OFFICE BASICS

Although the applications in the various
Office suites aren’t heavily integrated with
one another, they do share some basic
similarities. For example, saving files,
working with windows, printing, and other
basic operations vary little from one Office
application to the next. In this chapter, you'll
become acquainted with these “Office
essentials.” Once you understand how these
procedures work in general, you'll have a
better ability to grasp the specifics when
they're discussed in depth in later chapters.
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LAUNCHING OFFICE APPLICATIONS

Chapter 2

Launching Office Applications [ vindows ov0 Maker
E= Windows Fax and Scan
You launch Office applications (such as Word &3 Windows Live Messenger Download
or Excel) in the same manner as any other ) S
. . i  Windows Media Center e
Windows application. © Windows Mediz Player S—
#8 Windows Mesting Space DS
To launch an Office application: %wmdowsMoweMaka o
&% Windows Photo Gallery
1. Click the Start button, All Programs, and % Windows Update Music
. . . Accessories
the Microsoft Office folder (Figure 2.1). T e
The Microsoft Office folder expands, show- o
; . . ) Internet Security 14 Search
ing all installed Office 2007 applications. | Mainteriance
. . Microsoft Office Recent tems
2. Click the Office program you want to run. (2 Microsoft Office Access 2007 (Beta)
[ Microsoft Office Excel 2007 (Beta) Computer
The SeleCted program launches, I_L?- Microsoft Office InfoPath 2007 (Betz
‘/ . [{a} Microsoft Office Onehlote 2007 (Bet RE
Tips [ Microsoft Office Outlook 2007 (Beta| |8
e Connect To
. . i3 Microsoft Office PowerPoint 2007 (E
B You can also launch an Office application ] Microsoft Office Publisher 2007 (Bet—

Control Panel

by doing any of the following:

[l? Microsoft Of'fi(j%\ford 2007 (Beta)

Microsoft Office"Pools

Default Programs

A Ifyourecently ran the application, you
can select its name from the list in the Back FRpET ST
Start panel.

A Ifyou've created them, you can click
a Desktop or Quick Launch shortcut

icon for the application or any of its Start button
documents. Figure 2.1 A common way to launch programs is to
A Open an Office document by clicking g:galsne; them from the Start menu (Windows Vista

(or double-clicking) its file icon. The
document opens in the appropriate
Office application.
A Choose a recently opened Office docu- Esah

ment from Windows Vista’s Start > _ [=] Autumn Leaves
] Change ng ——— Word doc

Recent Items submenu (Figure 2.2).
Computer = mel

B Although the Start menus in Windows

Vista and XP look different, they work Wi : <teved30001
similarly. In XP, click the Start button. Connect To
Then move the cursor over All Programs
and the Microsoft Office folder. Click the fovin( L
Office application you want to launch. Default Programs
B You can also open the Start menu by Help and Support Figure 2.2 You can open a

document you’ve recently
worked on by choosing it
from Recent Items.

pressing the Windows logo key on your
keyboard.
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Templates list Preview of selected template

e B

Templates in category

Figure 2.3 Pick a category from the Templates list,
select a template, and click Create or Download
(depending on whether the template is on your com-
puter or is available from Microsoft Office Online).

Single- vs. Double-Clicking

Whether it requires a single or double
click to open a folder, document, or
program on your computer depends on a
Folder Options control panel setting:

1. In Windows Vista or XP, click the Start
button and choose Control Panel.

2. Open the Folder Options control panel.

3. In the Click items as follows section of
the control panel, select the Single-
click or Double-click radio button.

4. Click OK to save the new setting.

Creating a New Document

By default, document-based Office programs
(Word, Excel, and PowerPoint, for example)
automatically create a new, blank document
each time you launch the program. To create
additional new documents when an Office
program is running, perform the steps below.

To create a new document:

& Do either of the following:

A Click the Office Button and choose
New. Select the type of document you
want to create from the dialog box
that appears (Figure 2.3). Click the
Create (or Download) button.

A Toskip the New Document, Worksheet,
or Presentation dialog box and create
a standard document, press (Ctrl][N].

v Tips

B To create a standard document in Word,
Excel, or PowerPoint, select Blank and
recent from the Templates list, and then
select Blank document, Blank worksheet,
or Blank presentation, respectively. Select
this same Templates category to base the
document on a recently used template.

B Office has two kinds of templates: those
installed on your computer and ones you
can download as needed from Microsoft.
To use one of the former, select Installed
Templates. For a downloadable template,
select a category from the Microsoft Office
Online section of the Templates list.

B To base a new document on one of your
own documents, select New from existing
in the Templates list.

B Publisher does not have the new interface
sported by the major Office applications.
To create a new document, choose File >
New, click the New toolbar icon, or press

(Ctri ).
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OPENING DOCUMENTS

Chapter 2

Opening Documents

In addition to creating new documents,

you can open existing documents—to view,
print, or revise them. You can open docu-
ments from within the appropriate Office
application or from the Desktop (simultane-
ously launching the creating program, if it

isn

To

't already running).

open an existing document from

within an Office application:

1.

To

Do one of the following:

A Word, Excel, PowerPoint. Click the
Office Button, and choose Open.

A Publisher. Choose File > Open.

A Any program. Press (Ctrl]0).

The Open dialog box appears (Figure 2.4).

Navigate to the drive and folder that

contains the document you want to open.

Select the document, and click Open.

If Folder Options have been set on your
PC to open items by single-clicking them
(see the sidebar on page 13), the selected
document may open without having to
click Open.

open an existing Office document

from the Desktop:

1.

2.

Locate the Office document file on the
Desktop or in the folder where it’s stored.

Do either of the following:

A Click (or double-click) the file icon.

A Right-click the file icon, and choose
Open from the pop-up menu that
appears (Figure 2.5).

The appropriate Office program launches

(ifitisn’t already running), and the docu-

ment opens.

] Open
O\/ [J « Steve » Desktop » [+ |[ Search o]
~ IR NewFolder
= Name Date modified  Type Size Tags
Captures
) [#] office 2007
= ] Memo lntuhn
E Do ts i
B rict
B Music a edk: 11/17/2006 1:34 PM
(B Recently Changed
Searches
Folders PS
Fie name ~| [l Word Documents -

Figure 2.4 Select an Office document in the Open dia-
log box, and click Open (Windows Vista shown).

Open
L Edit L\\’

MNew

OnenotePrintto
Print
Open With...

Share...

Restore previous versions

Send To 3
Cut

Copy

Create Shortcut
Delete

Rename

Properties

Figure 2.5 You can also open an Office
document by right-clicking its file icon
and choosing Open.

v Tip

B In Word, Excel, and PowerPoint, you
can also open documents by clicking the
Office Button and choosing a file from
the Recent Documents list. In Publisher,
recently opened documents are listed as
choices at the bottom of the File menu.
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(i3 Save As =
o
{7 [I = steve + Documen ts ~ [ 42 searcn 2|
File name: | Book presentation B
Saveastype: [PowerPoint Presentation -
Authors: Steve Tags: Add atsg
© Browse Folders % o

Figure 2.6 Use the Save As dialog box to save a new

document. You also use it to save an edited document

with a new name, format, or disk location. (To aid in
selecting a folder or drive, click the Browse button.)

Saving in Outlook 2007

In general use, you seldom need to issue a
Save command in Outlook. Unless you've
disabled the option to Save copies of
messages in the Sent Items folder (in the
E-mail Options dialog box), all messages
you create and send are automatically
saved. And incoming messages are stored
in each account’s Inbox (or another folder
you've designated via a message rule).

The only times you have to manually save
an email message are when you want to:

¢ Store a draft of a message you aren’t
ready to send

¢ Save a copy of a message to disk

If you close a message without sending
it, a dialog box appears in which you're

offered the option of saving it. Click Yes to

save the message in the Drafts folder. You
can also store a message in progress in
the Drafts folder by choosing File > Save
((ctr)(s)). (Drafts can be opened, edited,

and sent whenever it's convenient.)

To save a message in a folder or on another

disk, choose File > Save As, choose a for-
mat, and click Save. You can use Save As
to save a copy of any message—whether a
draft, sent, or received item.

Saving Documents

Until you save a document to disk, it exists
only in your PC’s memory. If you close the
document or quit the application without
saving, the document is gone forever.

To save a new document:

1. Do one of the following:

A Word, Excel, PowerPoint. Click
the Save icon on the Quick Access
Toolbar, click the Office Button and
choose Save, or click the Office Button
and choose Save As > file format.

A Publisher. Choose File > Save or File >
Save As, or click the Save toolbar icon.

A Any program. Press (Ctrl)S].
The Save As dialog box opens (Figure 2.6).

2. Enter a name in the File name box,
navigate to the desired disk and folder,
choose a file format from the Save as type
drop-down menu, and click Save.

To save an edited document:

¢ Do either of the following:

A Toreplace the current Word, Excel, or
PowerPoint file with the edited version,
click the Save icon in the Quick Access
Toolbar, click the Office Button and
choose Save, or press (Ctrl)(S). In
Publisher, choose File > Save, click the
Save toolbar icon, or press (Ctr)(S).

A You can save a copy of the edited
document using a new name, in a
different file format, and/or to a new
disk location. In Word, Excel, or
PowerPoint, click the Office Button
and choose Save As > format. In
Publisher, choose File > Save As. The
Save As dialog box appears (see Figure
2.6). Specify a filename, format, and
location, and click Save.

15
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CLOSING DOCUMENTS

Chapter 2

Closing Documents

It isn’t necessary to quit an Office application
just to work with another document. When
you're done working with a document, you
can close it. Closing documents frees up
memory for working on other documents.

To close a document:

1. Make the document active that you want
to close by doing one of the following;:

A Any Office application. Click the
document’s taskbar icon (Figure 2.7)
at the bottom of the screen.

A Word, Excel, PowerPoint. Click the
View tab, and select the document
name from the Switch Windows icon
in the Window group (Figure 2.8).

A Publisher. Choose the document’s
name from the Window menu
(Figure 2.9).

2. Do one of the following:

A C(Click the Office Button, and choose
Close.

A (Click the close box (X) in the upper-
right corner of the application win-
dow (Figure 2.10). If this is the only
open document, the application quits.

The document closes. If the document has

never been saved or contains unsaved edits,

you're given an opportunity to save it.

v Tips

B Quitting an application automatically
closes all open documents. If any of them
contain unsaved edits, you're given an
opportunity to save each one.

B When you have several Excel worksheets
open, each has its own close box (found
beneath the application’s close box).

2 Micres... - budget
g

Figure 2.7 The taskbar displays an icon for each open
document and application.

=

Switch Macros
Windows

il

1 Book Launch I})
v || 2 FileMaker 85

Figure 2.8 You can switch to
any open document by select-
ing its name from the Switch
Windows drop-down list.

Window h Help

Arrange All

=
% Cascade
v

1 Postcard

2 Business card I}

Figure 2.9 In Publisher, all open
documents are listed in the
Window menu.

Minimize

[
ﬂ T 3 —— Close box
|

Maximize/Restore Down

Figure 2.10 You can
close a document in
any program by click-
ing its close box.
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Arrange Windows

Arrange

Harizontal

) Vertical

() Cascade
[7] windows of active workbook
[ Ok ] [ Cancel

Figure 2.11 In Excel, you have great
flexibility in arranging open work-
book windows.

i) Book Launch ——————Title
=1 | EEH] FileMaker 85 ————— Title
T [ =

o |

Figure 2.12 When you cascade
documents, you can see the
corner and title of each one.

25 s L3ss [EEEED

Figure 2.13 Split the window to simultane-
ously work in two sections of a document.

Working with Windows

If you occasionally have several documents
open, you can arrange and manipulate their
windows using Office commands. In Word,
Excel, and PowerPoint, window management
commands can be found in the Ribbon’s
Window group. In other Office applications,
check the Window menu. (Note that the
availability, location, and implementation of
these commands varies from one Office
program to the next.)

New Window. The New Window command
creates a new instance of the current docu-
ment. Use this command to view and work
in two sections of a document at once.

Arrange All. This command simultaneously
displays all open documents in an applica-
tion. In Word, the documents are displayed
one above the other. In PowerPoint, theyre
arranged side-by-side. In Excel, you can
specify the arrangement of open documents
in the dialog box that appears when you click
Arrange All (Figure 2.11).

Cascade. Arranging documents in cascade
fashion displays the upper-left corner of each
one, enabling you to quickly switch docu-
ments by clicking an exposed corner (Figure
2.12). In PowerPoint, Cascade is an icon in
the Ribbon’s Window group. In Excel, select
this option in the Arrange Windows dialog
box (see Figure 2.11).

Split. Use this command to split the cur-
rent document into halves (Figure 2.13),
enabling you to work in two sections at the
same time. In Excel, the split appears above
the current cell. In Word, a split bar appears
that you position by clicking. You can reposi-
tion a split by clicking and dragging the split
bar. To remove a split in Excel, click the Split
icon. In Word, click the Remove Split icon.

continues on next page
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WORKING WITH WINDOWS

Chapter 2

Save Workspace. This command in the
Window group of Excel’s Ribbon saves the
current arrangement of worksheets so you
can restore it later. (To restore a saved
workspace, open it as you would a worksheet.)

Every Office application also supports stan-
dard Windows controls and techniques for
manipulating windows.

To use standard Windows controls:

¢ Do any of the following:

A Click the Minimize button (see Figure
2.10) to minimize a window to the
taskbar. (Click its taskbar icon to
restore the window to its original
onscreen position and size.)

A The Maximize/Restore Down button
has two states (Figure 2.14). When
it's shown as a box, you can click it to
maximize the window—filling the
screen. When a window is maximized,
the button displays a pair of boxes.
Click it to restore the window to its
original size and position (before you
maximized the window).

A Tomove awindow to a new location,
drag it by its title bar.

A To manually resize a window, move
the cursor over any edge or corner.
When the cursor changes to a double
arrow, click and drag to change the
window’s size.

v Tips

B In Publisher, the Arrange All and Cascade
commands are found in the Window
menu (Figure 2.15).

B OneNote is generally run in a single win-
dow, so most window-related commands
are unnecessary. However, you can create
a second instance of the main window
by choosing Window > New Window or

pressing (Ctrl]M].

Click to restore ——= X

Click to maximize —— x

Figure 2.14 The Maximize/Restore
Down button changes, depending
on the window’s current state.

Window i Help

= Arrange All L\@
% Cascade
1 Postcard

» 2 Business card

Figure 2.15 Publisher’s window
commands can be chosen from
the Window menu.
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= 1] +

Figure 2.16 The zoom control provides three
ways for you to change the magnification.

() Page width () Many pages:
() Text width
() whole page >

A3BbCcDdEsXxYyZz

Percent: |75% £

Preview

A3BbCcDdEskxYyZz

AsBbCcDdEsXxYyZz

AsBbCcDdEsXxYyTz

A3BbCcDdEsXxYyZz

[ OK ][ Cancel ]

Figure 2.17 Use the Zoom dialog box to set a specific
or page-related magnification. Outlook’s Zoom dialog
box (shown in Figure 2.18) has similar options.

Zoom
Zoom to
() 200% Page width Many pages:
© 100% Text width
© 75% Whaole page
Percent: [60% (=
Preview
AaBbCcDdEeXxYyZz
A2BbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
[ oK ] [ Cancel ]

Figure 2.18 Outlook’s Zoom dialog box.

v Tip

B You must set magnification separately for
each open document in an application.

Setting the Magnification

If you're having difficulty reading a Word
document because the type is too tiny or
you want a bird’s-eye view of a PowerPoint
presentation, you can change the document
window’s magnification (or zoom).

To set the magnification in Word,
Excel, or PowerPoint:

¢ Use the zoom control (Figure 2.16) in the
bottom-right corner of the document or
application window in any of these ways:
A Drag the slider to a specific magnifica-
tion percentage.
A Click the - or + button to decrease or
increase magnification by 10 percent.

A Click the current zoom number to open
the Zoom dialog box (Figure 2.17).

¢ Inthe Zoom group of the View tab, you
can do either of the following:
A C(Click Zoom to open the Zoom dialog
box (see Figure 2.17).
A Click 100% to zoom the document to
its normal size.

To set the magnification in other
Office applications:

¢ Publisher. Choose a zoom level from the
View > Zoom submenu or from the Zoom
drop-down menu on the toolbar, or click
the Zoom Out or Zoom In toolbar icon.

¢ OneNote. Choose a magnification from
the Zoom drop-down menu on the
toolbar.

¢ Outlook. In the window for an existing
message, choose Zoom from the Other
Actions drop-down menu in the Actions
group. In a message you're writing, click
the Zoom icon in the Zoom group, set a
magnification level in the Zoom dialog
box (Figure 2.18), and click OK.
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USING THE OFFICE CLIPBOARD

Chapter 2

Using the Office Clipboard

In Windows, the Clipboard is an area in
memory that stores the last item you copied
or cut. When you paste an item, it's drawn
from the Clipboard. If you copy or cut a new
item, it takes the place of the current item
stored in the Clipboard. Using the Clipboard,
you can insert items into the current docu-
ment, into a different document, or even into
the documents of other applications.

While working in Office, you can continue to
use the Windows Clipboard as you always
have. In addition, you can use the Office
Clipboard, a dedicated clipboard for sharing
data among all open Office documents and
programs. Unlike the Windows Clipboard,
the Office Clipboard can store up to 24 items.

To open the Office Clipboard:

¢ Word, Excel, PowerPoint. Switch to
the Home tab. In the Clipboard group,
click the Clipboard dialog box launcher
(Figure 2.19).

¢ Outlook, Publisher. Choose Edit >
Office Clipboard.

The Office Clipboard appears (Figure 2.20).

To insert items from the Office
Clipboard into a document:

1. Select the spot in the Office document
where you want to paste the item(s).

2. Do either of the following:
A To paste a single item, click the item
in the Office Clipboard scrolling list.

A Tosimultaneously paste all items
stored in the Office Clipboard, click
the Paste All button.

The item (or items) are added to the

document.

Open the Office Clipboard
|

o )
(% = 1)
Outlining Flome Insert Page Layout References Mail|
= f Cut
B oo cambra R N B
I 53 Copy -

Paste = 2 L2 A~ =
~ - Format Painte B I U - e x, X Aav| =
Clipboard i Font .

Clipboard

= . Show the Office Clipboard Task
Pane.

Figure 2.19 Click here to open the Office Clipboard.

$ 8 of 24 - Clipboard ~ x— Close the Office Clipboard

Click an item to paste:

4] ibought aDVD of george  *
and gracde at kmart for a
buck,

@ [

=

£51] What are all the tabs?
COneMote is a place for
gathering, organizing, s...

@ How are OneMote pages
different? This is an
example of a normal pac...

Currently stored items are
listed here

hT-_J] Creating a Database in
FileMaker Pro 8.5: Visual
QuickProject Guide

Use smart paragraph
selection Select this option
to select the paragraph ...

|| Click to set options

Figure 2.20 The Office

Options /

Clipboard.
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el Wi Paste
Wi

Pl chl % Delete
P

Figure 2.21 Select Delete from the
drop-down menu.

To clear items from the Office Clipboard:

*

Do either of the following:

A Toremove a single item, move the
cursor over the item, click the arrow
that appears, and choose Delete from
the drop-down menu (Figure 2.21).

A Toremove all current items from the
Office Clipboard, click the Clear All
button (see Figure 2.20).

To close the Office Clipboard:

*

Do the following:

A Word, Excel, PowerPoint. Click the
Office Clipboard’s close box (X) or click
the Clipboard dialog box launcher.

A Publisher. Click the Office Clipboard’s
close box (X).

A Outlook. Click the Office Clipboard’s
close box (X) or choose Edit > Office
Clipboard.

v Tips

You can’t open the Office Clipboard in
OneNote. However, items copied or cut in
OneNote are added to the Office Clipboard,
and they can be pasted into other Office
documents.

If you add more than 24 items to the
Office Clipboard, the oldest item is auto-
matically deleted to make room for the
new item.

Use the normal Paste command (choose
Edit > Paste, click the Paste toolbar icon,
or press (Ctrl)(V]) to paste an item from the
Windows Clipboard rather than from the
Office Clipboard.

The last item copied or cut also becomes
the current item in the Windows Clipboard.

Items remain in the Office Clipboard
until you exit from all Office programs.
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Chapter 2

Printing

The process of printing a document varies
little from one Office application to the next.
The biggest difference lies in the options you
can set. For information on application-
specific Print options, refer to the appropri-
ate chapter on that application.

You can also request an onscreen preview of
a print job prior to sending it to the printer.
Using Print Preview is an excellent way to
avoid paper waste.

To print a document in Word, Excel, or
PowerPoint:

1. Open the document you want to print.

2. Click the Office Button, and choose Print >
Print (Figure 2.22).

The Print dialog box appears (Figure 2.23).

3. Select the destination printer from the
Name drop-down list.

4. Optional: To set or review printer-specific
settings (such as print quality), click the
Properties button.

5. Set any other desired options in the Print
dialog box.

6. Ensure that the printer is on and ready to
print, and then click OK.

The print job is sent to the selected printer.

To print a document in Outlook,
OneNote, or Publisher:

1. Open the document you want to print.
In Outlook, it’s sufficient to select the

item (such as an email message) in its list.

2. Choose File > Print.

The Print dialog box appears (refer to
Figure 2.23).

3. Perform Steps 3-6 from the previous task.
The print job is sent to the selected printer.

j News Preview and print the document
E Print
~ Select a printer, number of copies, and
7 DOpen other printing options before printing. I})

& Quick Print
Send the document directly to the default
printer without making changes.

e Print Preview
Save Preview and make changes to pages before

printing.

[ word options | [ X Exit word |

Figure 2.22 For a standard print job, choose Print
from the Print submenu.

Selected printer
Print
Printer
Name: 3 \PC-26HZIEPSON Stylus Photo R200 Series [~
S
Type:  EPSON Stylus Photo R200 Series
Where:  USB001 [Clprint to fie
Comment: [Z] Manual duplex
Page range Copies
@a Number of copies: |1 =
© Current page Selection
© Pages: o
Type page numbers and/or page
ranges separated by commas counting
fiom the start of the document or the
section. For example, type 1, 3, 5-12
or pis1, pis2, pls3-pas3
Print what: | Document Jiw] [Zeom
Print: Allpages inrange ] | Pooespersieet | lpage [-]
Scale to paper sze: | Mo Scaing [+]

Figure 2.23 The Print dialog box presents standard
print options (such as number of copies and page
range), as well as program-specific options.
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e

Figure 2.24 Print Preview in Word, Excel, or PowerPoint.

S o =]
4 b (3 N Aapagesetyp.. @iprint.. Close o

Pagelcr2

Figure 2.25 Print Preview in Outlook or Publisher.

Print Preview and Settings

Getting Sarted with Onetote [ <]

Start page rumbering at 1

Current page s spit into 2 printed pages.

B e

Figure 2.26 Print Preview in OneNote.

To request a print preview:

1. Open the document you want to print.

In Outlook, it’s sufficient to select the
item (such as an email message) in its list.

2. Do one of the following:

A Word, Excel, PowerPoint. Click the
Office Button, and choose Print > Print
Preview (see Figure 2.22).

A Outlook, OneNote, Publisher.
Choose File > Print Preview.

A Print Preview window appears, display-

ing the document formatted for your

default printer (Figures 2.24-2.26).

3. Review the document.

4. Optional: Alter the print settings using
controls in the Print Preview window.

5. Optional: Click the Print button to print
the document as shown.

6. Click the Close button or the close box (X).
The Print Preview window closes and
your original document reappears.

v Tips

B To bypass the Print dialog box and use the
default print settings, do the following:
A Word, Excel, PowerPoint. Click
the Office Button, and choose Print >
Quick Print (see Figure 2.22).

A Outlook, OneNote, Publisher. Click
the Print toolbar icon.

B Not only can you print to a printer that’s
directly connected to your PC, you may
also be able to print to network printers—
if you're on a network and have permis-
sion to use the networked printer.

B Ifthe desired printer isn’t listed in the
Print dialog box, you can install it using
the Printers and Faxes (XP) or Printers
(Vista) control panel.
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Chapter 2

Getting Help

Office applications can draw help informa-
tion from Help files stored on your computer,
as well as from Office Online (using an active
Internet connection). Simple help is provided
by means of ToolTips, tiny pop-up windows.

To view a ToolTip:

¢ Rest the cursor over a command or
control. A ToolTip (including a keyboard
shortcut, if there is one) appears (Figures
2.27-2.28).

To get help with an Office application:

¢ Do one of the following:

A Word, Excel, PowerPoint. Click the
Microsoft Office Help icon (Figure
2.29) or press (F1_J.

A Outlook, Publisher. Choose Help >
Microsoft Office program name Help,
click the Microsoft Office program
name Help toolbar icon, type a text
string in the Help search box (Figure
2.30), or press (F1 ).

A OneNote. Choose Help > Microsoft
Office OneNote Help or press (F1 ).

A Help window appears (Figure 2.31).

| <3 Format Painter |
Clipboard I} e}

Format Painter (Ctrl+5Shift+C)

Copy formatting from one place
and apply it to another.

Double-click this button to apply
the same formatting to multiple
places in the document,

I@ Press F1 for more help.

Figure 2.27 ToolTips in Word,
Excel, and PowerPoint often pro-
vide extensive information.

E.} Eﬂ@a rd @

Figure 2.28 ToolTips in the
other Office applications

Forward (Ctrl+F)

are more terse.

| @ Help icon
%—| p

Microsoft Office Excel Help (F1) |

Get help using Microsoft Office.

Figure 2.29 Summon help in
Word, Excel, or PowerPoint by
clicking this icon.

Type a question for help v

Figure 2.30 In Outlook or Publisher, you
can request help on a specific topic by
entering a search string in this box.
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Office Basics

@ OneNote Help w—— To work in an Office Help window:
€2 000 & & M@’ -

1. Do any of the following:

-~ 2 Search -
- A Toview the main Help page, click the
[ Home (house) icon at the top of the
., Help window.
What's new Introdudng COneNote A TO dlsplay/hlde Help S Content hSt’
P—— T click the Table of Contents (book) icon.
Orgeamring and managing your Sharing notes A Toread information on a tOpiC, click
notes
_ _ = its blue link text. (When you move the
File management Customizing : .
p— R cursor over link text, an underline
Working in a different language Working with other peaple appears beneath the teXt')
Saving and printing Security and privacy A To SearCh Help fOr a particular tOpiC,
Working with ather programs OneNote Demos type SearCh text in the bOX and CliCk
m Explore OneNote 2007 the Search icon.
B N G and i n ek rebooss rat 4 To go backward or forward among
‘,\_._‘ you can easily organize, search, and share with

pages you've viewed, click the Back or

others,

Forward icon.

L e 2 A To print the current help topic, click
B—— T ~ inter)
the Print (printer) icon.
Figure 2.31 An Office Help window. A To switch between offline and online

help information, click the drop-down
menu in the lower-right corner of the
Help window (Figure 2.32) and
choose an option.

Connection Status:
2. When you're done using Help, click the
Help window’s close box (X).

v Tips

B You can copy help text and paste it into
other documents, such as those of Word
or OneNote. Select the text (including
images, if you like) and press (Ctrl][C]. The
selected material is copied to the system

" | Show content from Office Online

Show content only from this computer

[@ Explain these options...

Figure 2.32 Click the text in the corner of the Help
window to choose help text to use.

F‘lage Range Clipboard. If the Office Clipboard is active,
Al it's also stored there.
©® Selection Current Page B To print a partial Help topic, select the

i) Pages: 1 desired text and click the Print icon. In
the Print dialog box, set Page Range to

CHR S M RO pee STt o Selection (Figure 2.33), and click OK.

page range. For example, 512

Figure 2.33 You can also print selected text from a
Help topic.
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QUITTING AN OFFICE PROGRAM

Chapter 2

Quitting an Office Program

As when working with other Windows
programs, when you're done using an Office
application, you exit from it.

To quit an Office application:

1. Do one of the following:

A Word, Excel, PowerPoint. Click
the Office Button, and then click Exit
program name (Figure 2.34).

A Outlook, Publisher, OneNote.
Choose File > Exit.

A Any Office program. Press (Alt)F4 ).

2. Ifan open document contains unsaved
changes, a dialog box appears (Figure
2.35). Otherwise, the program quits
immediately.

/E"'S H9- ¢ s
T Recent Documents
Hew
1 fantasy football 2006 =
~ =
g 2 budget
— 3 resume =
=
H SaveAs
Print »
2% Prepare b
_£ Send  »
L/ Publish »
5
Close
3 excel Options | | Bt Becelm— Exit

Figure 2.34 Click the Exit button to quit from
Word, Excel, or PowerPoint.

Microsoft Office Publisher ===

! i, Do youwant to save the changes you made to this publication?

[ Yes ] [ No ] [ Cancel ]

Figure 2.35 When you exit from a program, you get
an opportunity to save any edited documents.

Setting Application Preferences

Although the default behaviors of most
commands and procedures are designed
to meet the needs of most users, you can
customize the way any Office application
operates.

¢ Word, Excel, PowerPoint. Click the
Office Button, followed by the program
Options button.

¢ Outlook, Publisher, OneNote.
Choose Tools > Options.
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