 4.39) for the number of items a customer bought.

To keep your spreadsheet from accepting invalid data, you can define a cell
to accept only certain types of data, such as numbers that fall between 30
and 100. The moment someone tries to type invalid data into a cell, Excel
immediately warns you, as shown in Figure 8-17.

Microsoft Office Excel [==Em)
@ The value you entered is not valid
A user has restricted values that can be entered into this cell,
f Bemy { | Cancel | Help

Was this information helpfl?

177
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To define valid types of data for a cell, follow these steps:

1. Click a cell that contains data used by a formula.
2. Click the Data tab.
3. Click the Data Validation icon in the Data Tools group.

The Data Validation dialog box appears, as shown in Figure 8-18.
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4. Click the Allow list box and choose one of the following:
e Any Value: The default value accepts anything the user types
e Whole Number: Accepts only whole numbers, such as 47 and 903
¢ Decimal: Accepts whole and decimal numbers, such as 48.01 or 1.00
e List: Allows you to define a list of valid data
¢ Date: Accepts only dates
e Time: Accepts only times
e Text length: Defines a minimum and maximum length for text
e Custom: Allows you to define a formula to specify valid data

Depending on the option you choose, you may need to define Minimum
and Maximum values and whether you want the data to be equal to, less
than, or greater than a defined limit.

5. Click the Input Message tab in the Data Validation dialog box, as
shown in Figure 8-19.

6. Click in the Title text box and type a title.
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7. Click in the Input Message text box and type a message you want to
display when someone selects this particular cell.
8. Click the Error Alert tab in the Data Validation dialog box, as shown
in Figure 8-20.
9. Click the Style list box and choose an alert icon, such as Stop or
Warning.
10. Click in the Title text box and type a title for your error message.
Data Validation 1.5 ]
[ Settngs | Zopt Hessage |
— | | Show error alert after invalid data iz entered
Figure 8-20: When user enters invalid data, show this error sleri:
Define ||| = = L
P %
anerror Error message: |
message to |
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into the cell. (gea =0
|

11. Click in the Error Message text box and type the message to appear if
the user types invalid data into the cell.

12. Click OK.
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After you define data validation for a cell, you can always remove it later. To
remove validation for a cell, follow these steps:
1. Click in the cell that contains data validation.
2. Click the Data tab.
3. Click the Data Validation icon in the Data Tools group.
The Data Validation dialog box appears (refer to Figure 8-18).
4. Click Clear All and then click OK.

Excel clears all your data validation rules for your chosen cell.
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Charting and Analyzing Data

In This Chapter
Understanding the parts of a chart
Creating a chart
Editing a chart
Modifying the parts of a chart
Playing with pivot tables

If you stare at an Excel spreadsheet long enough, you may ask yourself,
“What do these numbers really mean?”

To help you analyze and understand what rows and columns of numbers
might mean, Excel offers the ability to convert your data into a variety of
charts such as pie charts, bar charts, and line charts. By letting you visualize
your data, Excel helps you quickly understand what your data means so you
can spot trends and patterns.

Understanding the Parts of a Chart

To create charts that clarify your data (rather than confuse you even more),
you need to understand the parts of a chart and their purpose, as shown in
Figure 9-1:

1 Data Series: The numeric data that Excel uses to create the chart

v X-axis: Defines the width of a chart

v Y-axis: Defines the height of a chart

v Legend: Provides text to explain what each visual part of a chart means

v Chart Title: Explains the purpose of the entire chart
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Charts typically use two data series to create a chart. For example, one data
series may be sales made that month, while a second data series may be the
names of each salesperson.

The X-axis of such a chart would list the names of each salesperson while the
Y-axis would list a range of numbers that represent dollar amounts. The chart
itself could display different colors that represent different products sold,
and the legend would explain what each color represents (such as red mea-
suring life insurance policies sold, green measuring auto insurance policies
sold, and yellow measuring health insurance policies sold).

By glancing at the column chart in Figure 9-1, you can quickly identify

v Total sales contributed by each salesperson every month
v Which salesperson is selling the most (and which is selling the least)

v Whether a particular salesperson is improving (or getting worse) at
selling

All this data came from the spreadsheet, also shown in Figure 9-1. Looking at
the numbers in this spreadsheet, trying to identify the above information is
nearly impossible. However, with the aid of a chart, identifying this type of
information is so simple even your boss could do it.
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Although Figure 9-1 shows a column chart, Excel can create a variety of other
types of charts so you can look at your data in different ways, as shown in
Figure 9-2. Some of the other types of charts Excel can create include

v Column chart: Displays quantities as vertical columns that “grow”
upward. Useful for creating charts that compare two items, such as
sales per month or sales per salesperson.

v Line chart: Displays quantities as lines. Essentially shows the tops of a
column chart.

v Area chart: Identical to a line chart except that it shades the area under-
neath each line.

v Bar chart: Essentially a column chart turned on its side where bars
“grow” from left to right.

v~ Pie chart: Compares multiple items in relation to a whole, such as which
product sales make up a percentage of a company’s overall profits.

Pie chart Line chart
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\‘&\‘I\BER Excel can create both two and three-dimensional charts. A 3-D chart can look
& neat, but sometimes the 3-D visual can obscure the true purpose of the chart,

which is to simplify data and make it easy for you to understand in the first
place.
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Creating a Chart

|
Figure 9-3:
The Insert
tab displays
icons for
creating
different
types of
charts.
|

Before you create a chart, you need to type in some numbers and identifying
labels because Excel will use those labels to identify the parts of your chart.
(You can always edit your chart later if you don’t want Excel to display cer-
tain labels or numbers.)

To create a chart, follow these steps:

1. Select the numbers and labels that you want to use to create a chart.
2. Click the Insert tab.

A list of chart type icons appears, as shown in Figure 9-3.
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3. Click a Chart icon, such as the Pie or Line icon.
The Create Chart gallery appears (see Figure 9-3).
4. Click a chart type.

Excel creates your chart and displays a Chart Tools tab, as shown in
Figure 9-4.
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Editing a Chart

After you create a chart, you may want to edit it. Editing a chart can mean
moving it to a new location, changing the data source (the numbers that
Excel uses to create the chart), modifying parts of the chart itself (such as
switching to a different chart type), or editing text (such as the chart title or
legend).

Moving a chart on a worksheet

When you create a chart, Excel plops it right on your displayed spreadsheet,
which may not be exactly where you want it to appear. Excel gives you the
option of moving a chart to a different place on the current worksheet page
or on a different worksheet page altogether.
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To move a chart to a different location on the same worksheet, follow these
steps:

1. Move the mouse pointer over the border of the chart until the mouse
pointer turns into a four-way pointing arrow.

2. Hold down the left mouse button and drag (move) the mouse.
The chart moves with the mouse.

3. Move the chart where you want it to appear and release the left
mouse button.

Moving a chart to a new sheet

Rather than move a chart on the same sheet where it appears, you can also
move the chart to another worksheet. That way your data can appear on one
worksheet, and your chart can appear on another.

To move a chart to an entirely different sheet, follow these steps:

1. Click the chart you want to move to another worksheet.
The Chart Tools tab appears.

2. Click the Design contextual tools tab.

3. Click the Move Chart icon in the Location group.

The Move Chart dialog box appears, as shown in Figure 9-5.
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As an alternative to Steps 1-3, you can right-click a chart; then, when the
pop-up menu appears, choose Move Chart.
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4. Select one of the following radio buttons:

e New Sheet: Creates a new worksheet and lets you name it

e Object In: Lets you choose the name of an existing worksheet
5. Click OK.

Excel moves your chart.

Resizing a chart

You can always resize any chart to make it bigger or smaller. To resize a
chart, follow these steps:

1. Move the mouse pointer over any corner of the chart until the mouse
pointer turns into a two-way pointing arrow.

2. Hold down the left mouse button and drag (move) the mouse to shrink
or expand your chart.

3. Release the left mouse button when you’re happy with the new size of
your chart.

Using the Chart Tools

As soon as you create a chart or click on an existing chart, Excel displays the
Chart Tools tab, which provides tools organized into four categories:

v Type: Lets you change the chart type

v~ Data: Lets you change the source where the chart retrieves its data or
switch the data from appearing along the X-axis to the Y-axis and vice
versa

v Chart Layouts: Lets you change the individual parts of a chart, such as
the chart title, X- or Y-axis labels, or the placement of the chart legend
(top, bottom, left, right)

v Chart Styles: Provides different ways to change the appearance of
your chart
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Changing the chart type

After you create a chart, you can experiment with how your data may look
when displayed as a different chart, such as switching your chart from a bar
chart to a pie chart. To change chart types, follow these steps:
1. Click the chart you want to change.
The Chart Tools tab appears.
2. Click the Design contextual tools tab under the Chart Tools tab.
3. Click the Change Chart Type icon in the Type group.
The Change Chart Type dialog box appears, as shown in Figure 9-6.
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4. Click a chart type, such as Pie or Column.

The dialog box displays a list of chart designs in the right panel of the
dialog box.

5. Click the chart design you want in the right panel.
6. Click OK.
Excel displays your new chart.

If you don’t like how your chart looks, just press Ctrl+Z to return your chart
back to its original design.
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Changing the data source

Another way to change the appearance of a chart is to change its data source
(the cells that contain the actual data that the chart uses). To change a
chart’s data source, follow these steps:
1. Click the chart you want to change.
The Chart Tools tab appears.
2. Click the Design contextual tools tab under the Chart Tools tab.
3. Click the Select Data icon in the Data group.

The Select Data Source dialog box appears, as shown in Figure 9-7.
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4. (Optional) Click the Shrink Dialog Box icon to shrink the Change Data
Source dialog box so you can see more of your spreadsheet.

5. Select all the cells that contain data to create a chart, including any
cells that contain labels, numbers, and formulas.

6. Click OK.
Excel displays your chart using the data you specify in Step 5.

Switching rows and columns

When Excel creates a chart, it displays your data’s labels on the X- and Y-
axes. However, you can switch these around, and Excel can show you how
your chart may change.
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To switch the rows and columns used to create a chart, follow these steps:

1. Click the chart you want to change.

The Chart Tools tab appears.
2. Click the Design contextual tools tab under the Chart Tools tab.
3. Click the Switch Row/Column icon in the Data group.

Excel switches the X-axis data to appear on the Y-axis and vice versa.

Changing the parts of a chart

To make your charts more informative, you can add additional text, such as

v A chart title

v Alegend

v Data labels

v Axis labels

v Axes

v Gridlines
With each part of a chart, Excel can either hide it completely or move it to a
different location. To modify any part of a chart, follow these steps:

1. Click the chart you want to change.

The Chart Tools tab appears.
2. Click the Layout contextual tools tab under the Chart Tools tab.

3. Click the icon that identifies the part of the chart you want to modify,
such as Chart Title or Axis Titles.

A menu of different options appears, as shown in Figure 9-8.
4. Click an option, such as None.

Excel shows your modified chart.
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Designing the layout of a chart

Although you could add and modify the individual parts of a chart yourself,
such as the location of the chart title or legend, you may find it faster to
choose a predefined layout for your chart. To choose a predefined chart
layout, follow these steps:
1. Click the chart you want to modify.
The Chart Tools tab appears.
2. Click the Design contextual tools tab under the Chart Tools tab.

3. Click the More button in the Chart Layouts group, as shown in
Figure 9-9.

A pull-down menu appears.

191
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Click the More button to see additional layouts.
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4. Click a chart layout.

Excel changes your chart.

Deleting a chart

Charts may be nice to look at, but eventually you may want to delete them.
To delete a chart, follow these steps:

1. Click the chart you want to delete.
2. Press Delete.

You can also right-click a chart; then, when the pop-up menu appears,
choose Cut.

Organizing Lists in Pivot Tables

Ordinary spreadsheets let you compare two sets of data such as sales
versus time or products sold versus the salesperson who sold them.
Unfortunately, if you want to know how many products each salesperson



Chapter 9: Charting and Analyzing Data ’ 93

sold in a certain month, deciphering this information from a spreadsheet may
not be easy.

That’s where pivot tables come in. A pivot table lets you yank data from your
spreadsheet and organize it in different ways in a table. By rearranging (or
“pivoting”) your data from a row to a column (and vice versa), pivot tables
can help you spot trends that may not be easily identified trapped within the
confines of an ordinary spreadsheet.

Creating a pivot table

Pivot tables use the column headings of a spreadsheet to organize data in a
table. Ideally, each column in the spreadsheet should identify a different type
of data, such as the name of each salesperson, the sales region he or she
works in, and the total amount of sales made, as shown in Figure 9-10.
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|

After you design a spreadsheet with multiple columns of data, follow these
steps to create a pivot table:

1. Select the cells (including column labels) that you want to include in

your pivot table.

2. Click the Insert tab.

3. Click the PivotTable icon in the Tables group.

The Create PivotTable dialog box appears, as shown in Figure 9-11.

Create FivotTable

Choose the dats that vou want to analyze
@ Select a table or range

TableRange: IS

Use an external data sou

Choose where you want the PivotTable report to be placed
@ Mew Workshest
1" Existing Worksheet

Location:

=

Cancel

4. (Optional) Select the cells that contain the data you want to use in

your pivot table.

You only need to follow Step 4 if you didn’t select any cells in Step 1, or if
you change your mind and want to select different cells than the ones

chosen in Step 1.

5. Select one of the following radio buttons:

* New Worksheet: Puts the pivot table on a new worksheet

o Existing Worksheet: Puts the pivot table on an existing worksheet

6. Click OK.

Excel displays a PivotTable Field List pane, as shown in Figure 9-12.

7. Mark (select) one or more check boxes inside the PivotTable Field List

pane.

Each time you select another check box, Excel modifies how data
appears in your pivot table, as shown in Figure 9-13.



Figure 9-12:
The
PivotTable
Field List
pane lets
you choose
which data
to display in
the pivot
table.
|

Figure 9-13:
Adding
column

headings
increases
the infor-
mation a
pivot table
displays.
|
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Figure 9-14:
By rearrang-
ing labels in
a pivot table,
you can
view your
data in dif-
ferent ways.
|

Rearranging labels in a pivot table

A pivot table organizes data according to your spreadsheet’s column head-
ings (which appear in a pivot table as row labels). The pivot table shown in
Figure 9-13 shows sales divided by salesperson. Each salesperson’s amounts
are further divided by sales region, and the names of the products sold.

However, you may be more interested in seeing the sales organized by sales
region. To do this, you can modify which column heading your pivot table
uses to organize your data first. To rearrange column headings in a pivot
table, follow these steps:
1. Click the pivot table you want to rearrange.
The PivotTable Field List pane appears.

2. Click the downward-pointing arrow of a label that appears under the
Row Labels group.

A pop-up menu appears, as shown in Figure 9-14.

FivotTable Figld bist L

Chanse fields to add to ;Ej’_’

report;

|/|sales Person
(7] Region

|| Product

| 7] Amount

|/| Date Sold

Move Up

Move Down

Move to Beginning
|‘ Move to End

|

Move to Report Filter

Move to Column Labels
Move to Values

; Remove Field

| “"ﬂ Field Setfings
Sales Per,.. ¥
Date Sold T

|| Defer Layout ...

Select one of the following:
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* Move Up: Moves the label one level closer to the beginning
e Move Down: Moves the label one level down to the end

® Move to Beginning: Makes the label the dominant criteria for sort-
ing data

® Move to End: Makes the label the last criteria for sorting data

Figure 9-15 shows different ways a pivot table can organize the same data.

= Sprinklers 1225.9 South 398.76

SEast 359.1 When the Product label e chalid 67.49

=5-Jan-07 appears at the beginning, =25-Jan-07 57.49

Tim Johnson the Pivot Table shows you Danny Collins 57.49

=North the sales of each product Razor blades e

el such as Sprinklers and Slapr 1:3.25

BoKatz Umbrellas. .RabenHorley 153.25

=11-Jan-07 Sprinklers 99.02

Nancy Able =28-lan-07 99,02

— =28-Jan-07 ; h i | el Danny Collins 35.02
Figure 9-15: Nancy Able # 94,1 When the Sales REIEID{] abe Umbrellas 79
. =South 99.02 appears at the beginning, the 23 Jan-07 79

Moving =28-Jan-07 99,02 Pivot Table shows which sales Robert Horley 73

Dagmy Collips R regions are selling which = West 551.36

labelsup | =wes s6.88 roRicts, Lovn chairs 416

or down =15-Jan-07 96,84 = 8-Jan-07 215.64
Tasha/mﬁm 96,84 Tasha Taylar 215.64

defines hOW =Umbrellas 495.18 ~15-1an-07 125,95
. = East 45.26 t 125,96

the pivot =11-Jan-07 45.26 Razor blades 67.18

. Stacy Cowens 45.26 = 23-Jan-07 67.18

table dis- = North 325.18 Tam Simmans 67.18
plays data. =16-Jan-07 325,18 Sprinklers 96.34
Bo Katz 325.18 =15-lan-07 96,84

EEE— =South 79 Tasha Tavlor 96.34

Modifying a pivot table

Row labels let you organize data according to different criteria, such as sales
per region and then by product. For greater flexibility, you can also turn a
row label into a column heading. Figure 9-16 shows a pivot table where row
labels are stacked on top of each other, and then the same pivot table where
one row label (Products) is turned into a column heading.

To turn row labels into column headings in a pivot table (or vice versa),
follow these steps:
1. Click the pivot table you want to modify.
The PivotTable Field List pane appears.
2. Click a heading.
A pop-up menu appears.

3. Choose Move to Column Labels (or Row Labels).
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|
Figure 9-17:
Afilter lets
you selec-
tively hide
information
in a pivot
table.
|

Filtering a pivot table

The more information your pivot table contains, the harder it can be to make
sense of any of the data. To help you out, Excel lets you filter your data to
view only certain information, such as sales made by each salesperson or
total sales within a region. To filter a pivot table, follow these steps:
1. Click the pivot table you want to filter.
The PivotTable Field List pane appears.

2. Click a heading in the Row Labels or Column Labels group in the
PivotTable Field List pane.

A pop-up menu appears.

3. Click Move to Report Filter.

Excel moves your chosen label into the Report Filter group in the
PivotTable Field List pane and displays a filter list box at the top of your
pivot table, as shown in Figure 9-17.
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4. Click in the filter list box at the top of the pivot table.

The list box displays a list of items that you can choose to view, as
shown in Figure 9-18.

|
Figure 9-18:
The filter list
box lets you
choose how
to filter what
you see in
the pivot
table.
|
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5. Click an item to filter your data.

If you mark the Select Multiple Items check box, you can select two or
more items to filter your data.

6. Click OK.

Excel displays your filtered pivot table, as shown in Figure 9-19.
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Figure 9-19:
Afiltered
pivot table
displays
only the
information
you want to
see, such as
showing you
only sales
results for
the Southern
sales region.
|
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Figure 9-20:
A pivot table
can count
occurrences
of certain
data, such
as the
number of
different
products
sold by each
salesperson.
|

Summing a pivot table

A pivot table not only displays information, but it can also count the number
of occurrences of information, such as the number of sales per sales region.
To display a count of data, you need to move a heading in the Values group
inside the PivotTable Field List pane by following these steps:
1. Click the pivot table you want to modify.
The PivotTable Field List pane appears.
2. Click a heading that you want to count in the PivotTable Field List pane.
A pop-up menu appears.
3. Click Move to Values.

Excel moves your chosen heading to the Values group inside the
PivotTable Field List pane and displays a count of items under your
chosen heading, as shown in Figure 9-20.
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Part IV

Making
Presentations
with PowerPoint

The 5th Wave By Rich Tennant

“You know Kids — gou can’t buy them just any
slideshow presentation software.” )



In this part . . .

T]e fear of public speaking is the number one fear of
most people — with the fear of death running a distant
second. Although Microsoft Office 2007 can’t help you
overcome your fear of death, it can help you overcome
your fear of public speaking and giving presentations with
the help of Microsoft PowerPoint. PowerPoint can help
you organize and design a presentation that can keep
others so amused that they won’t even bother looking in
your direction.

When you use PowerPoint to create a presentation, you
won’t need to rely on mere words, pointless hand gestures,
or crudely drawn diagrams scribbled on a white board.
With PowerPoint, you can give flawless presentations
consisting of text, graphics, and even sound effects that
people will remember.

The next time you need to dazzle an audience (with facts,
rumors, or blatant lies dressed up to look like facts), flip
through this part of the book and see how PowerPoint can
help you create dazzling slide show presentations and
handouts that can clarify, emphasize, or entertainingly
distort topics for your audience until you have a chance
to sneak out of the room.




Chapter 10

Creating a PowerPoint
Presentation

In This Chapter

Designing a presentation

Creating a PowerPoint presentation

Using different views to create a presentation
Adding text

powerPoint works as a visual aid for giving presentations. (If you never
give presentations, you probably don’t need PowerPoint.) Rather than
fumble around creating, organizing, and displaying transparencies with an
overhead projector, you can use PowerPoint on your computer to create,
organize, and display slides that display information organized as text and
graphics.

Besides displaying slides on the screen, PowerPoint also lets you add notes
that only you can see to each slide and turn your entire slide show presenta-
tion into printed handouts so the audience can review your presentation and
take notes next to a printed copy of each slide. The next time you need to
convince or inform an audience, use PowerPoint to create and deliver your
presentation. (Just make sure you never use PowerPoint to propose marriage.)

Defining the Purpose
of Vour Presentation

PowerPoint can make creating and delivering a presentation easy, but before
you start creating fancy visuals with eye-popping graphics and colors, step
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away from your computer, put down your copy of PowerPoint, and place
your hands in the open where anyone can see them.

Rushing into PowerPoint to create a presentation is likely to create a dazzling
array of colors, fonts, and graphics that may look interesting but won’t convey
your message effectively. The best way to create an effective presentation is
to take some time to think about the following:

v What is your point? Define the single most important idea of your
presentation.

v Who is the target audience? A presentation given to engineers and sci-
entists will look different than the same presentation given to CEOs and
venture capital executives.

v What do you want the audience to do? A speaker may present new
ideas to a conference while a politician may present ideas designed to
sway the audience to take certain actions, such as voting a specific way.

After you understand the purpose of your presentation, your audience, and
what you hope your presentation will do, you're ready to go through the
physical steps of creating a presentation in PowerPoint.

Creating a PowerPoint Presentation

A PowerPoint presentation consists of one or more slides where each slide
can display text and graphics. Creating a presentation means adding slides
\BE and typing text or pasting graphics on each slide.
R
é“
& When you first start PowerPoint, the program loads a blank presentation that
you can modify right away.

If you've been working on another presentation in PowerPoint and you need
to start a new, blank presentation from scratch, follow these steps:
1. Click the Office Button and then choose New.
A New Presentation dialog box appears.
2. Click Blank Presentation and then click Create.

PowerPoint displays a blank slide with a title and subtitle box, as shown
in Figure 10-1.
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Presentationl - Microsoft PowerPoint
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Figure 10-1:
A new
presentation
consists of

a single
blank slide.
I (ST e

Click to add notes

After you create a new presentation, you need to fill it with content (text and
graphics). PowerPoint gives you two ways to view, edit, and design your
presentation:

v Slide view

v Outline view

Both views let you add, delete, rearrange, and edit slides. The main difference
is that Slide view lets you add graphics and modify the visual appearance of a
slide. Outline view displays your entire presentation as an outline where each
slide appears as an outline heading, and additional text on each slide appears
as a subheading. Outline view makes it easy to rearrange and organize the
slides in your presentation without the distraction of the visual appearance
of each slide.

“&N\BER You can create an entire presentation in Slide view without ever using Outline
S view at all (or use Outline view without ever using Slide view at all). Outline
view is most useful for creating and organizing a presentation. Slide view is
most useful for viewing the appearance of multiple slides at once.
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Designing a presentation with Slide view

Slide view shows your entire slide show as thumbnails in the left pane and
the currently selected slide in full size view in the right pane, as shown in
Figure 10-2.

Creating a new slide
To create a new slide within Slide view, follow these steps:

1. Click an existing slide in the thumbnail pane.
2. Click the Home tab.
3. Click New Slide in the Slides group.

PowerPoint inserts your new slide after the slide you selected in Step 1.

— : |  BIGBROTHER COMPUTER STORES

Figu[e 10-2: 3 "We know what's best far you!”
Slide view
lets you edit
a single slide : -
atatime. || X Click to add notas
_ 5‘,51 10718 | 'CurDmatEF‘lresentatiun' o T ‘E@EL m =

Thumbnail pane Subtitle Editing pane Title
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Rearranging slides
You can rearrange the order of your slides by following these steps:

1. In the thumbnail pane, click the slide that you want to move to a new
position in your presentation.

2. Hold down the left mouse button and drag (move) the mouse up or
down within the thumbnail pane.

PowerPoint displays a horizontal line between slides to show you where
your slide will appear. If you drag the mouse to the top or bottom of the
thumbnail pane, PowerPoint automatically scrolls up or down the list.

3. Release the left mouse button when you’re happy with the slide’s new
position.

Hiding and deleting a slide

If you have a slide that you no longer want in your presentation, you can
either hide or delete it. Hiding a slide keeps the slide but doesn’t display that
slide when you give your presentation. You may want to hide a slide in case
you need it later or so you can reference the information on this slide with
the rest of your presentation.

To hide a slide, follow these steps:

1. Click the slide in the thumbnail pane that you want to hide.
2. Click the Slide Show tab.
3. Click Hide Slide in the Set Up group.

PowerPoint dims your chosen slide and highlights the Hide Slide icon.
To unhide a slide, repeat the above steps.

If you're sure you want to get rid of a slide, you can just delete it. To delete a
slide, follow these steps:

1. Click the slide in the thumbnail pane that you want to delete.

2. Click the Home tab.

3. Click Delete in the Slides group.

PowerPoint deletes your chosen slide.
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Figure 10-3:
Outline view
lets you
view just
the titles
and sub-
titles of your
entire pres-
entation.
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If you press Ctrl+Z or click the Undo icon right away, you can recover a
deleted slide.

Designing a presentation
with Outline view

Outline view shows the title and subtitle text of each slide in the left pane and
the currently selected slide in full size view in the right pane, as shown in
Figure 10-3.

The biggest advantage of Outline view is that it lets you rearrange and orga-
nize your slides by focusing on their content (title and subtitles). To switch
from Slide view to Outline view, click the Outline tab. To switch from Outline
view to Slide view, click the Slides tab.
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Creating a new slide
In Outline view, each outline heading represents a slide title and each sub-

heading represents a slide’s subtitles. To create a new slide in Outline view,
follow these steps:

1. Click the Outline tab to switch to Outline view.

2. Click a slide title in the Outline pane.

3. Choose one of the following:

® Press Home to move the cursor to the front of the outline heading.
This creates a new slide before the currently displayed slide.

¢ Press End to move the cursor to the end of the outline heading.
This creates a new slide after the currently displayed slide.

4. Press Enter.

PowerPoint adds a new, blank slide to your presentation.

Creating subtitles on a slide
Outline view lets you create slides and add subtitles to each slide as well.

To add a subtitle to a slide, follow these steps:
1. Click the Outline view tab to display the Outline pane.

2. Click a slide title and then press End to move the cursor to the end of
the slide title.

3. Press Enter.
PowerPoint creates a blank slide title underneath.
4. Press Tab.

PowerPoint indents your slide title and turns it into subtitle text under
the previous outline heading.

Collapsing and expanding subtitles

A large presentation consisting of multiple slides with subtitles can be hard
to read. To simplify the appearance of your outline, PowerPoint lets you col-
lapse or expand outline headings. To collapse or expand an outline heading,
follow these steps:

1. Click the Outline tab to display the Outline pane.

2. Double-click the slide icon of a slide title in the Outline pane.
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PowerPoint collapses any subtitles that appear under your chosen out-
line heading and displays a gray line under your outline heading to
let you know that its subtitle text is collapsed (hidden), as shown in

Figure 10-4.
Slides [ Outline x
— 1 (m) |How to be a Criminal Legally
] -4 White collar crime pays more
Flgl."e 10 4 The punishment for white collar crime is much less
Outline view White collar criminals can easily get jobs with the
government after they get out of prison
lets you st
I 28 Become a politician
collapse or 3@ Become a lawyer
eXpand Lawyers get paid outrageous{ fees for every minute
subtitle text. they do something
Lawyers often hecome politifians
I
Expanded outline heading Collapsed outline heading
<MBER
Py
&

To expand a collapsed slide title, just double-click its slide icon.

Rearranging slides

Outline view makes it easy to rearrange slides just by moving slide titles up
or down. To move a slide title, follow these steps:

1. Move the mouse pointer over the slide icon that appears to the left of
the slide title that you want to move.
The mouse turns into a two-way pointing arrow.

2. Hold down the left mouse button and drag (move) the mouse up
or down.

PowerPoint displays a horizontal gray line to show where the new posi-
tion of the slide will appear in your presentation.

3. Release the left mouse button.

PowerPoint moves your outline heading to its new position in your
presentation.

Deleting a slide
To delete a slide in Outline view, follow these steps:

1. Click the slide icon that appears to the left of the slide title you want
to delete.

2. Press Delete.
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Working with Text
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Most slides contain exactly one title and one subtitle text box. The title text
box typically defines the information that the slide presents, while the subti-
tle text box displays supporting information.

When you create a new slide, both the title and subtitle text boxes will be
empty, although they’ll both display the message Click here to add
titleor Click here to add subtitle. (This text won’t appear on your
slides if you don’t type anything there.)

If you delete all the text inside of a title or subtitle text box, PowerPoint
automatically displays the Click here to add titleorClick here
to add subtitle text in the empty text boxes.

To add text inside a title or subtitle text box, follow these steps:

1. Click in the title or subtitle text box, directly on the slide.
PowerPoint displays a cursor in your chosen text box.

2. Type your text.

You can also create title and subtitle text in Outline view as explained in the
earlier section, “Designing a presentation with Outline view.”

Typing text in a text box

A typical PowerPoint slide lets you type text in the Title text box or the
Subtitle text box. When you type text in the Title or Subtitle text box, the
contents appear as slide titles and subheadings within Outline view.

However, PowerPoint also offers you a third option for displaying text on a
slide: You can create your own text box and place it anywhere on the slide.

When you create your own text box and fill it with text, this text will not
appear within Outline view.

To create and place a text box on a slide, follow these steps:

1. Click the Insert tab.
2. Click the Text Box icon in the Text group.

The mouse pointer turns into a downward-pointing arrow.



2 ’4 Part IV: Making Presentations with PowerPoint

3. Move the mouse pointer over the area on the slide where you want to
create a text box.

4. Hold down the left mouse button and drag (move) the mouse to draw
a text box on a slide.

5. Release the left mouse button.

PowerPoint displays a text box, as shown in Figure 10-5.

6. Type your text inside the text box.

|
Figure 10-5:
PowerPoint
lets you
draw text
boxes
directly on

a slide.

Any text you type into a text box that you create will not appear in
Outline view.

Formatting text

After you create text in a text box, you can format it by choosing different
fonts, font sizes, and colors. To change the appearance of text, follow these
steps:
1. Click the Home tab.
2. Click in a text box and select the text you want to format.
3. Click one of the following font tools, as shown in Figure 10-6:
¢ Font list box
¢ Font Size list box

¢ Increase Font Size
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¢ Decrease Font Size
¢ Change Case

¢ Bold

e [talic

¢ Underline

¢ Shadow

e Strikethrough

e Character Spacing

¢ Font Color

Figure 10-6:
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Aligning text
PowerPoint can align text both horizontally and vertically inside a text box.
To align text, follow these steps:
1. Click the Home tab.
2. Click in a text box and select the text you want to align.
3. Click one of the following text alignment tools in the Paragraph group:
e Align Left
e Center
¢ Align Right
e Justify

e Align Text (Top, Middle, Bottom, Top Centered, Middle Centered,
Bottom Centered)

4. Click the Align Text icon in the Paragraph group.
A pop-up menu appears, as shown in Figure 10-7.

5. Click a vertical alignment option, such as Top or Middle.
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Adjusting line spacing
Line spacing defines the space that appears between each line in a text box.
To define the line space in a text box, follow these steps:

1. Click the text box that contains text.

2. Click the Home tab.

3. Click the Line Spacing icon in the Paragraph group.

A pull-down menu appears, as shown in Figure 10-8.
4. Select a line spacing value, such as 1.5 or 2.

PowerPoint adjusts line spacing in your chosen text box.
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Making numbered and bullet lists

PowerPoint can display text as bulleted or numbered lists. The two ways to
create such a list are before you type any text or after you've already typed
some text.

To create a bulleted or numbered list as you type new text, follow these steps:

1. Click in a text box.

2. Click the Home tab.

3. Click the Bullets or Numbering icon in the Paragraph group.
A pull-down menu appears, as shown in Figure 10-9.

4. Click a bullet or numbering option.
PowerPoint displays a bullet or number.

5. Type any text and press Enter.

As soon as you press Enter, PowerPoint displays a new bullet or number.
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If you have existing text, you can convert it to a bullet or numbered list. To
convert existing text into a list, follow these steps:

1. Click in the text box that contains the text you want to convert into a

bullet or numbered list.
2. Select the text you want to convert into a list.
3. Click the Home tab.
4. Click the Bullets or Numbering icon in the Paragraph group.
PowerPoint converts your text into a list.
PowerPoint displays each paragraph as a separate item in a bullet or num-
bered list. A paragraph is any amount of text that ends with a paragraph

mark (), which is an invisible character that you create when you press the
Enter key.

Making columns

You can divide a text box into multiple columns, which can be especially
useful if you need to display large lists on a slide. To divide a text box into
columns, follow these steps:

1. Click the text box that you want to divide into columns.

2. Click the Home tab.

3. Click the Columns icon in the Paragraph group.

A menu appears, as shown in Figure 10-10.
4. Click a column option, such as Two or Three.

PowerPoint divides your text box into columns.
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Figure 10-11:
Handles let
you resize a
text box.
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Moving and resizing a text box

PowerPoint lets you move text boxes anywhere on the slide. To move a text
box, follow these steps:

1. Move the mouse pointer over the edge of the text box that you want
to move.
The mouse turns into a four-way pointing arrow.

2. Hold down the left mouse button and drag (move) the mouse to move
the text box.

3. Release the left mouse button when you’re happy with the new loca-
tion of the text box.

To resize a text box, follow these steps:

1. Click the text box you want to resize.

PowerPoint displays handles around your chosen text box, as shown in
Figure 10-11.

Handles

2. Move the mouse pointer over a handle.
The mouse pointer turns into a two-way pointing arrow.

3. Hold down the left mouse button and drag (move) the mouse.
PowerPoint resizes your text box in the direction you move the mouse.

4. Release the left mouse button when you’re happy with the size of the
text box.
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Rotating a text box

After you type text in a title or subtitle text box, you can rotate the text box
on your slide. To rotate a text box, follow these steps:
1. Click the text box you want to rotate.

PowerPoint displays a rotate handle at the top of your text box, as
shown in Figure 10-12.

Rotate handle

Iy
l Become a politician !
| O
Figure 10-12: They can
The rotate e
handle lets PN
you rotate a else
text box on
your slide.
|
2. Move the mouse pointer over the rotate handle.
The mouse pointer turns into a circular arrow.
3. Hold down the left mouse button and drag (move) the mouse to rotate
your text box.
A\
If you hold down the Shift key while dragging the mouse, you can rotate
the text box in 15 degree increments.
4. Release the left mouse button when you’re happy with the rotated
«3‘&“\85’? position of your text box.
&

You can still edit and format text in a text box that appears rotated.
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Adding Color and Pictures
to a Presentation

In This Chapter
Using themes
Changing a background
Adding graphics
Showing movies on a slide

Adding sound to a presentation

T) make your presentations look more visually appealing, PowerPoint lets
you add color and graphics to your slides. Color and graphics can’t turn
a worthless presentation into an informative one, but they can enhance an
informative presentation and make it easier for people to watch.

Applying a Theme

By default, PowerPoint displays each slide with a white background.
Although you could change the colors and appearance of each slide indi-
vidually, it’s much easier to change every slide in your presentation using a
theme. A theme provides predesigned colors and designs that are applied to
each slide to give your presentation a uniform and professional look.

To define a theme for a presentation, follow these steps:

1. Click the Design tab.
2. Click the More button under the Themes group.

A menu appears, as shown in Figure 11-1.
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3
If you move the mouse pointer over a theme, PowerPoint shows how
your presentation will look.

3. Click a theme.
PowerPoint displays your chosen theme on your slides.
4. Click the Theme Colors icon in the Themes group.

A menu appears, listing different color variations you can choose for
your presentation, as shown in Figure 11-2.

5. Click a color pattern.
PowerPoint displays your new theme colors.
6. Click the Fonts icon in the Themes group.

A menu appears listing all the default fonts for your presentation, as
shown in Figure 11-3.

7. Click a font.
8. Click the Effects icon in the Themes group.

A menu appears listing all the different effects you can give your presen-
tation, such as Metro or Currency.
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Changing the Background

|
Figure 11-4:
The
Background
Styles menu
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background
designs for
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Another way to change the appearance of your presentation is to modify the
background of your slides. PowerPoint provides predefined background
themes that you can choose. To choose a background theme, follow these
steps:

1. Click the Design tab.
2. Click Background Styles under the Background group.

A menu displays different backgrounds you can choose, as shown in
Figure 11-4.

:{‘h_]isa(kgrounm Styles ™

\'E Background...

3. Click a background style.

PowerPoint applies your chosen background style to every slide in your
presentation.

Choosing a solid color background

Rather than choose a theme, you might want to choose a solid color. If you
choose a solid color background, you must make sure that any text or graph-
ics that appear on your slides can still be seen. For example, if you choose a
dark red background, any text or graphics on your slides should appear in
light colors to make them visible against the dark red background.

To make sure solid background colors don’t obscure your text and graphics,
you can also adjust its transparency to make the color appear darker or
lighter.
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|
Figure 11-5:
The Format
Background
dialog box
displays a
color palette
for choosing
a solid color
background.
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To change the background to a solid color, follow these steps:

1. Click the Design tab.

2. Click the Background Styles icon in the Background group.
A pull-down menu appears (refer to Figure 11-4)