A

absolute referencing, 11-12

Access 2007
ACD forms, 384
creating, 385-386
replying to, 386-387
calculated form controls,
creating, 409-411
data, importing from
Outlook, 380-384
duplicate records, locating
with queries, 387
event handlers, creating,
401-402
fields
data types, assigning,
366
default values, 373
editing, 378-379
input masks, assigning,
369-373
selecting values from
drop-down lists,
376-378
validation rules, assign-
ing, 367-369
forms
conditional formatting,
applying, 408-409
opening automatically,
399-400
shortcut keys, creating
for form controls,
406-408
tab order, customizing,
405-406
write protecting, 405

inventory value, calculat-
ing, 391
keyboard shortcuts,
461-463
mailing labels, creating,
421-424
multi-column reports, cre-
ating, 418-421
order totals, calculating,
392-394
queries
calculated columns,
adding, 388-391
parameter queries,
394-396
topmost values, return-
ing, 388
reports
converting to snapshot
file, 424-425
current date, inserting,
415-416
custom report groups,
creating, 411-414
page numbers, insert-
ing, 414-415
pages breaks, inserting
after sections,
416-417
sections, inserting at
top of columns, 417
widowed report
records, preventing,
417-418
required fields, setting up,
374
switchboard forms, creat-
ing, 402-403

INDEX

tables
hyperlinks, inserting,
379-380
Yes/No fields, applying
toggle buttons,
403-404
valid data, entering, 365

account numbers, generat-
ing, 112-114
accounts receivable aging

worksheets, building,
123-125

ACD (Access Data
Collection), 384
messages, replying to,
386-387

activating Developer tab,
430

adding
animations
to charts, 260
to clip art elements,
263-268
to organization charts,
261
average values to charts,
198
plotting on vertical
axis, 200-201
calculated columns to
queries, 388-391
comments to worksheets,
140-141
content controls to docu-
ments, 83-84
custom bullets to slides,
226-228




Index adding

dialog box controls to
worksheets, 160-162
drawing guides to slides,
231-232
Empbhasis effects to bullet
points, 270-272
fields to Inbox message
list, 302-303
files to Recent Documents
list, 68
holidays to Outlook
Calendar, 339-341
hyperlinks to tables,
379-380
live stock price quotes to
worksheets, 149-150
pictures to contacts, 351
scroll bars to worksheets,
210-212
scrolling credits to slides,
272-273
second monitor to slide
show, 286-287
secondary axis to charts,
206-207
soundtracks to slide shows,
283-285
standard deviation values
to charts, 198
user’s mailbox to your
email account, 360-361
video clips to slides,
268-269
words to dictionary, 31-33
worksheet text to charts,
195-198
adjusting slide times,
278-279
aligning objects in presen-
tations, 231-232
Analysis ToolPak
installing, 116
Random Number

Generation tool,
116-117

analyzing cell values with
data bars, 186-188

animated GIFs, adding to
slides, 268
animations
adding
to charts, 260
to clip art elements,
263-268
to organization charts,
261
creating, 251-254
do’s and don’ts, 249-250
effects, 252
enabling on Web, 296-297
triggers, configuring,
255-257

annotating worksheets,
140-141
applying
calculated form controls,
409-411
conditional formatting to
form values, 408-409
custom layout to slides,
232-235
custom sounds to transi-
tions, 250-251
data bars to selected
range, 186-188
data validation rules to
cells, 107-109
effects to bullet placehold-
ers, 257-260
formatting
to multiple worksheets,
139-140
with Format Painter
tool, 40
with keyboard, 44-47
multiple page number for-
mats, 99-100
multiple Slide Masters to
slides, 236-237
percentile-based icon sets,
188-192

toggle buttons to Yes/No
fields in Access tables,
403-404

worksheet protection,
148-149

appointments, color-coding
in Outlook, 346-347
assigning
data types to fields, 366
input masks to fields,
369-373
shortcut keys to macros,
431-433
Excel macros, 433-434
validation rules to fields,
367-369

attachments (email), allow-
ing blocked file types as,
311-315

AutoArchive, configuring,
332

AutoCorrect feature
boilerplate text, inserting
in text, 15-16
compatibility with other
Office applications, 15
dynamic entries, creating,
20-21
hyperlinks, creating, 24
signatures, inserting in
text, 14-15
AutoDate feature
(Outlook), 343-344

automatically expanding
charts for new data, 206

automatically updating
fields, 86-87

AutoRecover feature, 61

save interval, decreasing,
62-63

AutoText, saving boiler-
plate text as Building
Block, 16-17



cell references

average slide times, calcu-
lating, 279-280

average values
adding to charts, 198
plotting on vertical axis,
200-201
avoiding
duplicate field values,
374-376
triple delivery during pre-
sentations, 269

backgrounds
parchment paper, apply-
ing, 93
random texture, applying,
94-95

backups, creating on
another drive, 66-68

bar charts
replacing data markers
with pictures, 201-202

Bar of Pie charts, creating,
208-209

best-fit trendlines, plot-
ting, 213-215

billable time charges, cal-
culating, 77

blank calendars, printing,
341-342

blocked file types, allowing
as attachments, 311-315

blocking
email, 308-309
image downloads, 305-306

boilerplate text
inserting with
AutoCorrect, 15-16
saving as AutoText build-
ing block, 16-17

bookmarks, creating cell
references, 12

bottommost values, return-
ing, 388

bound documents, adding
gutters, 101

break-even point, identify-
ing, 174, 177

building accounts receiv-

able aging worksheets,
123-125

Building Block Gallery
control, 83

bullet placeholders, apply-
ing effects to, 257-260

bullet points, emphasizing,
270-272

bulleted lists
creating, 47-49
inserting in slides,
226-228

burning slide shows to CD,
297-298

business forecasting, plot-
ting best-fit trendlines,
213-215

C

calculated columns, adding
to Access queries,
388-391

calculated form controls,
applying, 409-411
calculating
average slide times,
279-280
billable time charges, 77
break-even point, 174, 177
fiscal quarter of a date,
128-129

future value of invest-
ments, 134-136

inventory value, 391

invoice taxes, 11-13

list price of products,
129-130

loan interest, 130-134

loan payments, 132

loan principal, 130-134

maximum loan amount,
134

multiple solutions to a for-
mula, 167, 170

order totals, 392-394

sentence length, 28-30

tiered bonuses, 126

total workdays between
two dates, 126-127

Calendar feature (Outlook)

blank calendar, printing,
341-342

custom views, creating,
334-337

Day view, customizing
time scale, 337

time zone, adding,
337-338

holidays, customizing,
339,341

natural-language dates and
times, inputting,
343-344

starting, 334

Week view, adding time
zone, 337-338

calling contacts in

Outlook, 349-352

CD tracks, playing during
slide shows, 283-285

CEILING() function,
128-129

cell references, creating

with bookmarks, 12
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Index cells

cells

Al, selecting on all work-
sheets, 155-156

data validation rules,
applying, 107-109

excess spaces, removing,
118-119

highlighting, 182-183

home cell, selecting,
156-157

unprintable characters,
removing, 119-121

charts
animations, adding, 260
average values
inserting, 198
plotting on vertical
axis, 200-201
bar charts, replacing data
markers with pictures,
201-202
Bar of Pie charts, creating,
208-209
best-fit trendlines, plot-
ting, 213-215
dynamic ranges
naming, 204
plotting, 202-205
expanding automatically
to include updates, 206
forecasted values, plotting,
215-216
organization charts,
adding animations to,
261
pie charts, exploding
slices, 207-208
scrolling charts, creating,
209-211
secondary axis, adding,
206-207
standard deviation values,
inserting, 198
worksheet text, adding,
195-198

CLEAN() function, 120

clearing Recent
Documents list, 69-70

click-and-type place-
holders, creating, 18-19

clip art, animating
elements of, 263-268

CloseAndReopen macro,
64-65

closing documents, 64-66

color-coding
appointments in Outlook,
346-347
email messages, 318-321

columns
formatting, 55
summing, 9-11
transposing date to rows,
152

Combo Box control, 82

command macros, 430
running from Visual Basic
Editor, 442

commands
internal names, identify-
ing, 64
Repeat, inserting dummy
text, 22-23
Repeat Header Rows, 9

comments
adding to worksheets,
140-141
removing from work-

books, 142-143

compact mode (Outlook),
302
comparing
documents, View Side by
Side feature, 85-86
formatting of two text
selections, 40-41

purchasing versus leasing,
136-137

conditional formatting
applying to Access form
values, 408-409
top/bottom rule, 184-186
configuring
Outlook
AutoArchive, 332
delegate access,
358-359
password-protected
folders, 328-331
spam filter, 306-307
triggers for slide objects,
255-257

conflict handling, 147

consistent formatting,
ensuring, 56

constraints, 180

contacts (Outlook)

address maps, displaying,
352

calling, 349-352

editing, 347, 349

phone directories, print-
ing, 353

pictures, adding, 351

content controls, 81
inserting in documents,

83-84

controlling slide shows
with keyboard, 288-289

converting

reports to snapshot file,
424-425

slides to image, 242-243

smart quotes to straight
quotes, 53-55

text to specific case, 51-53

Word outlines to
PowerPoint presenta-
tion, 222-224

YYYYMMDD dates to
Excel dates, 125



default values

copying
formatting with Format
Painter tool, 40
presentations to CD,
297-298

CreateWorkspace proce-
dure, 72

creating

ACD forms, 385-386

ACD replies, 386-387

backups on another drive,
66-68

Bar of Pie charts, 208-209

bulleted lists, 47-49

calculated form controls in
Access, 409-411

cell references with book-
marks, 12

click-and-type place-
holders, 18-19

custom animations,
251-254

custom blank presenta-
tions, 237-238

custom outline levels,
102-103

custom report groups in
Access, 411-412, 414

custom slide shows,
285-286

custom spell check dictio-
nary, 31-33

custom views in Outlook
Calendar, 334-337

drop caps, 58-59

dynamic AutoCorrect
entries, 20-21

event handlers in Access,
401-402

hyperlinks, 24

from scratch, 25-26
with AutoCorrect, 24

inline numbered lists,
49-51

jump text, 91-92

mailing labels in Access,
421-424
modules, 441
multi-column reports in
Access, 418-421
Quick Access toolbar for
macros, 434-435
range snapshots, 166
scrolling charts, 209-211
section breaks, 98
shortcut keys for Access
form controls, 406-408
startup forms, 399-400
summary slides from
macro, 244-246
switchboard forms in
Access, 402-403
top/bottom rules, 184-186
trusted locations, 74-75
watermarks, 93
workspaces, 70-72,
153-154

current date, inserting in
Access reports, 415-416

custom bullets, creating,
226-228

custom dictionary, creat-
ing, 31-33

custom layouts, applying to
slides, 232-235

custom outline levels, cre-
ating, 102-103

custom report groups
(Access), creating,
411-414

custom slide shows, creat-
ing, 285-286

custom sounds, applying to
transitions, 250-251

custom text, inserting in
side footer, 224

custom views, creating in
Outlook Calendar,
334-337

customer account
numbers, looking up,
111-112

customizing

Access forms’ tab order,
405-406

Day view in Outlook
Calendar, 337

fields in Inbox message
list, 304

header/footer, 100

holidays in Outlook
Calendar, 339-341

Outlook To-Do Bar,
344-346

Quick Style Gallery, 36-38

slide shows, 285-286

data bars, analyzing cell
values, 186-188

data types, assigning to
table fields, 366-369

data validation rules, apply-
ing to cells, 107-109

Date Picker control, 83

DATEDIF() function,
128-129

dates, converting YYYYM-
MDD format to Excel
dates, 125

Day view (Outlook
Calendar)
time scale, customizing,
337
time zone, adding,
337-338

decreasing, AutoRecover
save interval, 62-63

default blank presenta-
tions, creating, 237-238

default values, setting for
fields, 373
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Index delegate access

delegate access
configuring in Access,
358-359
obtaining in Outlook,
360-361

deleting drawing guides
from slides, 232

dependent variables, 214
descriptions, entering in
table fields, 366-367

Developer tab, activating,
430

dialog box controls, adding
to worksheets, 160-162

dictionary, adding words
to, 31, 33
discount rate schedules,

performing lookups,
109-111

discrete value lookups,
performing, 111-112
displaying
address maps in Outlook,
352
code for placeholder
fields, 18
column totals, 9-11
email in plain text,
309-311
header row on every
page, 8
hidden characters, 30
Properties dialog box, 75
text in row-and-column
format, 55
total editing time, 76-77
word counts, 26-28
DisplaySentenceLengths()
macro, 26-28

distributing slide shows a
slide show file, 292-293

Document Inspector, 84

Document Information
Panel, enabling, 73

document maps, modifying
style, 38-39
document window, split-
ting, 7
documents (Word)
backups, creating on
another drive, 66-68
closing, 64-66
content controls, insert-
ing, 83-84
fields, updating automati-
cally, 86-87
formatting, locking, 78-79
metadata, 72
Document Information
Panel, enabling, 73
most recently used, open-
ing at startup, 68-69
Properties dialog box,
displaying, 75
total editing time, display-
ing, 76-77
viewing side-by-side,
85-86
workspaces, 70
creating, 70-72
downloading, email,
321-322
drawing guides
adding to slides, 231-232
removing from slides, 232
drop caps, creating, 58-59
Drop-Down List control,
82
drop-down lists, adding to
fields, 376-378
dummy text, inserting
with RAND function,
21-22
with Repeat command,
22-23

duplicate field values,
avoiding, 374-376

duplicate records, locating
with queries, 387

dynamic AutoCorrect
entries, creating, 20-21
dynamic ranges
naming, 204
plotting in charts, 202-205

editing
multiple contacts in
Outlook, 347-349
table fields, 378-379

effects, 252

applying to bullet place-
holders, 257-260

Emphasis effects, adding
to bullet points, 270-272

triggers, configuring,
255-257

email

ACD (Access Data
Collection), 384

attachments, allowing
blocked file types as,
311-315

blocking, 308

color-coding, 318-321

displaying in plain text,
309-311

downloading, 321-322

follow-up messages, con-
figuring, 315-316

image downloads, block-
ing, 305-306

non-English, blocking,
308-309

recipients, creating short-
cuts, 322-324

reminders, sending,
316-318

spam filter, configuring,
306-307

Emphasis effects, 252

emphasizing bullet points,
270-272



forms

enabling
Document Information
Panel, 73
slide show animations on
Web, 296-297
structured editing, 80-82

Entrance effects, 252

even pages, applying cus-
tom header/footer to, 100
event handlers, 401

creating in Access,
401-402

example VBA code, how to
use, 431

Excel 2007
keyboard shortcuts,
451-455
macros
recording, 438-440
shortcut keys, assign-
ing, 433-434
worksheets
home cell, selecting,
156-157
annotating, 140-141
cells, highlighting,
182-183
dialog box controls,
adding, 160-162
formatting, 139-140
live stock price quotes,
adding, 149-150
scroll bars, adding,
210-212
text, including in
charts, 195-198
tracking changes,
143-145

excess spaces, removing
from cells, 118-119
Exit effects, 252
expanding
charts automatically for
new data, 206

size of Recent Documents
list, 68

exploding pie chart slices,
207-208

external content, 305

extracting, first/last name
from full name, 121-123

F
fields

adding to Inbox message
list, 302-303
default values, configur-
ing, 373
descriptions, entering,
366-367
drop-down lists, adding,
376-378
duplicate values, avoiding,
374-376
editing, 378-379
in message Inbox, cus-
tomizing, 304
input masks
applying, 369-370
placeholders, 371-373
updating automatically,
86-87

files
adding to Recent
Documents list, 68
workspaces, creating,
153-154
FileSave macro, 63
Fill-in fields, inserting in
templates, 19-20
FIND() function, 121

finding text with specific
formatting, 40

FindLongestSentence()
macro, 28-30

first name, extracting from
full name, 121-123

fiscal quarter of a date, cal-
culating, 128-129

folders (Outlook), sharing,
354-356
via Microsoft Exchange,
356-358

follow-up messages, con-
figuring, 315-316

fonts, replacing in presen-
tations, 228-229

forecasted values, plotting,
215-216

foreign email messages,
blocking, 308-309
Format Painter tool, 40
formatting
applying
to multiple worksheets,
139-140
with keyboard, 44-47
columns, 55
comparing between two
selections, 40-41
consistency, ensuring, 56
email in plain text,
309-311
locking, 78-79
modifying, 35-36
presentation handouts in
Word, 246
removing, 41-42

forms

ACD, creating, 385-386

calculated form controls,
applying, 409-411

conditional formatting,
applying, 408-409

controls, creating shortcut
keys, 406-408

opening automatically,
399-400

switchboard forms, creat-
ing in Access, 402-403

tab order, customizing,
405-406

write protecting, 405
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Index formulas

formulas
absolute referencing,
11-12
field functions, 11
multiple solutions to, cal-
culating, 167, 170
what-if analysis, scenarios,

171-173
fritterware, 77

front-loaded interest
charges, 130

function macros, 430
how to use, 435-436

functions, 11

CEILING(), 128-129

CLEAN(), 120

DATEDIF(), 128-129

FIND(), 121

FV(), 134-136

HLOOKUP(), 110

IF(), 124

IFERRORY), 112

INT(, 115, 129-130

IPMT(), 130-134

LEFT(), 122-123

lookup functions, 109-111

MEDIAN(), 184

NETWORKDAYS(), 127

OFFSET, 204

OFFSETY(), 205, 211

PERCENTILE), 189,
192

PMT(), 132

PPMT(), 130-134

PV(), 134, 137

RAND, inserting dummy
text, 21-22

RANDY(), 114

RANDBETWEEN(), 115

RANK, 188-190

RIGHTY(), 122-123

SERIES(), 203

SUBSTITUTEY(),
118-119

TABLE(), 170

TRIM(), 118

VLOOKUP(), 109-111
volatile, 115
WEEKDAY(), 124

future value of invest-
ments, calculating,
134-136

FV() function, 134-136

G

generating
account numbers, 112-114
random numbers, 114
with Random Number
Generation tool, 117
Goal Seek, optimizing
profits, 177-182

graphics coprocessors, 287
groups
creating, 80-82
removing, 81

gutters, adding to bound
documents, 101

header row, displaying on
every page, 8

header/footer, customizing,
100

heading styles, customiz-
ing, 102-103
hidden characters, display-
ing, 30
hidden slides, linking to,
290-292
hiding Slide Master objects
from slides, 235-236
highlighting
all instances of words,
13-14
cells, 182-183

values below median,

184-186

HLOOKUP() function,
110

holidays, customizing in
Outlook Calendar,
339-341

home cell, selecting on all
worksheets, 156-157

hyperlinks
creating from scratch,
25-26
inserting
in documents, 23-24
in tables, 379-380
pasting, 26

identifying break-even
point, 174, 177
IF() function, 124
IFERROR() function, 112
image downloads, block-
ing, 305-306
images
creating from slides,
242-243
signatures, inserting with
AutoCorrect feature,
14-15
text wrapping, 56-58
importing data from
Outlook to Access,
380-381, 383-384

inbox (Outlook), compact
mode, 302

independent variables, 214

initiating calls in Outlook,
349-352

inline numbered lists, cre-
ating, 49-51

Input Mask Wizard, 370

input masks

assigning to fields, 370
placeholders, 371-373



macros

inserting
boilerplate text with
AutoCorrect, 15-16

content controls into doc-

uments, 83-84
current date in Access
reports, 415-416

custom text in slide footer,

224
dummy text

with RAND function,

21-22

with Repeat command,

22-23

Fill-in fields in templates,

19-20
full pathname in slide
footer, 225-226

hyperlinks in documents,

23-24
from scratch, 25-26
in tables, 379-380

using AutoCorrect, 24

page breaks after report
sections, 416-417

pages numbers in Access

reports, 414-415
signatures with
AutoCorrect, 14-15

installing Analysis ToolPak,

116
INT() function, 115,
129-130

integrated development
environment, 440

interest for loans, calculat-

ing, 130-134

introducing slides with
video clips, 268-269

inventory value, calculat-
ing, 391

investments, calculating

future value of, 134-136

invoice taxes, calculating,
11-13

IPMT() function, 130-134

JK

jump text, 91-92

keyboard, controlling slide
shows, 288-289. See also
keyboard shortcuts

keyboard shortcuts

assigning to macros,
431-434

controlling slide shows
with keyboard, 289

creating for Access form
controls, 406-408

for Access 2007, 461-463

for Excel 2007, 451-455

for Office 2007, 444-445

for Outlook 2007,
457-460

for PowerPoint 2007,
455-457

for Word 2007, 445-451

formatting-related, 44-47

L

last name, extracting from
full name, 121-123

last viewed slide, linking
to, 292

layout masters, 233

leasing versus purchasing,
136-137

LEFT() function, 122-123
Level 1 file types, 314
Level 2 file types, 314

line numbers
applying to text, 95-96
consecutive order, main-
taining through multiple
lists, 97-98

linked text boxes, 89-90

linking
jump text to text boxes, 91
to hidden slides, 290-292
to last viewed slide, 292

list price of products, cal-
culating, 129-130

live stock price quotes,
adding to worksheets,
149-150

loans

interest, calculating,
130-134

maximum amount to bor-
row, calculating, 134

payment, calculating, 132

principal, calculating,
130-134

locating duplicate records
with queries, 387
locking document format-
ting, 78-79
lookup functions, 109-111
discrete value lookups,
performing, 111-112

M

Macro Name list, 431

macro-enabled documents,
storing in trusted loca-
tion, 74-75
macros, 429
CloseAndReopen, 64-65
closing documents with-
out saving, 64
command macros, run-
ning from Visual Basic
Editor, 442
converting text to specific
case, 51-53
DisplaySentenceLengths(),
26-28
example code, how to use,
431
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Index macros

Excel
recording, 438-440
shortcut key, assigning,
433-434
FileSave, 63
FindLongestSentence(),
28-30
function macros, how to
use, 435-436
PowerPoint
adjusting slide times,
278-279
average slide time, cal-
culating, 279-280
summary slides, creat-
ing, 244-246
Quick Access toolbar, cre-
ating, 434-435
shortcut key, assigning,
431-433
Word, recording, 437-438

Mailbox Cleanup Tool,
331-332

mailing labels, creating in
Access, 421-424

maintaining slide library,
239-242

manually adjusting slide
times, 278

maps, displaying for
Outlook contact
addresses, 352

maximum loan amount,
calculating, 134

MEDIAN() function, 184

messages
ACD
creating, 385-386
replies, 386-387
blocking, 308
color-coding, 318-321
displaying in plain text,
309-311
fields
adding to Inbox,
302-303
customizing, 304

follow-up reminders, con-
figuring, 315-316

non-English, blocking,
308-309

reminders, sending,
316-318

replies, sending to differ-
ent address, 324

saving in Sent Items
folder, 327-328

metadata, 72
Document Information
Panel, enabling, 73
modifying
document map style,
38-39
Normal style, 35-36

modules, 431
creating, 441
opening, 441-442

motion effects, 252

multi-column reports, cre-
ating, 418-421

naming dynamic ranges,
204

narration, adding to slide
shows, 281-282

natural-language dates and
times, inputting in
Outlook, 343-344

navigating between text
boxes, 91

NETWORKDAYS() func-
tion, 127

non-English messages,
blocking, 308-309

Normal style, modifying,
35-36

numbered lists (inline),
creating, 49-51

0

objects, hiding, 235-236

obtaining delegate access
in Outlook, 360-361

odd pages, applying cus-
tom header/footer to, 100

Office 2007, keyboard
shortcuts, 444-445

OFFSET() function,
204-205, 211
OnTime method, 62-63
opening
Access forms automati-
cally, 399-400
modules, 441-442
most recently used docu-
ment at startup, 68-69
Visual Basic Editor, 440
workbooks automatically
at startup, 152-153

OpenWorkspace proce-
dure, 72

optimizing profits, 177-182

order totals, calculating,
392-394

organization charts, adding
animations, 261

Organizer (Quick Style
Gallery), 38

Outgoing Mail Server,
changing, 325-326

outlines, customizing
headings, 102-103

Outlook 2007

appointments, color-
coding, 346-347

attachments, allowing
blocked file types as,
311-315

AutoArchive, configuring,
332

AutoDate feature,
343-344



PowerPoint 2007

Calendar
blank calendar, print-
ing, 341-342
custom views, creating,
334-335, 337
Day view, adding sec-
ond time zone to,
337-338
Day view, adjusting
time scale, 337
holidays, customizing,
339-341
starting, 334
Week view, adding sec-
ond time zone to,
337-338
compact mode, 302
contacts
address maps, display-
ing, 352
calling, 349-352
multiple, editing,
347-349
phone directories,
printing, 353
pictures, adding, 351
delegate access
configuring, 358-359
obtaining, 360-361
email
blocking, 308-309
downloading, 321-322
follow-up messages,
configuring, 315-316
recipients, creating
shortcuts for, 322-324
reminders, sending,
316-318
exporting data into Access,
380-384
folders, sharing, 354-356
via Microsoft
Exchange, 356-358
image downloads, block-
ing, 305-306

Inbox
message fields, adding,
302-303
message fields, cus-
tomizing, 304
keyboard shortcuts,
457-460
Mailbox Cleanup Tool,
331-332
messages
color-coding, 318-321
displaying in plain text,
309-311
replies, sending to dif-
ferent address, 324
saving in Sent Items
folder, 327-328
natural language dates and
time, inputting, 343-344
Outgoing Mail Server,
changing, 325-326
password-protected fold-
ers, configuring, 328-331
shared folders, viewing,
359-360
"To-Do Bar, customizing,
344, 346

P

page breaks, inserting after
Access report sections,
416-417

page numbers
formatting multiple within
same document, 99-100
inserting in Access
reports, 414-415

parameter queries,
394-396

parchment paper back-
grounds, applying, 93

password-protected fold-
ers, configuring in
Outlook, 328-331

pasting hyperlinks in docu-
ments, 26

pathname inserting in slide
footer, 225-226

PERCENTILE() function,
189, 192

percentile-based icon sets
applying, 188-192
personal information,
locating with Document
Inspector, 84

phone directories of con-
tacts, printing, 353

Picture control, 82

pictures
adding to contacts, 351
in presentations
recoloring, 229
spacing evenly, 230
stacking as bar chart data
marker, 201-202

pie charts
Bar of Pie charts, creating,
208-209
slices, exploding, 207-208

placeholders, click-and-
type, 18-19
plotting
average values, 198
on vertical axis,
200-201
best-fit trendlines,
213-215
dynamic ranges in charts,
202-205
forecasted values, 215-216
standard deviation values,
198

PMT() function, 132

PowerPoint 2007. See also
presentations
animated GIFs, adding to
slides, 268
keyboard shortcuts,
455-457
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macros, adjusting slide
times, 278-279

Rehearse Timings feature,
275-278

VBA, PpEntryEffect con-
stants, 264-267

PowerPointlessness, 221

PpEntryEffect constants
(PowerPoint VBA),
264-267

PPMT() function, 130-134

presentations. See also slide
shows
animations
do’s and don’ts, 249-250
effects, 252
enabling on Web,
296-297
triggers, configuring,
255-257
average slide times, calcu-
lating, 279-280
bullet placeholders, apply-
ing effects, 257-260
bullet points, emphasizing,
270-272
controlling with keyboard,
288-289
copying to CD, 297-298
creating from Word out-
lines, 222-224
custom bullets, adding to
slides, 226-228
custom text, inserting in
slide footer, 224
customizing, 285-286
distributing as slide show
file, 292-293
graphic elements, uncov-
ering incrementally, 262
handouts, formatting, 246
hidden slides, linking to,
290-292
last viewed slides, linking
to, 292
maintaining consistent

typeface, 228-229

multiple Slide Masters,
applying to slides,
236-237
narration, adding, 281-282
objects, aligning, 231-232
pictures
recoloring, 229
spacing evenly, 230
publishing to Web,
294-296
rehearsing, 275-278
scrolling credits, adding to
slides, 272-273
Slide Master, hiding
objects on slides,
235-236
slide objects, configuring
triggers, 255-257
slides
custom animations,
creating, 251-254
custom layout, apply-
ing, 232-235
interval between,
adjusting, 278
soundtracks, adding,
283-285
templates, creating,
237-238
transitions, applying cus-
tom sounds to, 250-251
triple delivery, avoiding,
269
unattended, setting up,
282-283
video clips, adding to
slides, 268-269
Presenter view
(PowerPoint), presenting
with two monitors,
286-287

preventing
duplicate field values,
374-376
untracked changes, 79-80
widowed report records,
417-418

principal of loans, calculat-
ing, 130-131, 133-134
printing
blank calendars, 341-342
phone directories of
Outlook contacts, 353
product price point, set-
ting, 129-130
profit
break-even point, calculat-
ing, 174, 177
optimizing, 177-182
Properties dialog box, dis-
playing, 75
publishing
slide shows to Web,
294-296
slides to slide library,
240-242

purchasing versus leasing,
136-137

PV() function, 134, 137

o

queries

calculated columns,
adding, 388-391

criteria, prompting for,
394-396

duplicate records, locat-
ing, 387

topmost/bottommost val-
ues, returning, 388

Quick Access toolbars, cre-
ating for macros, 434-435

Quick Style Gallery
customizing, 36-38
Organizer, 38
setting up, 36

quotation marks, convert-

ing smart quotes to
straight quotes, 53-55



scenarios

RAND() function, 114
inserting dummy text,
21-22
RANDBETWEEN() func-
tion, 115
Random Number
Generation tool, 116-117

random numbers, generat-
ing, 114
random texture back-
grounds, applying, 94-95
range snapshots
cell values, watching,
165-166
creating, 166

ranges, sorting after data
entry, 151-152

RANK() function, 188-190

readability statistics, dis-
playing, 26-28

Reading Highlight feature,
13-14

Recent Documents list
adding files to, 68
clearing, 69-70
spin box, setting to zero,

70
recipients (email), creating
shortcuts, 322-324

recoloring pictures in pre-
sentations, 229

recording
macros
in Excel, 438-440
in Word, 437-438
narration for slide shows,
281-282

recovering lost work,
AutoRecover feature, 61

reducing size of mailbox,
331-332

reformatting text, 40
regression analysis, 214

Rehearse Timings feature
(PowerPoint), 275-278

rehearsing presentations,
275-278

relative referencing, 10

reminders, sending as
email, 316-318

removing

comments from work-
books, 142-143

drawing guides from
slides, 232

excess spaces from cells,
118-119

formatting, 41-42

groups, 81

Slide Master objects from
slides, 235-236

unprintable characters
from cells, 119-121

Repeat command, inserting
dummy text, 22-23

Repeat Header Rows com-
mand, 9
replacing
bar chart data markers
with pictures, 201-202
fonts in presentations,
228-229
styles, 43-44
replies (email), sending to
different address, 324

replying to ACD messages,
386-387

reports (Access)

converting to snapshot
file, 424-425

current date, inserting,
415-416

custom report groups, cre-
ating, 411-414

mailing labels, creating,
421-424

multi-column, creating,
418-421

page breaks, inserting
after sections, 416-417

page numbers, inserting,
414-415

sections, creating at top of
columns, 417

widowed report records,
preventing, 417-418

required fields, configur-
ing, 374
reusing slides, 240-242

Reveal Formatting pane,
41

Rich Text control, 82

RIGHT)() function,
122-123

rows, transposing data to
columns, 152

S

sales tax, calculating on
invoices, 11-13
save interval (AutoRecover
feature), decreasing,
62-63
saving
boilerplate text as
AutoText building block,
16-17
email messages to Sent
Items folder, 327-328
open workbooks, 159-160
presentations as slide show
file, 292-293
slide show to CD,
297-298
slides as graphic files,
242-243

Scenario Manager, 171
scenarios, 171-173
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scripts (VBA), inserting
pathname in slide footer,
225-226

scroll bars, adding to work-
sheets, 210-212

scrolling charts, creating,
209-211

scrolling credits, adding to
slides, 272-273

secondary axis, adding to
charts, 206-207

section breaks, 98

starting at top of columns,
417

security, creating trusted
locations, 74-75

selecting

Al on all worksheets,
155-156

all text with same format-
ting, 40

field values from drop-
down lists, 376-378

home cell on all work-
sheets, 156-157

named range with active
cell, 157-159

sending
email reminders, 316, 318
email replies to different
address, 324

Sent Items folder

(Outlook), saving mes-
sages to, 327-328

sentence length, calculat-
ing, 28-30

SERIES() function, 203

setting product price point,
129-130

setting up unattended slide
shows, 282-283

shared folders, viewing in
Outlook, 359-360

SharePoint library, reusing
slides, 242

sharing

folders in Outlook,

354-356
via Microsoft
Exchange, 356-358

workbooks, 145-148

worksheets, applying
worksheet protection,
148-149

shortcut keys. See keyboard
shortcuts
signatures, inserting with
AutoCorrect, 14-15
single-column layout, 418
slices, exploding, 207-208
slide library, maintaining,
239-242
Slide Master
multiple, applying to
slides, 236-237
objects, hiding on slides,
235-236
slide objects

triggers
configuring, 255-257

slide show
controlling with keyboard,
288-289
publishing to Web,
294-296

slide shows. See also slides

animations, enabling on
Web, 296-297

copying to CD, 297-298

distributing as slide show
file, 292-293

handouts, formatting in
Word, 246

hidden slides, linking to,
290-292

last viewed slides, linking
to, 292

narration, adding, 281-282
objects, aligning, 231-232
pictures
recoloring, 229
spacing evenly, 230
presenting with two moni-
tors, 286-287
rehearsing, 275-278
soundtracks, adding,
283-285
transitions, applying cus-
tom sounds to, 250-251
unattended, setting up,
282-283

slides
animated GIFs, adding to
slides, 268
converting to image,
242-243
custom animations, creat-
ing, 251-254
custom bullets, creating,
226-228
custom layout, applying,
232-235
custom text, inserting in
footer, 224
duration of
adjusting with macro,
278-279
calculating, 279-280
graphic elements, uncov-
ering incrementally, 262
introducing with video
clips, 268-269
layout masters, 233
scrolling credits, adding,
272-273
time, adjusting, 278
smart quotes, converting to
straight quotes, 53-55

SMTP server address,
changing in Outlook,
325-326



topmost values

snapshot files
creating from Access
reports, 424-425
range snapshots, creating,
166

sorting ranges after data
entry, 151-152

sounds, applying to transi-
tions, 250-251
soundtracks, adding to
slide shows, 283-285
spam filter, configuring,
306-307
specifying
AutoRecover save interval,
62-63
number of sheets in work-

books, 154-155

spell check dictionary,
adding words to, 31-33

spin box (Recent
Documents list), setting
to zero, 70

splitting the document
window, 7

standard deviation values,
adding to charts, 198

starting Outlook Calendar
feature, 334

startup forms, creating,
399-400

stock price quotes, adding
to worksheets, 149-150

storing macro-enabled
documents in trusted
location, 74-75

storing slides in library,
240-242

structured editing, 80

groups, creating, 80-82

Style Inspector, removing

formatting, 41-42

styles
applying with keyboard
shortcuts, 44-47
replacing, 43-44
SUBSTITUTE() function,
118-119

summary slides, creating
with macro, 244-246

summing columns, 9-11

switchboard forms, creat-
ing in Access, 402-403

synchronous scrolling, 85

T

tab order of forms, cus-
tomizing, 405-406

TABLE() function, 170

tables
cell references, creating
with bookmarks, 12
columns, summing, 9-11
fields
data types, assigning,
366
default values, setting,
373
descriptions, entering,
366-367
editing, 378-379
input masks, assigning,
369-373
validation rules, assign-
ing, 367-369
hyperlinks, inserting,
379-380
required fields, setting up,
374

tables (Access), applying
toggle buttons to Yes/No
fields, 403-404

taxes, calculating on
invoices, 11-13

templates
Fill-in fields, inserting,
19-20
for presentatons, creating,
237-238

text

converting to specific case,
51-53

from worksheets, includ-
ing in charts, 195-198

highlighting, 13-14

inserting in side footer,
224

text boxes, 89
adding to Access forms,
409
jump text, creating, 91-92
linking, 90
navigating between, 91
Text control, 82
text wrapping, 56-58
third-party email accounts,
changing SMTP server
address in Outlook,
325-326

tiered bonuses, calculating,
126

time management, 333

time zone, adding to
Day/Week view, 337-338

TLD (top-level domain),
308

To-Do Bar (Outlook), cus-
tomizing, 344, 346

toggle buttons, applying to
Yes/No fields in Access
tables, 403-404

toggling between formulas
and results, 13

top/bottom rules, creating,
184-186

topmost values, returning,
388
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total editing time,
displaying, 76-77

Track Changes feature,
preventing untracked
changes, 79-80

tracking worksheet
changes, 143-145

transitions, applying cus-
tom sounds to, 250-251

transposing row and col-
umn data, 152

trendlines, 214

triggers, configuring for
slide objects, 255-257

TRIM() function, 118

triple delivery, avoiding,
269

trusted locations, creating,
74-75

typeface, replacing in pre-
sentations, 228-229

u

unattended slide shows,
setting up, 282-283
uncovering presentation

graphics incrementally,
262

unprintable characters,
removing from cells,
119-121
untracked changes, pre-
venting, 79-80
updating
EditTime field in real-
time, 76
fields, 86-87

v

validation rules, assigning
to fields, 367, 369
values below median, high-
lighting, 184-186
VBA
event handlers, 401
creating in Access,
401-402
Macro Name list, 431
macros, 429
adjusting slide dura-
tion, 278-279
average slide duration,
calculating, 279-280
example code, how to
use, 431
function macros,
435-436
Quick Access toolbar,
creating, 434-435
recording, 437-440
shortcut keys, assign-
ing, 431-434
summary slides, creat-
ing, 244-246
scripts, inserting full path-
name in footer, 225-226
vertical axis, plotting aver-
age values, 200-201
video clips, adding to
slides, 268-269
View Side by Side feature,
85-86
viewing
documents side-by-side,
85-86
shared folders in Outlook,
359-360

Visual Basic Editor
command macros, run-
ning, 442
modules
creating, 441
opening, 441-442
opening, 440

VLOOKUP() function,
109-111

volatile functions, 115
W

Watch Window, watching
cell values, 166-167

watching cell values
using range snapshot,
165-166
using Watch Window,
166-167

watermarks, creating, 93
Web bugs, 305

Week view (Outlook
Calendar), adding time
zone, 337-338

WEEKDAY() function, 124

what-if analysis, 165
scenarios, 171-173

whitelists, 307

widowed report records,
preventing, 417-418

Word 2007

keyboard shortcuts,
445-451

macros, recording,
437-438

outlines, converting to
PowerPoint presenta-
tion, 222-224

presentations, formatting
handouts, 246

word counts, displaying,
26-28

words
adding to dictionary,
31-33
highlighting all instances
of, 13-14
workbooks
comments, removing,
142-143
number of sheets, specify-
ing, 154-155



YYYYMMDD dates

opening automatically at
startup, 152-153

saving, 159-160

sharing, 145-148

worksheets, specifying cell
Al, 155-156

workspaces, creating,
153-154

workdays, calculating total
between two dates,
126-127

worksheet protection,
148-149

worksheets

home cell, selecting,
156-157

annotating, 140-141

cells, highlighting,
182-183

dialog box controls,
adding, 160-162

formatting, 139-140

live stock price quotes,
adding, 149-150

scroll bars, adding,
210-212

text, including in charts,
195-198

tracking changes, 143-145

workspaces, 65, 70
creating, 70-72, 153-154

wrapping text around
objects, 56-58

write protecting Access
forms, 405

X-Y-Z

XLSTART folders, open-
ing workbooks automati-
cally at startup, 152-153

Yes/No fields, applying
toggle buttons to,
403-404

YYYYMMDD dates,
converting to Excel dates,
125
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