
Symbols

’ (apostrophe), 219

* (asterisk), 223

$ (dollar sign), 228

= (equal sign), 223

! (exclamation point), 236, 252

() (parentheses), 257

# (pound sign), 230, 279

3-D charts, customizing (Excel), 308

3-D text, formatting (PowerPoint), 375

A

Abs() function (Excel), 259

absolute references, 228

Access

defined, 12

tables, exporting to Excel, 335

accessing documents from Internet, 582

Account Settings dialog box 
(Outlook), 447

accounts. See email accounts

Acrobat Reader, 557

active cells in Excel, 217, 221

Add Contact Picture dialog box
(Outlook), 479
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Add New E-mail Account dialog box
(Outlook), 445

adding. See also inserting

narration to PowerPoint 
presentations, 414

Quick Access toolbar buttons, 552

rows/columns in Excel, 225-226

special effects to PowerPoint
presentations, 407-410

transitions to PowerPoint, 411, 413

address labels. See labels

addresses, typing (Outlook), 448-449

Aero Glass, 33

alignment, changing (Excel), 277

all-day events, creating appointments
for (Outlook), 503

always on Internet connections, 456

anchors in PowerPoint, 398

Animation Effects dialog box
(PowerPoint), 408

animation. See also special effects

animated GIF files, 407

text in PowerPoint, 378, 381

annotating slides with OneNote, 577

antivirus software, 465

apostrophe (‘), 219

applications

email messages, sending, 604-607

in Office suite, 11-12

sharing data between

with drag and drop, 564-567

with linked data, 567-570

with OneNote, 576-579

with shortcuts, 571-573

Apply Styles dialog box (Word), 99, 574

applying styles (Word), 574

Appointment dialog box (Outlook), 503

Appointment Recurrence dialog box
(Outlook), 503

appointments (Outlook)

appointment recurrence

defined, 502

setting, 503

creating, 460, 502-506

viewing in calendar, 438

arguments, 257

ascending order, 338

assigning macros to
buttons/keystrokes, 547

asterisk (*), 223

attachments to email messages
(Outlook)

adding, 452

on forwarded email messages, 457

viewing, 454

warning about, 453

audio. See sound
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Auto Fill feature (Excel), 253-256

AutoComplete feature (Excel), 219

AutoContent Wizard (PowerPoint), 351

AutoCorrect dialog box (Word), 163,
175-176

AutoCorrect Exceptions dialog box
(Word), 164

AutoCorrect feature, 65

defined, 163

in Excel, 210

hyperlinks, creating automatically,
584-585

in Word, 161-164

smart tags, enabling, 588

AutoFilter (Excel), 341-343

AutoFit feature, 280

AutoFormat dialog box (Word), 176

AutoFormat feature (Word), 173-176

autoformatting bulleted lists 
(Word), 108

automatic hyphenation (Word), 165

automatic presentations, creating
(PowerPoint), 413-416

AutoRecover (Word), 37, 49

AutoText (Word), 171-172

Average() function (Excel), 257-259

611

B

backgrounds

formatting 

in Word, 91

in Excel, 285

in OneNote, 530

selecting in PowerPoint, 388, 391

backing up files (Outlook), 434

backup files, saving, 542-543

backward compatibility, 25

bar tab stop (Word), 77

Bcc field (Outlook), 449

blind carbon copy field (Outlook), 449

blocked senders list, adding addresses
to, 467

blogs

defined, 7

publishing in Word, 595

blue wavy lines (Word), 64

boldface, applying (Word), 81

borders, inserting (Word), 88

Borders and Shading dialog box
(Word), 88

breaking. See also page breaks; 
section breaks

merged cells in Excel, 318

paragraphs in Word, 74-77
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browsing documents (Word), 56

building blocks (Word), 134, 170-173

Building Blocks Organizer dialog box
(Word), 171

bulleted lists, creating

in OneNote, 530

in Word, 108-111

business cards. See electronic business
cards

buttons

assigning macros to, 547

customizing Quick Access toolbar,
551-554

C

calculations

in OneNote, 530

totals/subtotals in Excel, 344-346

calendar (Outlook)

appoinments, creating, 460,
502-506

changing views, 498-499, 502

options, 440

printing, 501-502

sending as email message, 499

viewing, 438

callouts

adding to shapes in Word, 142

defined, 139

captions, adding to graphics (Word),
135-136

capturing screenshots in OneNote, 537

carbon copy field (Outlook), 449

categories for email messages
(Outlook), 461, 464

Cc field (Outlook), 449

cell references, 206. See also
referencing

cells (Excel)

active cells, 217, 221

Auto Fill feature, 253-256

commenting in, 285-287

conditional formatting, 287-290

defined, 121

deleting contents, 235

editing, 235-236

formatting, 277-280

in formulas, 225

in worksheets, 206

inserting, 233

merging, 280-282, 316-318

protecting, 313-316

references, 206. See also
referencing

612
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absolute references, 228

referencing other worksheets,
265-266

relative references, 227

ranges

defined, 248

deleting hidden, 341

in formulas, 249-250

formatting hidden, 341

naming, 250-253

overlapping, 252

printing, 326

selecting, 248-250

resizing, 230

center justification (Word), 84

centering headings (Excel), 280-282

Change Chart Type dialog box 
(Excel), 308

characters

counting in Word, 158-159

formatting in Word, 80-81, 84

charts

changing chart type in Excel, 308

creating in Excel, 304-306, 308

customizing 3-D charts in Excel, 308

inserting

in PowerPoint, 394-395, 397

in Word documents, 143, 145

613

moving in Excel, 307

resizing in Excel, 307

Check Address dialog box 
(Outlook), 477

Check Full Name dialog box 
(Outlook), 477

Check Names dialog box 
(Outlook), 487

choosing. See selecting

clearing text formatting in Word, 84

clicking mouse pointer in 
PowerPoint, 363

clip art. See also graphics

defined, 136

inserting

in PowerPoint, 398

in worksheets in Excel, 310, 313

Clipboard. See Windows Clipboard

closing

notebooks in OneNote, 526

presentations in PowerPoint, 361

collapsing details in Excel, 346

color

changing in notes in Outlook, 515

formatting in Excel, 277

text, changing in Word, 83

Color Categories dialog box 
(Outlook), 464
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color-coding email messages in
Outlook, 461, 464

colors

background colors, changing in
Word, 91

gradient, defined, 390

in cross-referenced cells in 
Excel, 236

in themes, customizing in Word, 101

selecting for backgrounds in
PowerPoint, 388

selecting in themes in Excel, 297

Colors dialog box (Word), 83

column headings, importing data in
Excel, 337

columns

adding in Excel, 225-226

deleting in Excel, 235

freezing in Excel, 274-276

in worksheets, 206

inserting in Excel, 232-233

multicolumn layouts, creating in
Word, 92, 94

resizing in Excel, 279

columns (of tables)

deleting in Word, 130

inserting in Word, 130

resizing in Word, 129-130

combining paragraphs in Word, 77

combining. See merging cells

comments

cells, Excel, 285-287

printing in Excel, 326

compressing graphics

in PowerPoint, 401

in Word, 136

conditional formatting

defined, 287

of cells in Excel, 287-290

consecutive hyphens in Word, 166

Contact dialog box (Outlook), 477, 512

contacts

creating

from email messages in 
Outlook, 460

in Outlook, 476-477, 480

electronic business cards

editing in Outlook, 512

in Outlook, 509, 512-513

sending in Outlook, 512

viewing in Outlook, 512-513

email distribution lists, creating in
Outlook, 484-487

locating on map in Outlook,
488-489

options, setting in Outlook, 441

printing in Outlook, 480-481

searching in Outlook, 496

614

60529018_Index.qxd  10/19/06  3:38 PM  Page 614



sending email messages to in
Outlook, 448

viewing in Outlook, 438

Contacts folder (Outlook), 476

contacts

creating, 476-477, 480

locating on map, 488-489

printing, 480-481

searching, 496

electronic business cards, viewing,
512-513

converting

bulleted lists to text (Word), 110

footnotes to endnotes in Word, 186

presentations to online
presentations in PowerPoint,
422-425

text to bulleted lists (Word), 110

Word documents to PowerPoint 
presentations, 573-576

copy and paste, sharing data between
applications, 564-567

copying

Excel worksheets to OneNote, 579

formulas in Excel, 227-232

text in Word, 50

Count() function (Excel), 259

counting words/characters in Word,
158-159

cover pages, creating in Word, 132-134

615

Create a New Building Block dialog box
(Word), 172

Create Chart dialog box 
(PowerPoint), 394

Create New Building Block dialog box
(Word), 134

Create New Style from Formatting 
dialog box (Word), 129

cross-referenced cells, viewing in 
Excel, 236

cross-references

in Word indexes, 120

inserting hyperlinks in OneNote, 537

to web page data in OneNote, 536

cursors, insertion points, defined, 45

Custom Animation task pane
(PowerPoint), 408

custom watermarks, creating in Word,
169-170

Customize Keyboard dialog box 
(Word), 547

customizing

backgrounds in PowerPoint, 388

graphics in worksheets in Excel, 310

Outlook options, 439-444

PowerPoint, 356-359

Quick Access toolbar in Office,
551-554

setting

in Excel, 207, 210-211

in Outlook, 439-444
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in PowerPoint, 356-359

in Word, 32-33, 36-37

themes in Word, 101-102

3-D charts in Excel, 308

Word, 32-33, 36-37

D

Daily Scheduler (Outlook), 498

data, inserting in OneNote,
535-537, 540

data integrity

importance of, 304

protecting worksheets in Excel,
313-316

validating data in worksheets in
Excel, 318-321

data series, defined, 305

data source

defined, 188

selecting for Word mail merge, 190

data types in Excel, 216

Data Validation dialog box (Excel),
319, 321

data validity

defined, 318

in worksheets in Excel, 318-321

databases

creating in Excel, 332, 334

defined, 330

fields

defined, 332

naming in Excel, 333

filtering data in Excel, 340-341, 344

importing data in Excel, 334-337

in Excel, 330-332

records

defined, 332

sorting in Excel, 334

sorting data in Excel, 338-340

summarizing data in Excel, 344-346

dates, inserting in headers/footers in
PowerPoint, 402

Date Navigator (Outlook), 498

date/time, inserting in slides in
PowerPoint, 373

dates

calculations with in Excel, 267-270

in Excel, 216, 220-221

dates. See also times

dates/times. See also calendar

Day() function (Excel), 269

Days() function (Excel), 270

decimal tab stop in Word, 77

616
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default tab stops in Word, 79

default template in Word, 95

definitions, looking up in Word,
148, 150

deleted email messages, retrieving in
Outlook, 459

deleting

AutoCorrect entries, 163

Backgrounds in PowerPoint, 388

cell contents in Excel, 235

columns in Excel, 235

email messages

from Search Folder in 
Outlook, 496

in Outlook, 454

graphics in OneNote, 535

hidden cell ranges in Excel, 341

numbered list items in Word, 114

pages in OneNote, 529

protection from worksheets in 
Excel, 314

Quick Access toolbar buttons in
Office, 552

row formatting in Excel, 282

rows in Excel, 235

shapes in Word, 142

slides in PowerPoint, 355

styles in Excel, 295

tab stops in Word, 78

table columns in Word, 130

617

text in Word, 48

watermarks in Word, 169

descending order defined, 338

details, collapsing in Excel, 346

Developer tab (Word Options dialog
box), 35

Developer tab (Word), viewing, 545

Diagram Gallery dialog box 
(Excel), 313

dictionaries

adding words to in Word, 63

looking up definitions in Word,
148, 150

translating text in Word, 150,
153-154

digital ink, defined, 533

disabling

grammar-checking in Word, 63, 65

special effect previews in
PowerPoint, 410

spell-checking in Word, 36, 65

displaying. See viewing

Distribution List dialog box 
(Outlook), 484

distribution lists, 484

creating in Outlook, 484-487

document extensions. See file
extensions
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Document Type Definition (DTD). See
DTD (Document Type Descriptor)

documents. See also text; Word

accessing from Internet, 582

background colors changing in
Word, 91

bulleted lists creating in Word,
108-109, 111

character formatting in Word,
80-81, 84

converting to PowerPoint
presentations, 573-574, 576

cover pages creating in Word,
132, 134

creating

in Word, 37-40

Word documents from 
OneNote, 576

editing in Word, 45-52

finding/replacing text in Word, 57,
59-61

footnotes/endnotes inserting in
Word, 182-186

graphics, inserting in Word, 134-136

headers/footers

in Word, 176-178

inserting in Word, 178-182

hyperlinks

inserting, 584-585

removing, 587

indents

changing in Word, 73

indexes, creating in Word, 117-121

inserting charts/spreadsheets in
Word, 143-145

margins, changing in Word, 73, 91

multiple columns, creating in Word,
92-94

navigating in Word, 53-57

numbered lists, creating in 
Word, 111-114

opening in Word, 41, 44-45

orientation, changing in Word, 91

page breaks, inserting in Word, 89

page formatting in Word, 89-91

paper size, changing in Word, 91

paragraph formatting in Word,
84-85, 89

previewing in Word, 65

printing in Word, 65-68

Quick Access toolbar,
customizing, 554

rulers in Word, 70-74

saving

as web pages in Word, 592

in different formats (Word),
187-188

in Word, 37, 45, 48-53

section breaks, inserting in Word,
89, 94

618
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shapes, drawing in Word,
139-140, 142

spell-checking/grammar-checking in
Word, 61, 63-65

styles in Word, 95-97, 99

tab stops

changing in Word, 73

in Word, 77-79

tables of contents, creating in Word,
114-117

templates in Word, 94-96, 103, 106

themes in Word, 95-96, 100, 103

viewing in Word, 43-44

watermarks, inserting in Word,
168-170

.DOCX file extension, 41, 187

dollar sign ($) in Excel, 228

domains, defined, 467

downloading PDF file format add-in to
Office, 557

.dot file extension, 95, 106, 301

Draft view (Word), 44

drafts, saving email messages as in
Outlook, 452

drag and drop, sharing data between
applications, 564-567

drawing shapes in Word, 139-142

drawing tools

OneNote, 533-535

viewing in OneNote, 524

619

driving directions for contacts in
Outlook, 489

Drop Cap dialog box (Word), 161

drop caps

creating in Word, 159-161

defined, 159

DTD (Document Type Descriptor),
defined, 559

E

Edit Business Card dialog box
(Outlook), 512

Edit WordArt Text dialog box 
(Word), 197

editing. See also customizing

cells in Excel, 235-236

comments in cells in Excel, 287

documents

in Word, 45-52

opening to most recent edit
(Word), 42

electronic business cards in 
Outlook, 512

formulas in Excel, 220

hyperlinks in Word, 37

text, undoing edits in Word, 52

worksheets in Excel, 216-221
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effects in themes, customizing in 
Word, 102

electronic business cards

defined, 511

editing in Outlook, 512

sending in Outlook, 512

viewing in Outlook, 512-513

electronic postage in Word, 194

email accounts, setting up, in Outlook,
444-447

email addresses, typing in Outlook,
448-449

email folders, creating in Outlook, 492

email messages

adding attachments in Outlook, 452

attachments on forwarded 
messages in Outlook, 457

color-coding in Outlook, 461, 464

creating appointments from in
Outlook, 460

creating contacts from in 
Outlook, 460

creating to-do lists from in 
Outlook, 461

deleting

from Search Folder in 
Outlook, 496

in Outlook, 454

distribution lists, creating in 
Outlook, 484-487

email signatures, creating in
Outlook, 468-471

flagging in Outlook, 461

formatting in Outlook, 451

forwarding in Outlook, 456-459

Inbox, viewing in Outlook, 435

marking as unread in Outlook, 453

options, setting in Outlook, 440,
443-444

organizing in Outlook, 459-461, 464

reading in Outlook, 454

receiving in Outlook, 453, 456

replying to in Outlook, 456-459

retrieving deleted messages in
Outlook, 459

routing with rules in Outlook, 445

saving as drafts in Outlook, 452

searching in Outlook, 492-496

searching related messages in
Outlook, 459

security issues in Outlook, 465-468

sending

from Office applications,
604, 607

in Outlook, 452

sending calendar as in Outlook, 499

sending electronic business cards in
Outlook, 512

sending to mobile phones in
Outlook, 441

sorting by category in Outlook, 464

620
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typing in Outlook, 448-449, 452

viewing attachments in 
Outlook, 454

viewing graphics in Outlook,
438, 466

warning about attachments in
Outlook, 453

email signatures

creating in Outlook, 468-469, 471

defined, 469

embedding. See also copying

defined, 567

fonts in presentations in 
PowerPoint, 359

enabling

smart tags, 588

spell-checking in Word, 36

endnotes

defined, 182

inserting in Word, 182-186

entering, 259. See also typing

Envelope Options dialog box 
(Word), 194

envelopes, printing in Word, 194-196

Envelopes dialog box (Word), 194

equal sign (=) in Excel, 223

erasing. See deleting

error messages, printing in Excel, 326

621

error-checking, formulas, in Excel, 210

errors, reducing with macros, 544

Excel

AutoComplete feature, 219

AutoCorrect feature, 210

cell ranges, deleting/formatting 
hidden, 341

cells

active cells, 217, 221

Auto Fill feature, 253-256

commenting in, 285-287

conditional formatting, 287-290

deleting contents, 235

editing, 235-236

formatting, 277-280

in formulas, 225

inserting, 233

merging, 280-282, 316-318

referencing other worksheets,
265-266

resizing, 230

charts

changing chart type, 308

creating, 304-308

customizing 3-D charts, 308

inserting in Word documents,
143-145

moving, 307

resizing, 307
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columns

deleting, 235

inserting, 232-233

data types, list of, 216

databases, 330-332

creating, 332-334

filtering data, 340-341, 344

importing data, 334-337

naming fields, 333

sorting data, 338-340

sorting records, 334

summarizing data, 344-346

dates, calculations with, 267-270

defined, 11

email messages, sending, 604-605

features of, 15-16

formulas, 223-225

copying/pasting, 227-232

error-checking, 210

setting options, 210

functions, 256-258

Function Wizard, 263-264

list of, 259

Sum, 225-226

typing, 259, 261

graphs, new features, 23

gridlines, printing, 285

headers/footers, 283

headings, centering, 280-282

limitations of, 270-271

numbers as text, 219

options, setting, 207, 210-211

ranges

in formulas, 249-250

naming, 250-253

overlapping, 252

selecting, 248-250

rows

deleting, 235

inserting, 233

rows/columns

deleting formatting, 282

freezing, 274-276

resizing, 279

spreadsheets, inserting in Word 
documents, 143-145

stock prices, inserting,
587-589, 591

styles, 291-295

templates, 290-292, 298, 301

themes, 290-291, 295-297

times, calculations with, 267-270

titles, repeating, 285

web pages

creating, 596-599

publishing, 597

workbooks

creating, 211-213

622
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filename extensions when 
saving, 324

saving, 213

worksheets versus, 204-206

worksheets

creating in Word, 567

data validation, 318-321

editing, 216-221

finding and replacing data,
244-247

formatting, 274

freezing rows/columns, 274-276

importing/exporting data,
322-324

inserting, 206

inserting graphics, 309-310, 313

navigating, 221-222

opening, 213, 216

page setup options, 283-285

printing, 238, 241, 325-327

protecting, 313-316

renaming, 206, 265

save options, 210

saving, 205, 216

sharing with OneNote, 579

Excel Options dialog box, 207, 210-211

exceptions, adding to AutoCorrect 
feature in Word, 164

exclamation point (!) in Excel, 252

623

exclamation point (!) icon in Excel, 236

exporting

defined, 322

tables in Access, 335

worksheet data in Excel, 322-324

Extensible Markup Language (XML),
defined, 558

extensions, 41. See also file extensions

extra writing space, inserting in
OneNote, 532

F

Favorite Folders area (Outlook), 435

feeds. See RSS feeds

fields

defined, 177, 332

naming in Excel, 333

file extensions

.DOCX, 41, 187

.dot, 95, 106, 301

.pptx (PowerPoint), 360

workbooks, saving in Excel, 324

.xlsx (Excel), 205

file formats in Office, 25

File Transfer Protocol (FTP),
defined, 425
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files. See also documents

backing up in Outlook, 434

saving

in Office, 542-543

in other formats in Office,
554-557

XML file format, 557-562

fill handles, defined, 255

filling cells, Auto Fill feature in Excel,
253-256

filtering database data in Excel,
340-341, 344

Find and Replace dialog box (Excel),
246-247

Find and Replace dialog box (Word),
57, 59-61

Find dialog box (PowerPoint), 376

finding

text

in PowerPoint, 375-377

in Word, 57-61

worksheet data in Excel, 244-247

Finish command (Office menu), 8

first line indents, defined, 73

first-line indents, changing in Word, 85

flagging email messages in 
Outlook, 461

flowcharts, defined, 139

folders

Contacts folder (Outlook), 476

contacts list, printing, 480-481

contacts, creating, 476-477, 480

contacts, locating on map,
488-489

electronic business cards,
viewing, 512-513

email folders, creating in 
Outlook, 492

in Outlook, 434-435

Notes folder (Outlook), viewing
notes, 515-516

Search Folders, creating in Outlook,
495-496

Font dialog box (Word), 84

fonts

changing in Word, 81

defined, 80

embedding in presentations in
PowerPoint, 359

formatting in Excel, 277-279

in themes, customizing in Word, 102

selecting in themes in Excel, 297

footers

defined, 177

in Excel, 283

in Word, 176-178

624
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inserting

in PowerPoint, 401-404

in Word, 178-182

moving in PowerPoint, 404

footnotes

defined, 182

inserting in Word, 182-186

form letters, writing in Word, 189-193

Format Background dialog box
(PowerPoint), 388-391

Format Cells dialog box (Excel), 295

Format Chart Area dialog box 
(Excel), 308

Format Data Labels dialog box
(PowerPoint), 397

Format WordArt dialog box (Word), 197

formatted text, finding/replacing in
Word, 60

formatting

background in OneNote, 530

cells in Excel, 277-280

dates in Excel, 220-221

documents. See also styles; 
templates; themes

character formatting in Word,
80-81, 84

page formatting in Word, 89-91

625

paragraph formatting in Word,
84-85, 89

email messages

in Outlook, 451

setting options in Outlook,
443-444

email signatures in Outlook, 471

graphics in PowerPoint, 400

headers/footers in Word, 182

hidden cell ranges in Excel, 341

numbers as text in Excel, 219

page numbers in Word indexes, 120

rows/columns, deleting formatting
in Excel, 282

tables in Word, 122, 126

text

AutoFormat feature in Word,
173-176

in OneNote, 530

in PowerPoint, 373-375

with WordArt, 197-199

web page data in OneNote, 536

worksheets

conditional formatting in Excel,
287-290

freezing rows/columns, 274-276

in Excel, 274

page setup options in Excel,
283-285

60529018_Index.qxd  10/19/06  3:38 PM  Page 625



formulas

copying/pasting in Excel, 227-232

defined, 223

editing in Excel, 220

error-checking in Excel, 210

functions in Excel, 258

in Excel, 216, 223-225

ranges in Excel, 249-250

setting options in Excel, 210

typing in Excel, 220

forwarding email messages in Outlook,
456-459

freezing rows/columns in Excel,
274-276

FTP (File Transfer Protocol),
defined, 425

ftp programs, defined, 324

full justification (Word), 84

Full Screen Reading view (Word), 44

Function Wizard (Excel), 263-264

functions

defined, 244

for dates/times in Excel, 267-270

Function Wizard in Excel, 263-264

in Excel, 256-258

in formulas in Excel, 258

Sum in Excel, 225-226

Typing in Excel, 259, 261

G

gallery, defined, 134

GIF files, animated GIF files, 407

giving presentations. See running 
presentations

Go menu (Outlook), 438

Go To dialog box (Excel), 221

Go To dialog box (Word), 54, 56

gradient, defined, 390

grammar-checking

disabling in Word, 65

documents in Word, 61-65

presentations in PowerPoint, 359

grand totals. See totals

graphics, 401. See also clip art, shapes

compressing in PowerPoint

deleting in OneNote, 535

formatting in PowerPoint, 400

inserting

for backgrounds in 
PowerPoint, 391

in OneNote, 533-535, 539

in PowerPoint, 397-398, 401

in Word, 134-136

in worksheets in Excel,
309-310, 313

resizing

in OneNote, 535

in PowerPoint, 398
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rotating

in OneNote, 535

in PowerPoint, 400

selecting in OneNote, 535

viewing in email messages in
Outlook, 438, 466

graphs, 23. See also charts

gridlines, printing in Excel, 285, 326

H

handles, defined, 135

Handout Master, defined, 420

handouts

headers/footers, inserting in
PowerPoint, 402

overhead transparencies in
PowerPoint, 369

printing in PowerPoint, 367,
419-420

hanging indents, defined, 74

Header and Footer dialog box
(PowerPoint), 401

headers

defined, 177

in Excel, 283

in Word, 176-178

inserting

in PowerPoint, 401-404

627

in Word, 178-182

moving in PowerPoint, 404

headings, centering in Excel, 280-282

help features (Office), 25-27

hidden cell ranges

deleting in Excel, 341

formatting in Excel, 341

hidden characters, viewing in Word, 36

hidden characters. See formatting
characters, nonprinting characters

hiding slides in PowerPoint, 414

horizontal ruler, defined, 70

Hour() function in Excel, 269

HTML (Hypertext Markup 
Language), 558

defined, 44

HTML-formatted email messages in
Outlook, 443

Hyperlink dialog box (OneNote), 537

hyperlinks

editing in Word, 37

inserting

in Office applications, 570

in Office documents, 584-585

in OneNote, 537

removing in Office documents, 587

Hypertext Markup Language (HTML).
See HTML (Hypertext Markup
Language)
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hyphenation

in Word, 164-166

setting in Word, 88

I

i icon (smart tags), 588

images. See graphics

importing

database data in Excel, 334-337

defined, 322

worksheet data in Excel, 322, 324

Inbox, viewing in Outlook, 435

indents

changing in Word, 73, 85, 88

defined, 71

in bulleted lists in Word, 109

in numbered lists in Word, 113

index codes as nonprinting characters
in Word, 118

Index dialog box (Word), 121

indexes

creating in Word, 117-121

defined, 117

options, setting in Outlook, 441

information overload, defined, 21

Insert Address Block dialog box 
(Word), 193

Insert Chart dialog box 
(PowerPoint), 395

Insert dialog box (Excel), 233

Insert File dialog box (Outlook), 452

Insert Function dialog box (Excel),
263-264

Insert Hyperlink dialog box, 585

insert mode (Word), defined, 48

Insert Picture dialog box (Excel), 309

Insert Picture dialog box (PowerPoint),
391, 398

Insert Stock Price dialog box 
(Excel), 589

inserting

AutoText in Word, 172

Borders in Word, 88

cells in Excel, 233

charts in PowerPoint, 394-397

charts/spreadsheets in Word 
documents, 143, 145

clip art

in PowerPoint, 398

in worksheets in Excel, 310, 313

columns in Excel, 232-233

comments in cells in Excel,
285, 287

data in OneNote, 535-537, 540

date/time

in headers/footers in 
PowerPoint, 402

in slides in PowerPoint, 373
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extra writing space in OneNote, 532

footnotes/endnotes in Word,
182-186

graphics

for backgrounds in 
PowerPoint, 391

in OneNote, 533-535, 539

in PowerPoint, 397-401

in Word, 134-136

in worksheets in Excel,
309-310, 313

headers/footers

in PowerPoint, 401-404

in Word, 178-182

hyperlinks

in Office applications, 570

in Office documents, 584-585

in OneNote, 537

multimedia in PowerPoint,
404-405, 407

nonbreaking hyphens in Word, 166

numbered list items in Word, 113

optional hyphens in Word, 165

page breaks in Word, 89

pages in OneNote, 528

rows in Excel, 233

screenshots in OneNote, 537

section breaks in Word, 89, 94

shortcuts in Office applications,
571, 573

629

slide numbers in headers/footers in
PowerPoint, 402

slides in PowerPoint, 352, 355, 373

SmartArt in worksheets in 
Excel, 313

soft returns in Word, 76

sound files in OneNote, 540

speaker’s notes in PowerPoint,
416-417

stock prices in worksheets, 587-591

symbols in Word, 154, 156

table columns in Word, 130

text in PowerPoint, 353

video files in OneNote, 540

watermarks in Word, 168-170

worksheets in Excel, 206

insertion point

defined, 45

in Excel, 221

Instant Search feature

defined, 492

in Outlook, 491-496

integers, defined, 256

integrity of data. See data integrity

interface (of Office), new features, 4-5

Live Preview feature, 9-10

Office menu, 8-9

Quick Access toolbar, 7-8

ribbon, 5-7
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Internet

accessing Office documents, 582

stock prices, inserting in
worksheets, 587-591

updating Office, 583

Internet Service Provider (ISP),
defined, 444

Internet-based worksheets, referencing
in Excel, 266

Internet, 592. See also web pages

intranets, defined, 14

ISP (Internet Service Provider),
defined, 444

italics, applying in Word, 81

J

journal feature in Outlook, 439

Junk E-mail Options dialog box
(Outlook), 467

junk email

replying to, 467

security issues in Outlook, 465-468

justification

changing in Word, 85

defined, 84

in Excel, 220

in Word, 84

K

keyboard shortcuts

assigning macros to in Office, 547

Excel navigation, 222

for presentations in PowerPoint, 364

for symbols, 156

navigating tables in Word, 129

Office menu, 8

Word, 55

kiosk presentations. See automatic
presentations

L

Label Options dialog box (Word), 196

labels

in Excel, 216

printing in Word, 194-196

Labels dialog box (Word), 196

landscape orientation

defined, 91

in Excel, 284

printing presentations in 
PowerPoint, 369

languages, translating in Word,
150-154

Lasso tool (OneNote), 535
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layouts

defined, 351

in PowerPoint, 384

resizing fields in PowerPoint, 385

selecting in PowerPoint, 354-385

left justification (Word), 84

left margin indents, defined, 73

left tab stop in Word, 77

legends, defined, 308

limitations of Excel, 270-271

lines

counting in Word, 158-159

formatting background in 
OneNote, 530

linking

defined, 567

Excel worksheets to OneNote, 579

sharing data between applications,
567-570

updating links in Office 
applications, 570

lists

bulleted lists, creating in Word,
108-111

numbered lists, creating in Word,
111-114

Live Preview feature, 5, 9-10

loading. See importing

631

locating contacts on map in Outlook,
488-489

locking. See protecting

M

macros

assigning to buttons/keystrokes in
Office, 547

defined, 542

naming in Office, 545

overview, 542-544

recording in Office, 544-548

Visual Basic for Applications (VBA),
overview, 548-551

mail merge

defined, 188

in Word, 188-193

for labels, 196

Mail Merge Recipients dialog box
(Word), 192

mailing labels. See labels

main documents, defined, 189

manual hyphenation in Word, 166

maps, locating contacts in Outlook,
488-489
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margins

changing

in Excel, 283

in Word, 73, 91

web pages and, 593

Mark Index Entry dialog box (Word),
118, 120

marking email messages as unread in
Outlook, 453

Max() function (Excel), 259

media clips. See multimedia

meetings, creating in Outlook, 505

menus, submenus, defined, 33

merging cells

defined, 280

in Excel, 280-282, 316-318

Message dialog box (Outlook), 448

messages (email). See email
messages

Microsoft Office Open XML File Format,
defined, 25

Microsoft Office. See Office

Min() function (Excel), 259

mini toolbar, viewing in Word, 50

minimizing To-Do Bar in Outlook, 474

Minute() function in Excel, 269

mobile phone options, setting in
Outlook, 441

Month() function in Excel, 269

mouse pointer, clicking in 
PowerPoint, 363

movies. See video

moving. See also navigating

around worksheets in Excel,
221-222

charts in Excel, 307

data between applications, with drag
and drop, 564-567

formulas in Excel, 227-232

headers/footers in PowerPoint, 404

note containers in OneNote, 530

Quick Access toolbar in Office, 552

text in Word, 50

multilevel indexes, defined, 120

multimedia, inserting

in OneNote, 535-537, 540

in PowerPoint, 404-407

multiple columns

creating in Word, 92, 94

deleting in Excel, 235

inserting in Excel, 233

multiple documents, opening in 
Word, 41

multiple indexes in Word, 118

multiple presentations, opening in
PowerPoint, 361
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multiple ranges in functions in 
Excel, 261

multiple rows

deleting in Excel, 235

inserting in Excel, 233

multiple text selections in Word, 52

multiple worksheets

opening in Excel, 214

printing in Excel, 327

referencing in Excel, 265-266

N

naming

fields in Excel, 333

macros in Office, 545

ranges in Excel, 250-253

narration, adding to presentations in
PowerPoint, 414

navigating

documents in Word, 53, 55-57

tables in Word, 129

worksheets in Excel, 221-222

Navigation pane (OneNote), 523

Network projection (Windows Vista) for
PowerPoint presentations, 366

New Document window (Word),
38-40, 103

633

new features of Office, 4-5, 22-24

file formats, 25

Live Preview feature, 9-10

Office menu, 8-9

Quick Access toolbar, 7-8

ribbon, 5-7

starting, 32

New Name dialog box (Excel), 250

New Notebook Wizard dialog box
(OneNote), 526

New Search Folder dialog box
(Outlook), 495

New Workbook dialog box (Excel), 211

newline characters. See soft returns

newsgroups, defined, 433

newsletters. See multiple columns

non-Office applications, saving files for
in Office, 554-557

nonbreaking hyphens

defined, 165

inserting in Word, 166

nonprinting characters

viewing

in Word, 52, 75, 118

nonprinting characters. See also
formatting characters

Normal view (PowerPoint), 361
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note containers

defined, 524

moving in OneNote, 530

resizing in OneNote, 524

notebooks

closing in OneNote, 526

creating in OneNote, 526-529

data, inserting in OneNote,
535-537, 540

deleting pages in OneNote, 529

graphics, inserting in OneNote,
533-535

hyperlinks, inserting in 
OneNote, 537

in OneNote, 520-522

inserting pages in OneNote, 528

OneNote Guide notebook, overview,
523-524

renaming sections in OneNote, 528

screenshots, inserting in 
OneNote, 537

typing text in OneNote, 529-532

notes. See also comments; OneNote;
speaker’s notes

creating in Outlook, 513-516

saving in Outlook, 515

viewing in Outlook, 439, 515-516

Notes folder (Outlook), notes, viewing,
515-516

Notes Page view (PowerPoint),
416-417

notes, 285. See also comments

notes, 520, 576. See also OneNote

Now() function in Excel, 267

numbered lists, creating

in OneNote, 531

in Word, 111, 113-114

numbers

as text in Excel, 219

formatting in Excel, 279

in Excel, 216

typing in Excel, 219

O

Office. See also Excel; OneNote;
Outlook; PowerPoint; Word

accessing documents from 
Internet, 582

applications in, 11-12

email messages, sending from 
applications, 604, 607

files

saving backups, 542-543

saving in other formats,
554-555, 557

help features, 25-27

hyperlinks

inserting, 584-585

removing, 587
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interface, new features, 4-10

macros

assigning to buttons/
keystrokes, 547

naming, 545

overview, 542-544

recording, 544-548

Visual Basic for Applications
(VBA), 548-551

new features, 22-24

file formats, 25

PDF file format add-in, downloading
to Office, 557

Quick Access toolbar, customizing,
551-552, 554

sharing data between applications

with drag and drop, 564-567

with linked data, 567-570

with OneNote, 576-579

with shortcuts, 571-573

updating via Internet, 583

versatility of, 13

versions of, 13

website for, 10-11

XML file format, 557-562

Office Basic 2007, 13

Office button, 33, 207

Office Enterprise 2007, 13

Office Home and Student 2007, 13

635

Office menu, 8-9

Office Professional 2007, 13

Office Professional Plus 2007, 13

Office Small Business 2007, 13

Office Standard 2007, 13

OneNote

calculations in, 530

data, inserting, 535-537, 540

defined, 12

drawing tools, 533-535

viewing, 524

email messages, sending, 605-607

extra writing space, inserting, 532

features of, 19-22

graphics

deleting, 535

inserting, 533-535, 539

resizing, 535

rotating, 535

selecting, 535

hyperlinks, inserting, 537

note containers

moving, 530

resizing, 524

notebooks, 520-522

closing, 526

creating, 526-529

OneNote Guide notebook,
523-524
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notes (Outlook) versus, 513

overview, 520-522

pages

deleting, 529

inserting, 528

screenshots, capturing, 537

sections, renaming, 528

sharing data between applications,
576-579

sound files, inserting, 540

spell-checking, 530

text, typing, 529-532

video files, inserting, 540

OneNote Guide notebook, 522

overview, 523-524

viewing, 523

online access. See Internet

online presentations, creating in
PowerPoint, 422-425

online presentations. See web pages

Open dialog box (Excel), 214

Open dialog box (PowerPoint), 360

Open dialog box (Word), 41

opening

documents in Word, 41, 44-45

presentations in PowerPoint,
360-361

worksheets in Excel, 213, 216

operator hierarchy model, defined, 225

operators in Excel, 224-225

optional hyphens, inserting in 
Word, 165

options

setting

in Excel, 207, 210-211

in Outlook, 439-441, 443-444

in PowerPoint, 356-357, 359

in Word, 32-33, 36-37

setting for junk email in 
Outlook, 467

setting to-do list options in 
Outlook, 472

ordered lists. See numbered lists

ordering. See sorting

organizing email messages in Outlook,
459-461, 464

orientation, changing

in Excel, 284

in Word, 91

outline, printing in PowerPoint, 367

Outlook

appointments

creating, 502-503, 506

creating from email 
messages, 460

blocked senders list, adding
addresses to, 467
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calendar

changing views, 498-499, 502

printing, 501-502

setting options, 440

viewing, 438

contacts

creating from email 
messages, 460

setting options, 441

viewing, 438

Contacts folder, 476

contacts list, printing, 480-481

contacts, creating, 476-477, 480

contacts, locating on map,
488-489

defined, 12

electronic business cards, 509,
512-513

editing, 512

sending, 512

viewing, 512-513

email accounts, setting up, 444-447

email addresses, typing, 448-449

email distribution lists, creating,
484-485, 487

email folders, creating, 492

email messages

adding attachments, 452

attachments on forwarded 
messages, 457

color-coding, 461, 464

637

deleting, 454

flagging, 461

formatting, 451

forwarding, 456-459

marking as unread, 453

organizing, 459-461, 464

reading, 454

receiving, 453, 456

replying to, 456-459

retrieving deleted messages, 459

routing with rules, 445

saving as drafts, 452

searching related messages, 459

security issues, 465-468

sending, 452

setting options, 440, 443-444

sorting by category, 464

typing, 448-449, 452

viewing attachments, 454

viewing graphics, 438, 466

warning about attachments, 453

email signatures, creating, 468-471

features of, 17-19, 432-434

files, backing in, 434

folders, 434

Favorite Folders area, 435

Go menu, 438

Inbox, viewing, 435

indexes, setting options, 441
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Instant Search feature, 491-492,
495-496

journal feature, 439

meetings, creating, 505

mobile phone options, setting, 441

new features, 24

notes

creating, 513-516

saving, 515

viewing, 439, 515-516

options, setting, 439-444

Outlook Express versus, 432

reminders, receiving, 506

RSS feeds, receiving, 506-509

safe senders list, adding addresses
to, 466

screens in, 434-435, 438-439

searches, setting options, 441

searching in, 433

tasks, setting options, 440

time zones, setting, 440

to-do list, viewing, 438

to-do lists

creating, 471, 474

creating from email 
messages, 461

Outlook Express, 432

Outlook Today view, 434-435

overlapping ranges in Excel, 252

overtype mode (Word), defined, 48

P

page breaks, inserting in Word, 89

page formatting in Word, 89, 91

page numbers

formatting in Word indexes, 120

inserting in headers/footers in
PowerPoint, 402

page orientation, changing in Word, 91

page previews in Excel, 239

Page Setup dialog box (Excel), 238,
283, 326

Page Setup dialog box (Outlook),
481, 501

Page Setup dialog box 
(PowerPoint), 369

Page Setup dialog box (Word), 72

page setup options in Excel, 283-285

pages

counting in Word, 158-159

deleting in OneNote, 529

inserting in OneNote, 528

pages. See slides

palettes, defined, 83

paper size, changing

in Excel, 283

in Word, 91

Paragraph dialog box (Word), 88
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paragraph formatting in Word,
84-85, 89

paragraph indents. See indents

paragraphs

breaking in Word, 74-77

combining in Word, 77

counting in Word, 158-159

entering in Word, 45

parentheses () in Excel functions, 257

passwords, protecting worksheets in
Excel, 314

pasting

formulas in Excel, 227-232

text in Word, 50

PDF (portable document format) file
format

defined, 555

downloading add-in to Office, 557

reading, 557

saving as in Office, 557

Pen tool (OneNote), 534

Personal notebook (OneNote), 521

personalized letters. See mail merge

phishing, defined, 466

Pi() function (Excel), 259

pictures, adding to contacts in 
Outlook, 479

pictures. See graphics

plain text email messages in 
Outlook, 443
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point size, changing in Word, 81

points, defined, 80

polygons, defined, 139

portable document format (PDF) file
format. See PDF (portable document
format) file format

portrait orientation

defined, 91

in Excel, 284

printing presentations in 
PowerPoint, 369

postage, electronic postage in 
Word, 194

pound sign (#) in Excel, 230, 279

PowerPoint

automatic presentations, creating,
413-416

charts, inserting, 394-397

clip art, inserting, 398

customizing, 356-357, 359

defined, 12

email messages, sending, 604-605

features of, 16-17

graphics

compressing, 401

formatting, 400

inserting, 397-398, 401

resizing, 398

rotating, 400

handouts, printing, 367, 419-420
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headers/footers

inserting, 401-404

moving, 404

layouts, 384

resizing fields, 385

selecting, 354, 385

multimedia, inserting, 404-407

narration, adding, 414

online presentations, creating,
422-425

outlines, printing, 367

overhead transparencies,
printing, 369

presentations, 350

clicking mouse pointer, 363

closing, 361

converting Word documents to,
573-576

creating, 351-355

creating from templates, 381

embedding fonts, 359

grammar-checking, 359

keyboard shortcuts, 364

opening, 360-361

printing, 366-369

running, 363-366, 425-427

saving as templates, 384

spell-checking, 353, 357

views, 361

Windows Vista Network 
projection, 366

zooming, 361

shooting star icon, 413

slide shows, starting, 366

slides

annotating with OneNote, 577

deleting, 355

hiding, 414

inserting, 352, 355, 373

inserting date/time, 373

rearranging, 416

selecting backgrounds, 388-391

timers on, 365

timings, 416

speaker’s notes

inserting, 416-417

printing, 367, 417

special effects

adding, 407-410

disabling previews, 410

templates, 381-384

creating, 384

text

animating, 378-381

finding/replacing, 375-377

formatting, 373-375

inserting, 353

typing, 372-373
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themes, 384

saving, 387

selecting, 385

transitions, adding, 411-413

web pages, creating, 599-600, 603

PowerPoint Options dialog box,
357-359

.pptx filename extension 
(PowerPoint), 360

Preferences dialog box (Outlook), 440

presentations, 350. See also slides

automatic presentations, creating in
PowerPoint, 413-416

charts, inserting, 394-397

clicking mouse pointer in
PowerPoint, 363

clip art, inserting, 398

closing in PowerPoint, 361

converting Word documents to in
PowerPoint, 573-576

creating in PowerPoint, 351-355

creating from templates in
PowerPoint, 381

defined, 350

embedding fonts in PowerPoint, 359

grammar-checking in Power-
Point, 359

graphics

compressing, 401

formatting, 400

641

inserting, 397-401

resizing, 398

rotating, 400

handouts, printing in PowerPoint,
419-420

headers/footers

inserting, 401-404

moving, 404

hyperlinks

inserting, 584-585

removing, 587

keyboard shortcuts in 
PowerPoint, 364

multimedia, inserting, 404-407

narration, adding in PowerPoint, 414

online presentations, creating in
PowerPoint, 422-425

opening in PowerPoint, 360-361

printing in PowerPoint, 366-369

publishing as web pages in
PowerPoint, 600

running in PowerPoint, 363-366,
425-427

saving

as web pages in PowerPoint, 600

as templates in PowerPoint, 384

slides

hiding in PowerPoint, 414

rearranging in PowerPoint, 416

timings in PowerPoint, 416
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speaker’s notes

inserting in PowerPoint, 416-417

printing in PowerPoint, 417

special effects

adding, 407-410

disabling previews, 410

spell-checking in PowerPoint,
353, 357

templates in PowerPoint, 381-384

themes

in PowerPoint, 384

saving in PowerPoint, 387

selecting in PowerPoint, 385

transitions, adding, 411, 413

views in PowerPoint, 361

Windows Vista Network 
projection, 366

zooming in PowerPoint, 361

previewing

documents in Word, 65

printed worksheets in Excel, 325

previews of special effects, disabling in
PowerPoint, 410

print area, setting in Excel, 325

Print dialog box (Excel), 239, 241, 326

Print dialog box (Outlook), 502

Print dialog box (PowerPoint), 367, 420

Print dialog box (Word), 68

Print Layout view (Word), 43

Printed Watermark dialog box (Word),
169-170

Printer Options dialog box (Word), 68

printing

calendar in Outlook, 501-502

cell ranges in Excel, 326

comments in Excel, 326

contacts list in Outlook, 480-481

documents in Word, 65, 67-68

envelopes/labels in Word, 194, 196

error messages in Excel, 326

gridlines in Excel, 285, 326

handouts in PowerPoint, 367,
419-420

multiple worksheets in Excel, 327

outline in PowerPoint, 367

overhead transparencies in
PowerPoint, 369

presentations in PowerPoint,
366-369

speaker’s notes in PowerPoint,
367, 417

worksheets in Excel, 238-241,
325-327

Product() function (Excel), 259

programming languages, defined, 549

programs, defined, 549

Properties dialog box (Word), 68

Protect Sheet dialog box (Excel), 314
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protecting worksheets in Excel,
313-314, 316

Publish command (Office menu), 8

Publisher, defined, 12

publishing

blogs in Word, 595

online presentations. See online 
presentations

presentations as web pages in
PowerPoint, 600

web pages in Excel, 597

punctuation in mail merge documents
in Word, 193

Q-R

Quick Access toolbar, 7-8

customizing, in Office, 551-554

quick tables

defined, 122

in Word, 122-125

ragged, defined, 85

ranges

defined, 248

in formulas in Excel, 249-250

multiple ranges in Excel 
functions, 261

naming in Excel, 250-253

643

overlapping in Excel, 252

selecting in Excel, 248-250

re-ordering Quick Access toolbar 
buttons, 552

reading

email messages in Outlook, 454

PDF file format, 557

Really Simple Syndication (RSS). See
RSS (Really Simple Syndication)

rearranging slides in PowerPoint, 416

receiving

email messages in Outlook,
453, 456

reminders in Outlook, 506

RSS feeds in Outlook, 506-509

recent edits, opening documents to in
Word, 42

Record Macro dialog box (Word), 545

Record Narration dialog box
(PowerPoint), 414

recording macros in Office, 544-548

records

defined, 332

sorting in Excel, 334

recurring appointments

defined, 502

setting in Outlook, 503
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red wavy lines

PowerPoint, 353

Word, 64

reducing errors with macros, 544

referencing multiple worksheets in
Excel, 265-266

referencing. See also cell references

related email messages, searching in
Outlook, 459

relative references, defined, 227

Reminder dialog box (Outlook), 506

reminders, receiving in Outlook, 506

removing

hyperlinks, in Office documents, 587

smart tags, 591

Rename Category dialog box 
(Outlook), 464

renaming

sections in OneNote, 528

worksheets in Excel, 206, 265

repeating titles in Excel, 285

Replace dialog box (PowerPoint), 376

replacing

text

in PowerPoint, 375, 377

in Word, 57-61

worksheet data in Excel, 244-247

replying

to email messages in Outlook,
456-459

to junk email in Outlook, 467

resizing

cells in Excel, 230

charts in Excel, 307

graphics

in OneNote, 535

in PowerPoint, 398

in Word, 135

in worksheets in Excel, 310

layout fields in PowerPoint, 385

note containers in OneNote, 524

rows/columns in Excel, 279

table columns in Word, 129-130

table rows in Word, 131

retrieving deleted email messages in
Outlook, 459

ribbon, 4-7

ribbon guides viewing in Word, 48

Rich Text email messages in 
Outlook, 443

right justification

Excel, 220

Word, 84

right margin indents defined, 74

right tab stop in Word, 77
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Roman() function (Excel), 259

rotating graphics

in OneNote, 535

in PowerPoint, 400

routing email messages with rules in
Outlook, 445

rows (tables)

adding in Excel, 225-226

deleting in Excel, 235

deleting formatting in Excel, 282

freezing in Excel, 274-276

in worksheets, 206

inserting in Excel, 233

merging cells in Excel, 318

resizing

in Word, 131

in Excel, 279

RSS (Really Simple Syndication), 24

defined, 434

feeds, receiving in Outlook, 506-509

rulers in Word, 70-74

rules, routing email messages in
Outlook, 445

running

defined, 363

presentations in PowerPoint,
363-366, 425-427

645

S

safe senders list, adding addresses to
in Outlook, 466

Save As dialog box (Excel),
301, 323, 597

Save As dialog box (Office),
554-555, 557

Save As dialog box (PowerPoint),
422, 600

Save As dialog box (Word), 187, 592

Save dialog box (Excel), 297

Save dialog box (Word), 103

saving

as PDF file format in Office, 557

backup files in Office, 542-543

documents

as web pages in Word, 592

in different formats (Word),
187-188

in Word, 37, 45, 48-53

edited cells in Excel, 236

email messages as drafts in
Outlook, 452

files in other formats in Office,
554-557

notes in Outlook, 515

presentations

as templates in PowerPoint, 384

as web pages in PowerPoint, 600
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templates

in Excel, 301

in Word, 106

themes

in Excel, 297

in PowerPoint, 387

in Word, 103

workbooks

filename extensions in Excel, 324

in Excel, 213

worksheets

as web pages in Excel, 597

in Excel, 205, 210, 216

screens in Outlook, 434-435, 438-439

screenshots, capturing in OneNote, 537

scrollbars, viewing in Word, 55-56

Search Folders, creating in Outlook,
495-496

Search Options dialog box 
(Outlook), 495

searches, options, setting in 
Outlook, 441

searching

in Outlook, 433

related email messages in 
Outlook, 459

with Instant Search feature in
Outlook, 491-492, 495-496

searching, 57, 244, 376. 
See also finding

Second() function in Excel, 269

section breaks, inserting in Word,
89, 94

sections

defined, 76

renaming in OneNote, 528

security

email messages in Outlook,
465-468

online presentations and, 601

updating Office, 584

Select Browse Object toolbar 
(Word), 56

Select Members dialog box 
(Outlook), 485

selecting

backgrounds in PowerPoint,
388-391

colors in themes in Excel, 297

data source for Word mail 
merge, 190

fonts in themes in Excel, 297

graphics in OneNote, 535

layouts in PowerPoint, 385

ranges in Excel, 248-250

text in Word, 49-52

themes in PowerPoint, 385

selection, layouts in PowerPoint, 354
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selection filters in Excel, 343

self-running presentations. See
automatic presentations

Send a Calendar via E-mail dialog box
(Outlook), 499

Send/Receive Groups dialog box
(Outlook), 454

sending

calendar as email message in
Outlook, 499

electronic business cards in 
Outlook, 512

email messages

from Office applications,
604, 607

in Outlook, 452

to distribution lists in Outlook,
484-487

to mobile phones in Outlook, 441

Set Quick Click dialog box 
(Outlook), 464

Set Up Show dialog box (PowerPoint),
364-366, 414

shapes, drawing in Word, 139-142

sharing data between applications

with drag and drop, 564-567

with linked data, 567-570

with OneNote, 576-579

with shortcuts, 571-573

647

sheets. See workbooks; worksheets

Shift-Enter, combining paragraphs in
Word, 77

shooting star icon (PowerPoint), 413

shortcuts, inserting in Office
applications, 571, 573

shortcuts. See keyboard shortcuts

showing presentations. See running
presentations

showing. See viewing

Signatures and Stationary dialog box
(Outlook), 469

signatures. See email signatures

size. See resizing

slide handouts. See handouts

slide master, defined, 391

slide numbers, inserting in
headers/footers in PowerPoint, 402

slide shows. See also presentations

defined, 363

starting in PowerPoint, 366

Slide Sorter view (PowerPoint), 361

slides. See also presentations

annotating with OneNote, 577

backgrounds, selecting in
PowerPoint, 388, 391

defined, 350

deleting in PowerPoint, 355
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hiding in PowerPoint, 414

inserting in PowerPoint, 352,
355, 373

inserting date/time in 
PowerPoint, 373

layouts

in PowerPoint, 384

resizing fields in PowerPoint, 385

selecting in PowerPoint, 385

rearranging in PowerPoint, 416

templates in PowerPoint, 381-384

text

animating in PowerPoint,
378-381

finding/replacing in PowerPoint,
375-377

formatting in PowerPoint,
373-375

inserting in PowerPoint, 372-373

timers in PowerPoint, 365

timings in PowerPoint, 416

transitions, adding, 411-413

smart quotes, defined, 173

smart tags

defined, 588

enabling, 588

inserting stock prices, in 
worksheets, 587-591

SmartArt

defined, 313

inserting in worksheets in Excel, 313

soft returns, inserting in Word, 76

Sort dialog box (Excel), 339

Sort Options dialog box (Excel), 340

sorting

database data in Excel, 338, 340

email messages, by category in
Outlook, 464

records in Excel, 334

sound

applying to transitions in
PowerPoint, 411

inserting in PowerPoint, 404-407

sound files, inserting in OneNote, 540

spacing between paragraphs in 
Word, 88

spam. See junk email

speaker’s notes

headers/footers, inserting in
PowerPoint, 402

in online presentations in
PowerPoint, 423

including in online presentations in
PowerPoint, 600

inserting in PowerPoint, 416-417

printing in PowerPoint, 367, 417

special characters. See symbols

special effects. See also animation,
transitions

adding to presentations in
PowerPoint, 407-410

disabling previews in PowerPoint, 410
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spell-checking

disabling in Word, 65

documents in Word, 61, 63-65

enabling/disabling in Word, 36

in OneNote, 530

presentations in PowerPoint,
353, 357

Spelling & Grammar dialog box (Word),
63-65

spreadsheets

defined, 143, 204

inserting in Word documents,
143, 145

spreadsheets, 204. See also
worksheets

Sqrt() function (Excel), 259

stamps. See postage

starting

slide shows in PowerPoint, 366

Word, 32

statistics

counting words/characters in Word,
158-159

Stdev() function (Excel), 259

stock prices, inserting in worksheets,
587-591

Style dialog box (Excel), 295

styles

applying in Word, 574

defined, 95

649

for tables of contents in Word,
115-117

in Excel, 291-295

in Word, 95-99

table styles, creating in Word, 127

subentries in Word indexes, 120

submenus, defined, 33

subpages

defined, 529

inserting, in OneNote, 529

subtotals, calculating in Excel, 344-346

Subtotals dialog box (Excel), 346

suites, defined, 11

Sum button (Excel), 259

Sum() function (Excel), 225-226,
258-259

summarizing database data in Excel,
344, 346

Symbol dialog box (Word), 156

symbols, inserting in Word, 154-156

T

Tab dialog box (Word), 78-79

tab stops

changing in Word, 73

defined, 71

in Word, 77-79
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tables

columns

deleting in Word, 130

inserting in Word, 130

resizing in Word, 129-130

creating in Word, 122, 125-129

defined, 121

exporting in Access, 335

formatting in Excel, 279

in Word, 121-122

managing in Word, 129-131

quick tables in Word, 122-125

rows resizing in Word, 131

tables of contents

creating in Word, 114-117

defined, 115

tags, defined, 558

tasks, options, setting in Outlook, 440

templates

creating in PowerPoint, 384

defined, 38, 95

in Excel, 290-292, 298, 301

in PowerPoint, 381-384

in Word, 94-96, 103, 106

presentations, creating in
PowerPoint, 351-355

text

adding to shapes in Word, 142

animating in PowerPoint, 378, 381

AutoCorrect feature in Word,
161-164

AutoFormat feature in Word,
173-176

AutoText in Word, 172

character formatting in Word,
80-81, 84

clearing formatting in Word, 84

color, changing in Word, 83

converting to bulleted lists 
(Word), 110

copying in Word, 50

counting words/characters in Word,
158-159

deleting in Word, 48

drop caps, creating in Word,
159, 161

editing in Word, 49-50, 52

finding/replacing

in PowerPoint, 375-377

in Word, 57-61

formatting

in Excel, 277-279

in PowerPoint, 373-375

hyphenation in Word, 164-166

inserting in PowerPoint, 353

looking up definitions in Word,
148-150

moving in Word, 50

numbers as, in Excel, 219
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page formatting in Word, 89, 91

paragraph formatting in Word,
84-85, 89

pasting in Word, 50

selecting in Word, 49-52

styles in Word, 95-99

symbols, inserting in Word,
154, 156

translating in Word, 150, 153-154

typing

in Excel, 217-219

in OneNote, 529-532

in PowerPoint, 372-373

in Word, 45-48

undoing edits in Word, 52

WordArt in Word, 197, 199

wrapping around graphics in 
Word, 135

textures, selecting for backgrounds in
PowerPoint, 390

themes

defined, 95

in Excel, 290-291, 295-297

in PowerPoint, 384

in Word, 95-96, 100, 103

saving in PowerPoint, 387

selecting in PowerPoint, 385

thesaurus (Word), 61, 64

651

thumbnail images of Word 
documents, 188

time, inserting in headers/footers in
PowerPoint, 402

time zones, setting in Outlook, 440

time/date, inserting in slides in
PowerPoint, 373

timers, on slides in PowerPoint, 365

times. See also dates

calculations with in Excel, 267-270

in Excel, 216

timings for slides in PowerPoint, 416

titles

of online presentations, changing in
PowerPoint, 423

repeating in Excel, 285

To field (Outlook), 448

To-Do Bar (Outlook), 24

To-Do Bar Options dialog box 
(Outlook), 472

to-do lists

creating

from email messages in 
Outlook, 461

in Outlook, 471, 474

viewing in Outlook, 438

Today() function (Excel), 259, 269
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tool tips, translation tool tips, 154

totals, calculating in Excel, 344-346

traffic information for contact 
addresses in Outlook, 489

transitions, adding to PowerPoint,
411-413

translating text in Word, 150-154

Translation Options dialog box 
(Word), 154

Transparencies, printing in 
PowerPoint, 369

turning off. See disabling

turning on. See enabling

typefaces, defined, 80. See also fonts

typing

data in worksheets in Excel,
216-221

email addresses in Outlook,
448-449

email messages in Outlook,
448-452

formulas in Excel, 220

functions in Excel, 259, 261

numbers in Excel, 219

text

in Excel, 217-219

in OneNote, 529-532

in PowerPoint, 372-373

in Word, 45-48

U

Underlining, applying in Word, 81

undoing edits in Word, 52

Unfiled Notes notebook (OneNote), 522

unfreezing rows/columns in Excel, 275

unmerging cells in Excel, 318

unordered lists. See bulleted lists

unprotecting worksheets in Excel, 314

unread email messages, marking in
Outlook, 453

updating

links in Office applications, 570

Office via Internet, 583

tables of contents in Word, 115-117

user interface. See interface (of Office)

V

validating data. See data validity

VBA (Visual Basic for Applications), 544

overview, 548-551

versions of Office, 13

vertical ruler, defined, 71

video, inserting in PowerPoint, 404-407

video files, inserting in OneNote, 540
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viewing

attachments in email messages in
Outlook, 454

calendar in Outlook, 438

comments in cells in Excel, 287

contacts in Outlook, 438

cross-referenced cells in Excel, 236

Developer tab in Word, 545

documents in Word, 43-44

drawing tools in OneNote, 524

electronic business cards in Outlook,
512-513

formatting characters in Word, 36

graphics in email messages in
Outlook, 438, 466

gridlines, Excel, 285

Inbox in Outlook, 435

maps for contacts in Outlook,
488-489

mini toolbar in Word, 50

nonprinting characters in Word, 52,
75, 118

notes in Outlook, 439, 515-516

OneNote Guide notebook, 523

online presentations, 601, 603

ribbon guides in Word, 48

rulers in Word, 70

scrollbars in Word, 56

templates in PowerPoint, 383-384

to-do list in Outlook, 438

653

views

of calendar, changing in Outlook,
498-502

of presentations in PowerPoint, 361

Vista. See Window Vista

Visual Basic for Applications 
(VBA), 544

overview, 548-551

W

watermark, inserting on backgrounds
in PowerPoint, 391

watermarks

defined, 168

inserting in Word, 168-170

wavy lines

PowerPoint, 353

Word, 64

Web, opening documents from in
Word, 41

web hosting services, defined, 422

Web Layout view (Word), 44

Web Options dialog box 
(PowerPoint), 425

web page data

cross-references in OneNote, 536

formatting in OneNote, 536

60529018_Index.qxd  10/19/06  3:38 PM  Page 653



inserting in OneNote, 536

web pages. See also Internet

converting presentations to in
PowerPoint, 422-425

creating

in Excel, 596-599

in PowerPoint, 599-600, 603

in Word, 592-595

publishing in Excel, 597

web servers, defined, 593

websites

Office website, 10-11

RSS feeds. See RSS feeds

Weeknum() function in Excel, 269

whole numbers. See integers

wildcard searches

defined, 60

list of characters, 60

Windows Clipboard, sharing data
between applications with drag and
drop, 564-567

Windows Mail, 432

Windows Vista, 33

Network projection, for PowerPoint
presentations, 366

wizards, defined, 189

Word

background colors, changing, 91

blogs, publishing, 595

borders, inserting, 88

building blocks, 170-173

bulleted lists, creating, 108-111

cover pages, creating, 132, 134

customizing, 32-37

defined, 11

definitions, looking up, 148, 150

documents

character formatting, 80-81, 84

converting to PowerPoint 
presentations, 573-576

creating, 37-40

creating from OneNote, 576

editing, 45-52

finding/replacing text, 57-61

inserting charts/spreadsheets,
143-145

multiple columns, 92-94

navigating in, 53-57

opening, 41-45

page formatting, 89-91

paragraph formatting, 84-85, 89

previewing, 65

printing, 65-68

saving, 37, 45, 48-53

saving in different formats,
187-188

spell-checking/grammar-
checking, 61-65

viewing, 43-44

drop caps, creating, 159-161

email messages, sending, 604-605
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envelopes/labels, printing, 194, 196

Excel worksheets, creating, 567

features of, 14-15

file extensions, 41

footnotes/endnotes, inserting,
182-186

formatting characters, viewing, 36

graphics, inserting, 134-136

headers/footers, 176-178

inserting, 178-182

hyperlinks, editing, 37

hyphenation, 164-166

indents, changing, 73

indexes, creating, 117-118, 120-121

keyboard shortcuts, 55

macros. See macros

mail merge, 188-193

for labels, 196

margins, changing, 73, 91

mini toolbar, viewing, 50

nonprinting characters, viewing,
52, 75

numbered lists, creating, 111-114

page breaks, inserting, 89

page orientation, changing, 91

paper size, changing, 91

paragraphs

breaking, 74-77

combining, 77

ribbon guides, viewing, 48

655

rulers, 70-74

scrollbars, viewing, 56

section breaks, inserting, 89, 94

shapes, drawing, 139-142

soft returns, inserting, 76

spell-checking, enabling/
disabling, 36

statistics, counting words/
characters, 158-159

styles, 95-99

applying, 574

symbols, inserting, 154-156

tab stops, 77-79

changing, 73

tables, 121-122

creating, 122, 125-129

deleting columns, 130

inserting columns, 130

managing, 129-131

quick tables, 122-125

resizing columns, 129-130

resizing rows, 131

tables of contents

creating, 114-117

templates, 94-96, 103, 106

text

adding to shapes, 142

AutoCorrect feature, 161-164

AutoFormat feature, 173-176

AutoText, 172
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changing color, 83

clearing formatting, 84

converting to bulleted lists, 110

copying, 50

deleting, 48

editing, 49-52

finding/replacing, 57-61

moving, 50

pasting, 50

selecting, 49-52

translating, 150-154

typing, 45-48

undoing editing, 52

WordArt, 197-199

wrapping around graphics, 135

themes, 95-96, 100, 103

viewing, nonprinting characters, 118

watermarks, inserting, 168-170

web pages, creating, 592-595

Word Count dialog box (Word), 159

Word Options dialog box, 32-33,
36-37, 545

WordArt

creating in Word, 197, 199

defined, 197

words. See also text

adding to dictionary in Word, 63

counting in Word, 158-159

Work notebook (OneNote), 521

workbooks

creating in Excel, 211, 213

defined, 204

inserting worksheets in Excel, 206

printing all worksheets in Excel, 327

protecting in Excel, 315

saving

filename extensions in Excel, 324

in Excel, 213

worksheets versus, 204-206

worksheets. See also Excel;
spreadsheets; workbooks

cells, 206

charts

changing chart type in Excel, 308

creating in Excel, 304-308

customizing 3-D charts in 
Excel, 308

moving in Excel, 307

resizing in Excel, 307

columns, 206

conditional formatting in Excel,
287-288, 290

creating in Word, 567

data validation in Excel, 318-321

defined, 204

editing in Excel, 216-221

finding and replacing data in Excel,
244-247

formatting in Excel, 274
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formulas. See formulas

freezing rows/columns in Excel,
274-276

hyperlinks

inserting, 584-585

removing, 587

importing/exporting data in Excel,
322, 324

inserting in Excel, 206

inserting graphics in Excel,
309-310, 313

navigating in Excel, 221-222

opening in Excel, 213, 216

page setup options in Excel,
283, 285

printing in Excel, 238, 241, 325-327

protecting in Excel, 313-316

referencing multiple in Excel,
265-266

renaming in Excel, 206, 265

rows, 206

save options in Excel, 210

saving

as web pages in Excel, 597

in Excel, 205, 216

sharing with OneNote, 579

stock prices inserting, 587-591

workbooks versus, 204-206

wrapping text around graphics in 
Word, 135
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writing form letters in Word, 189-193

writing space, inserting extra in
OneNote, 532

writing. See typing

X-Y-Z

.xlsx file extension, 205

XML (Extensible Markup Language)

defined, 187, 558

XML file format, 557-562

XPS (XML Paper Specification),
557, 562

XPS (XML Paper Specification),
557, 562

Year() function, 269

zooming

document views in Word, 44

presentations in PowerPoint, 361
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