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Introduction

The Microsoft Office Professional 2013 suite of programs provides the tools you need for
easy and efficient word processing, presentation planning, spreadsheet creation, database
building, and desktop publishing, as well as programs to help you plan, organize your
ideas, schedule, and communicate with your contacts. Microsoft Office Professional 2013
Step by Step offers a comprehensive look at the features of Office that most people will
use most frequently, particularly those new to Office Professional 2013.

Who this book is for

Microsoft Office Professional 2013 Step by Step and other books in the Step by Step series
are designed for beginning to intermediate level computer users. Examples shown in the
book generally pertain to small and medium-sized businesses but teach skills that can
be used in organizations of any size. Whether you are already comfortable working in
Microsoft Office and want to learn about new features in Office Professional 2013 or are
new to Office, this book provides invaluable hands-on experience so that you can work
with Microsoft Word, PowerPoint, Excel, Outlook, Access, OneNote, and Publisher.

How this book is organized

This book is divided into 43 chapters. The first four chapters provide information about
Office fundamentals, including how to work in the Office environment, how to avail
yourself of shared Office features across applications, and how to share and collaborate
with Office 365 services. Chapters 5-10 show you how to create, read, and navigate, for-
mat, organize, and share Word documents. Chapters 11-16 cover how to design and cre-
ate impactful presentations in PowerPoint, including working with themes, masters, and
layouts, incorporating multimedia, creating customized graphics, and finalizing and mak-
ing your presentation. Chapters 17-23 take you through the steps of creating, editing,

and formatting database worksheets and workbooks, manipulating and analyzing data in
spreadsheets, and creating charts and graphics. Chapters 24-29 show you how to work
with Outlook to create and send messages, add and manage contacts, and work with and
manage tasks and schedule entries. Chapters 30-35 cover all the features of OneNote, and
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show you how to work with notebooks, sections, and pages, and how to organize and share
your notes. Chapters 36—-40 walk you through creating and working with databases, includ-
ing adding, manipulating, importing, and exporting data; creating basic tables and queries;
and designing and generating forms reports. Finally, Chapters 41-43 show how to work
with Publisher to create professional desktop designs and produce brochures, newsletters,
and other publications.

The first chapter of each of the eight parts of the book contains introductory information
that will primarily be of interest to readers who are new to a particular Office application
or are upgrading from an earlier version. If you have worked with a more recent version
of Office, you might want to skip past that material.

This book has been designed to lead you step by step through all the tasks you're most
likely to want to perform with Office Professional 2013. If you start at the beginning and
work your way through all the exercises, you will gain enough proficiency to be able to
work with all the Office Professional applications. However, each topic is self-contained,
SO you can jump in anywhere to acquire exactly the skills you need.

Download the practice files

Xxiv

Before you can complete the exercises in this book, you need to download the book's prac-
tice files to your computer. These practice files can be downloaded from the following page:

http.//aka.ms/OfficePro2013SbS/files

IMPORTANT Office Professional 2013 is not available from this website. You should purchase

and install that program before using this book.

The following table lists the practice files for this book.

Chapter File
Chapter 2: Using shared Office features Fabrikam Management Team.pptx

Sample Picture.jpg
Simple to-do list.xIsx

Chapter 6: Navigating and reading documents Fabrikam Rebrand Campaign.docx
Newsletter_A.docx
Newsletter_B.docx
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Chapter 8: Formatting documents

Fabrikam Rebrand Campaign_A.docx

Fabrikam Rebrand Campaign_B.docx

Fabrikam Rebrand Campaign_C.docx

Fabrikam Rebrand Campaign_D.docx

Fabrikam Rebrand Campaign_final.docx

Chapter 9: Presenting information

Example Newsletter.docx
List Example.docx

List Example_B.docx

List Example_C.docx

Chapter 10: Finalizing documents

Fabrikam Newsletter.pdf
Newsletter B.docx

Chapter 12: Designing and creating presentations

SampleContentA_Start.pptx
SampleContentB_Start.pptx
SamplePictureB.JPG

Chapter 13: Creating on-slide content

SampleContentA_start.pptx
SampleContentB_start.pptx
SampleContentC_start.pptx
SampleContentD_start.pptx
SampleContentE_start.pptx
SampleContentF_start.pptx
SampleContentG_start.pptx

Chapter 14: Creating Office graphics

SampleContentA_Start.pptx
SampleContentB_Start.pptx
SamplePictureB.JPG

Chapter 15: Adding animation and multimedia

Fabrikam Employee Excursion.wmv

SampleContentA_start.pptx
SampleContentA_end.pptx

SampleContentB_start.pptx
SampleContentC_start.pptx
SampleContentD_start.pptx

Chapter 16: Finalizing and presenting

SampleContentA_Start.pptx
SampleContentB_Start.pptx
SampleContentC_Start.pptx
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Chapter 18: Creating and editing worksheets

Fabrikam-Employees_start.xIsx
Fabrikam-Management_start.xlsx

Chapter 19: Manipulating numbers and text

Fabrikam-Management2_start.xlsx
Fabrikam-Seven-Year-Summary_start.xlsx
Fabrikam-Seven-Year-Summary2_start.xlsx
Loan_start.xlsx
Real-Estate-Transition_start.xlsx

Chapter 20: Analyzing data

2015Projections_start.xlsx
Fabrikam-Jan-2013-Sales_start.xlsx
FabrikamJanSales2013.txt
FabrikamQ1SalesDetail_start.xlsx
JanSales2_start.xlsx
RealEstateTransition_start.xIsx

Chapter 21: Formatting worksheets

Custom Formats 2_start.xlsx
Custom Formats 3_start.xlsx
Custom Formats_start.xIsx
FabrikamSummary_start.xlsx
FabrikamSummary2_start.xlsx
FabrikamSummaryTheme.xlIsx
FabrikamSummaryTheme_start.xIsx
Real-Estate-Transition_start.xIsx

Chapter 22: Manipulating workbooks and
worksheets

FabrikamQ1_start.xlsx
FabrikamQ1-B_start.xlsx
Q1-Summary_start.xlsx
Q1-Transactions_start.xlsx
Q1-Transactions2_start.xlsx
UnitSales_start.xlsx
UnitSales2_start.xlsx

Chapter 23: Creating charts and graphics

FabrikamLogo_start.xlsx
FabrikamSalesTable_start.xlsx
FabrikamSalesTable2_start.xlsx
FabrikamSalesTable3_start.xlsx
FabrikamSalesTable4_start.xlsx
FabrikamSalesTable5_start.xlsx
Logo_start.xlsx
Report_start.xlsx
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Cornelius Ang.jpg

Chapter 35: Saving time with OneNote

35 Practice Image 1.jpg
35 Practice Spreadsheet 1.xlsx

Chapter 37: Understanding Access 2013 databases

CompanyNames.xlsx
MSOfficeProBlankCompletedChapter37.accdb
MSOfficeProData.accdb

ReadMeChapter37.txt

Chapter 38: Creating basic tables and queries MSOfficeProBlank.accdb
MSOfficeProBlankCompletedChapter38.accdb
ReadMeChapter38.txt

Chapter 39: Designing forms and reports MSOfficeProBlank.accdb

MSOfficeProBlankCompletedChapter39.accdb
ReadMeChapter39.txt

Chapter 40: Creating and sharing a Web App

CompanyNames.xlsx
MSOfficeProData.accdb
ReadMeChapter40.txt

Chapter 42: Creating publications

Fabrikam Employee Newsletter A.pub
Fabrikam Employee Newsletter_no video.docx
fabrikam_logo.png

FabrikamA.pub

FabrikamAEnd.pub
NewsletterEnd.pub
NewsletterStart.pub

PictureA.JPG

PictureB.JPG

PictureC.JPG

PictureD.JPG

PictureE.JPG

Thumbs.db

Travel.pub

TravelA.pub

TravelB.pub
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Your companion ebook

With the ebook edition of this book, you can do the following:

= Search the full text
= Print

® Copy and paste

To download your ebook, please see the instruction page at the back of the book.

Getting support and giving feedback

The following sections provide information about getting help with Office Professional 2013
or the contents of this book and contacting us to provide feedback or report errors.

Errata

We've made every effort to ensure the accuracy of this book and its companion con-
tent. Any errors that have been reported since this book was published are listed on
our Microsoft Press site:

http.//aka.ms/OfficePro2013SbS/errata
If you find an error that is not already listed, you can report it to us through the same page.

If you need additional support, email Microsoft Press Book Support at
mspinput@microsoft.com.

Please note that product support for Microsoft software is not offered through the pre-
ceding addresses.
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We want to hear from you

At Microsoft Press, your satisfaction is our top priority, and your feedback our most valuable
asset. Please tell us what you think of this book at:

http.//www.microsoft.com/learning/booksurvey

The survey is short, and we read every one of your comments and ideas. Thanks in advance
for your input!

Stay in touch

Let's keep the conversation going! We're on Twitter at: http.//twitter.com/MicrosoftPress/.
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Getting comfortable in

Office Professional 2013

IN THIS CHAPTER, YOU WILL LEARN HOW TO

Explore the Office environment.

Work with Office files.

Recover unsaved files and versions.

Customize the user interface.

Customize the ribbon.

Choose the right application for the task at hand.

One of the biggest advantages of using Microsoft Office Professional 2013 is the similari-
ties across the applications. The most obvious is the user interface, which is the overall look
and feel of the application and how you interact with it. If you've used previous versions

of Office, you may notice that many commands and features are nearly identical to those
in past releases of Office, if not exactly the same, such as the commands for copying and
pasting information, formatting text, creating charts, or inserting pictures. All of these simi-
larities greatly reduce the learning curve, which allows you to apply the functionality in one
application across the entire Office suite.

As you apply that knowledge and learn more about each application, you'll likely discover
similar functionality that may not be initially obvious. For example, you can create a com-
pany newsletter by using Microsoft Word, Publisher, or PowerPoint. You can document

company meeting notes in Microsoft OneNote or Word. And you can store lists of data in
both Microsoft Access and Excel.

In this chapter, you'll learn about the Office environment, which includes the user interface,
application options, and Office settings, plus you'll learn about Office terminology, Help
options, and other functionality available in Office. This chapter also covers basic instructions
for starting an Office application and working with Office files. At the end of this chapter,
you'll get an overview of each application and tips for choosing the right application for
various tasks.



PRACTICE FILES You don't need any practice files to complete the exercises in this chapter.

Exploring the Office environment

4

The first step in getting comfortable with Office Professional 2013 is to become familiar
with your Office surroundings. In this section, you'll explore the user interface along with
application options and settings that are shared across the Office applications.

TIP Even if you're already comfortable with this information from working with a previous
version of Office, please read this section for tips that you may have not previously
discovered.

You typically start an Office application from the Windows Start screen in Windows 8 or
the Start menu in Windows 7. You can also start an application and open a file at the same
time by opening a file sent to you as an email attachment or by double-clicking a file from
somewhere in your computer environment, such as your Windows desktop.

With the exception of OneNote and Outlook, when you start an application without open-
ing a file, the new application Start screen appears.

TIP OneNote and Outlook do not have an application Start screen. When you start the
application, the main window is displayed.

Chapter 1 Getting comfortable in Office Professional 2013
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Search for online templates Fel Kate |
Or kate@fabrikamo365.onmicrosoft.com "
Suggested searches:  Letters  Resume Fax  Llabels Cards Switch account B
Calendar  Blank
Recent
FEATURED  CUSTOM
Fabrikam Rebrand Campaign.docx
& Projects » Step by Step » Chapt... )' -
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D: » Office Projects » 2013 Step by Step » Chapt... | ! !
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From the application Start screen, you can open a recently used file, open an existing file, or
create a new file from a template. After you create a new file or open an existing one, the
main window will be displayed.
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The application window has the following elements:

® Ribbon The main component of the Office user interface and where you'll find the
primary commands for working with the content of your Office files. The ribbon in-
cludes tabs that have commands associated with a specific task. For example, objects
that you insert in an Office document; like a picture, chart, or shape; are located on
the Insert tab. This task-oriented organization also extends to the commands them-
selves, which are placed in related groups. For example, frequently used commands

Collapse ribbon

for formatting text are all located in a group named Font in most applications.

TIP Some commands on the ribbon have what's known as a split control, which is a
combination of a button and an arrow. An example is the Bullets command, found in
Word on the Home tab in the Paragraph group. If you click the button, the default
option, or the last option you selected during your editing session, will automatically
be applied. When you click the arrow next to the button, a list of options will display,

such as a list of available bullets.
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Note that for larger split controls, like the Paste button, the arrow will appear below
the button instead of to the right. An easy way to determine if you're using a split
control is to point to the button. If only the button or the arrow is highlighted rather
than the entire button, then it's a split control.

== il
0 B0
Paste  Paste

- -

Title bar Appears at the top of the application window and displays the name of the
active file and application name. In most standard Windows applications, including
the Office applications, the title bar also has the program icon on the far left.

Window controls Located on the far right of the title bar. Along with the standard
Minimize, Restore Down/Maximize, and Close buttons, there are two additional
buttons:

®= Help Clicking this button displays help for the application.

= Ribbon Display Options Clicking this button gives you a list of choices for viewing
the ribbon.

T E - 89 X

------ Auto-hide Ribbon

Hide the Ribbon. Click at the top
of the application to show it.

— Show Tabs

Show Ribbon tabs only. Click a
tab to show the commands,

— | Show Tabs and Commands

— | Show Ribbon tabs and
commands all the time,
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The Auto-hide Ribbon option gives you nearly a full screen view because it also hides
the status bar along with the ribbon. Show Tabs and Show Tabs And Commands
toggle the ribbon between a collapsed or expanded state, displaying only the ribbon
tabs or displaying both the ribbon tabs and commands.

SEE ALSO For more information about how to hide, collapse, and expand the ribbon,
see the "Customizing the user interface” section later in this chapter.

Quick Access Toolbar Appears on the left end of the title bar by default. Each ap-
plication has its own set of frequently used commands that are specific to the applica-
tion. The most common commands are Save, Undo, and Redo.

Status bar Located at the bottom of the application window; displays information
about the application or current file. In most applications, view controls and the zoom
slider are located on the right end of the status bar.

Dialog box launcher Appears in the lower-right corner of a group when additional
options for the related set of commands are available. Clicking the dialog box launcher
opens a dialog box or pane.

Tool tabs Appear in the ribbon when additional commands are available for a se-
lected object, such as a table, picture, chart, or drawing object.

Book? - Excel TABLE TOOLS

HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW DESIGN

Table Hame: [] Summarize with PivotTable D Propertie
T B Open ni

Tablel )
Insert  Export Refresh
A

/| Header Row First Column

La

Total Row

0 Resize Table &2 Convert to Range Slicer

| Banded Rows [] Banded Column:

Properties Toals External Table Data Table Style Options Table Styles ~

TIP You can quickly activate a tool tab for most objects by double-clicking the
object.

Gallery A visual list of choices, such as a collection of formats that offer multiple
options. A gallery also refers to a set of related tools.
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TIP Many galleries have additional options that may not appear in the ribbon. To
view gallery options, right-click a gallery item. For example, to lock a shape for multi-
ple uses, right-click a shape in the Shapes gallery and then click Lock Drawing Mode.
To dismiss this mode, press the Esc key.

Live Preview Enables you to view changes like pasted text or picture formatting
prior to making a modification.

FICTURE TOOLS Publicationl - Publisher

i5 REVIEW VIEW FORMAT
zPicturEEUrder' Od .1 Bring Forward - Fit
;..‘ | . Q ¥ Picture Effects + 00 O Send Backward - i Fill
— Arrange  Wrap . Crop
Caption' Thumbnails Text ~ [& Align~ h- - Clear C

E ] Arrange Crop
bt B b B bt B Lo S bt B Lo

Soft Edge Rectangle

1]
L]

|

—
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L
i

1 00
[ TR Y
SR TRY

Owmu oW

|
{

L:"' Clear Picture Style

TIP Live Preview is available in all applications except OneNote.
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® Mini Toolbar Appears on the screen in most applications when you have text or an
object selected; provides quick access to the most-used formatting commands.

[0  Leave house and car keys, and vour complete itinerarv. with a trusted friend.

[  Lock windows, garages, anc Calibri (Headin - |12 -| A" A" ‘&»"'

B I Q“?'A-EEvEEv Styles

s

3. PACKING FOR THE TRIP

LI make alist of the specific items of clothing you'll need to pack for your trip tc
you'll attend.

TIP The Mini Toolbar may also appear when you right-click selected text or objects.

® ScreenTips ScreenTips provide descriptions of commands and are displayed when
you point to a ribbon command. If the command has an associated keyboard shortcut,
that shortcut will appear in parentheses next to the name of the command. Several
ScreenTips also include detailed help or a feature preview. For instance, in Excel, the
ScreenTip for the Conditional Formatting command on the Home tab in the Styles
group includes a detailed explanation for how to use conditional formatting. It also in-
cludes a preview of how data bars and an icon set are displayed for a range of values.

P2 ExE

Conditional Formatas Cell Insert Delete Format
Formatting .. Table~ Styles~ - - -
les Cells

Conditional Formatting

Easily spot trends and patterns in
your data using bars, colors, and
icons to visually highlight important
values,

oEtue
TR R =R N -]

9 Tell me more
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TIP If a command has an associated Help topic, Tell Me More is displayed at the bot-
tom of the ScreenTip. Clicking the link displays the Help topic.

= KeyTips Enable you to navigate the ribbon by using the keyboard. To display KeyTips,
press and release the Alt key. The KeyTips are the letters, numbers, or combinations of
letters and numbers that appear on the ribbon. When you press only the Alt key, Key-
Tips for the ribbon tabs and Quick Access Toolbar are displayed. To view KeyTips for a
specific ribbon tab, after you press the Alt key, press the corresponding KeyTip on the
keyboard. For example, to navigate to the Home tab and view the KeyTips for that tab,
press Alt+H. Or to view the KeyTips for the Backstage view, press Alt+F.

CHA-

HOME SEMND / RECEIVE FOLDER VIEW

IH o]
ljl |T| IG< Ignore z-\q.(ﬁ,-\q ﬁ N B2 Mecting
E_ . — e
s T CleanUp ~ € =4
Mew  New o Delete  Reply Reply Forward E-EMorE'
Ernail Ierns- %iglunk~ All
Mew Delete Respond

TIP Commands on the Quick Access Toolbar have sequential KeyTips associated with
the position of the command. For example, your first command is automatically as-
signed Alt+1.

The Office environment also extends to an area called the Backstage view, which is dis-
played by clicking the File tab on the ribbon.

Whereas the ribbon and Quick Access Toolbar are used for working with the content inside
a file, the Backstage view is used for working with the entire file and for changing applica-
tion settings.

The commands in the Backstage view are separated into two groups. The first set is for file-
related commands, such as Info, Open, Save As, and Print. These commands are covered in
the next section of this chapter.

Exploring the Office environment 11
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The last set, specifically the Account and Options commands, are related to the application
and are considered part of the Office environment.

® Account This is where you manage a new feature in Office Professional 2013 called
an Office cloud account and get information about your Office installation.

Account

User Information

8 Kate
=/ kate@fabrikamO365.onmicrosoft.com

Change photo
About me
Sign out

Switch Account

kate - )

Product Information
1] Office

Subscription Product
Microsoft Office 365 ProPlus

o x

This product cantains

Office Background: CEE GG EN®

Ne Background -

Manage Account
Office Theme: f"j Office Updates
White h B Updates are automatically downloaded and installed.
" . Update Version: 15.0.4443.1000
ceatint Connected Services: Options -
Options B> Fabrikam, Inc.
Kate@Fabrikam(365.onmicrasoft.com 0 About Excel
. - L bout Excel, 5 Product ID, and Copyright
B Fabrikam, Inc. Team Site About I;anr:m:‘;;.a out Bxcel, Support, ProductID, andl Copyrig
Kate@Fabrikam0363.onmicrosoft.com Excel

‘& Kate Taneyhill's SkyDrive

someone@example.com

B SkyDrive @ Fabrikam, Inc.
Kate@FabrikamQ365.onmicrosoft.com

Add a service ~

The User Information area has information about your Office cloud account, like your
user name and your photo if you've elected to add one. This location is also where
you can set a preferred Office background, with designs such as clouds or circles that

appear in title bar of your Office applications, or where you can change the Office
Theme.

SEE ALSO For more information about Office cloud accounts and connected services,
see Chapter 3, “Sharing and collaborating.”

Chapter 1 Getting comfortable in Office Professional 2013



The Product Information area is where you find information about your Office instal-
lation such as the Office suite you have installed and the applications that are in-
cluded. This is also where you can choose how your Office installation is updated and
view your update history.

® Options This is where you can change a variety of application preferences and 1
customize certain behaviors that are specific to the application. In some applications,
such as Excel and Access, there are also options specific to the active file.

Excel Options
_ r%o General options for working with Excel.
-
Formulas
Proofing User Interface options
Save Show Mini Toelbar on selection
Language Show Quick Analysis options on selection

Enable Live Preview i)
ScreenTip style: |Sh ow feature descriptions in ScreenTips EI

Advanced

Customize Ribbaon

Cuick Access Toolbar B

Add-Ins Use this as the default font: |Body Font IZ|
Trust Center Font size:

Default view for new sheets:
Include this many sheets:

Personalize your copy of Microsoft Office

User name: |KateTaneyhiH

[[] Abways use these values regardless of sign in to Office,
Office Background: u

Start up options

Show the Start screen when this application starts

To close the Backstage view and return to the application window, click the arrow in the
upper-left corner or press the Esc key.
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Adjusting your ribbon display

The ribbon is dynamic and adjusts to the size of the application window, your screen
resolution, and your screen magnification. If you're using a low resolution, one that
makes everything appear larger, a small application window, or a screen magnifica-
tion of more than 100 percent, the appearance of groups and buttons may be af-
fected. For example, a gallery or an entire group of commands may collapse to a
single group button, or button images may appear without labels, or buttons may
appear stacked vertically instead of horizontally. And when you are resizing an ap-
plication window, if there isn't enough room to display the ribbon, it could disappear
completely. You may want to take a few minutes to resize an application window to
become more familiar with the dynamic ribbon changes.

To modify your screen resolution in both Windows 8 and Windows 7, right-click an
empty area of your desktop and then click Screen Resolution. In the Screen Resolution
dialog box, click Resolution and drag the slider to adjust your resolution.

Screen Resolution =

@ ‘_ <« Display » Screen Resolution v| [+] ‘ | Search Control Panel j o |

Change the appearance of your display

Detect

Identify

Display: 1. Generic Mon-PnP Monitor v
Resolution: 1280 = 800 v
High Advanced settings
2560 x 1600
Make text and othe 2048 = 1536
What display setting 1920 = 1440
1920 = 1200
1820 = 1080
1680 * 1050 0K Cancel Apply
1600 x 1200
1440 » 900
1400 = 1050
1366 % 768
1280 x 1024
1280 » 960
1280 = 800
k 1280 » 768
1152 = 864
1024 x 768
Low
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TIP Screen resolution is expressed as pixels wide x pixels high, such as 1024 x 768. The
greater the screen resolution, or the higher the numbers, the greater the amount of
information that will fit on your screen. The greater the number of pixels wide (the first
number), the greater the number of buttons that can be shown on the ribbon. Note
that screen resolution options are dependent on your monitor, but they typically range
from 800 x 600 to 2048 x 1152.

As previously noted, the ribbon also adjusts to your screen magnification. To modify
your screen magnification in both Windows 8 and Windows 7, right-click an empty
area of your desktop and then click Personalize. In the lower-left corner, click Display
and then select your preferred screen magnification.

=) Display == <

°® = @ I?_J <« Appearance and Personalization » Display v| [} | | Search Control Panel pe |
(7

Control Panel Home . .
Change the size of all items

Adjust resolution You can make text and other items on the desktop bigger by choosing one of these
options. To temporarily enlarge just part of the screen, use the Magnifier tool.
@ Calibrate color

Change display settings (®) Smaller - 100% (default)

Adjust ClearType text
) Medium - 125%

O Larger - 150%

Custem sizing eptions

Change only the text size

Instead of changing the size of everything on the desktop, change only the text size for
a specific item.

i Bold
See also [Bo

Personalization

Devices and Printers Apply
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Working with Office files

In the previous section you learned about the Backstage view and how this area of the ap-
plication is used for file-oriented tasks. In this section, you'll explore the primary file options
that are available across the Office applications.

16

IMPORTANT The images and content provided in this section are from Excel. The other

Office applications have similar options, and major differences between the applications are
described in tips.

The pages in the Backstage view that contain commands for working with files are
described in the following list:

= Info In most applications, the Info page displays information about the active file,
such as the name and location of the file, the author, and the date the file was last
modified. In all of the applications, you'll find specialized file management tools that
are specific to the file and application. The following list provides an overview of
some of the management tools and features you'll learn about in other chapters and
sections of this book.

In Excel, PowerPoint, and Word, you'll find tools for opening previous versions of
your current document and recovering files you forgot to save.

In Access, the management tools vary depending on whether you are working
with a desktop database or a Web App.

In OneNote you use the Info page to manage your open notebooks, by using
tools such as syncing and sharing options.

In Outlook, you'll find tools for managing your mailbox accounts, such as those
with which you can archive your Outlook data and set Out of Office notifications.

In Publisher, there are tools for checking your publication design and embedding
fonts.
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Book1 - Microsoft Excel T - 0 x

Kate + n
Protect Workbook Properties -
Control what types of changes people can make to this workbook. Size Not saved yet
Protect -
Waorkbook~ Title Add a title
Tags Add atag
Categories Add a category
Inspect Workbook
@) P Related Dates
Before publishing this file, be aware that it contains:
Check for Author's name and absolute path Last Modified
Issues - -
Created 9/17/2012 415 PM
Last Printed
Fhl Versions Related People
Ql 7] There are no previous versions of this file. )
Manage Author )
Versions s Kate Taneyhill

Account

Last Maodified By

Options

Show All Properties

SEE ALSO For more information about versions and recovering unsaved documents,
see the “Recovering unsaved files and versions” section later in this chapter.

New The New page is available in most applications and provides access to tem-
plates that enable you to create new files in the application. You can choose to start
from scratch and select a blank template, or you can select one that already has con-
tent to help you get started on a specific type of task. For example, across the appli-
cations you'll find templates that range from newsletters, budgets, and sales reports,
to contact information and asset tracking.
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Info N ew

New

search for online templates

Open

o Suggested searches:  Budget Invoice Calendars Expense List Loan
Save

Perscnal  Emre——

e s s

e ] Net

= == -

= worth
[ : L= .:::g
Employee fraining tracker Personal net worth calculator
Account
Options
FLOWCHARTS
- N

Bload pressure tracker w/glucase Flowcharts

QUARTERLY SALES REPORT

TOTAL ANO TOP 5 PRODLETS

b e B

Quarterly sales report

Simple personal cash flow state...

stamroaTe
8/1/2011

Fitness plan

Kate- B

NOTE The templates shown in this book may not be the same as those that appear
on your screen. New templates are added regularly, which may alter the results.

To create a new file in the applications that offer templates, simply double-click
the template you want. Depending on the application and template, you may need
to provide additional information before a new file is displayed in the application
window. For example, in Access and OneNote, you need to provide a location and
file name and then save the file before it's created. This is because both Access and

OneNote automatically save certain changes.
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TIP Outlook does not have a New page in the Backstage view. You can create new
Outlook items from the Home tab of the main application window. You can also find
email, business card, and signature templates in the Templates gallery on Office.com.
In OneNote, there are page templates available in the application, and you can find
entire notebook templates on Office.com. PowerPoint templates include designs and
layout templates along with task-oriented templates.

Open In all of the applications except Outlook, the Open page lists the recent files
you previously opened and displays a list of available places from which you can open
files.

Book2 - Microsoft Excel 2. - 0O X%

ate - [
Open

Recent Workbooks
% Annual Financial Report

. Fabrikam, Inc. Team Site » Shared Documents
@ Fabrikam, Inc.

E To Do List
Kate Taneyhill's SkyDrive » Documents

EE Quarterly Sales
[T Fabrikem, Inc. Team Site » Shared Documents

PFE Other Web Locations E

@ Recent Workbooks

& Kate Taneyhill's SkyDrive

Travel Expenses
Kate Taneyhill's SkyDrive » Documents

Et| Computer

+ Add a place

Account

Options

Recover Unsaved Workbaoks
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Pinning the files you use the most

To pin the files you use the most to the recent file list, point to the file and then click
the pushpin to the right of the file name. Pinned files are placed at the top of the list.

Recent Workbooks
7| Fabrikam Info.xlsx o~
J https://fabrikamo365.sharepoint.com = sites » authors = Shared Documents b

To unpin the file, click the pushpin a second time. You can pin and unpin frequently
used folders to the Recent Folders list on the Open and Save As pages as well. You
can also right-click a recently used file for additional options such as the ability to re-
move a file from the list and clear all pinned files.

TIP Your recent files list can also be accessed from the main list of tabs in the
Backstage view. To make this change, click Options, and then click Advanced.
Locate the Display options and then click Quickly Access This Number Of Recent
Workbooks. Note that in other applications the option text reflects the type of
Office document you use for that application. Also in the Display area are options
to change the number of recent files and unpinned folders that appear on the
Open and Save As pages.

SEE ALSO For more information about opening files from Microsoft SkyDrive,
Microsoft SharePoint Online, or other web locations, see Chapter 3, “Sharing
and collaborating.”

20

To view your recent files, click the Recent option near the top of the view, such as
Recent Workbooks in Excel.

To open a file, if it's in the recent file list, you can click the file to open it in the ap-
plication. If the file you need isn't in the list, first click the location where the file is
stored, such as Computer, and then to the right of the location, click a recent folder.
Or, if the folder you need isn't in the recent list, click the Browse button at the bot-
tom. Either action displays the Open dialog box. After you select a file to open, click
the Open button to open the file in the application.

TIP You can also double-click a location, like Computer, to quickly display the Open
dialog box.
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= Save When you save a file for the first time and click Save, the Save As page is dis-
played. After a file has been saved, clicking Save in the Backstage view will update the
file and return you to the application window.

® Save As Except in Access and Outlook, the options on the Save As page are similar
to those on the Open page. The main difference is that there isn't a recent file list.

Book? - Microsoft Excel 2

- 0O x
Kate = n
B reriem inc B> Fabrikam, Inc.
. . Recent Folders
£ Kate Taneyhill's SkyDrive
® Shared Documents
Py Fabrikam, Inc. Team Site » Shared Documents
’:’EE Other Web Locatians & Fabrikam, Inc. Team Site
= ® Documents
E‘:I Computer SkyDrive @ Fabrikam, Inc. » Documents
+ Add a place
=]

Browse

Account

Options

About Fabrikam, Inc.

* Available on this device
Available offline

*  Available on other devices

*  Can be shared with others

To save a file, select the location you want, and if the folder you want isn't in the
recent folders list, click the Browse button. Either action displays the Save As dialog
box. After you provide a file name, and if necessary, a different location in the Save
As dialog box, click the Save button to save the file.

TIP In Outlook, clicking Save As displays the Save As dialog box. In Access, the Save
As page has options for saving the current database or selected object. In addition,

as with the Open page, you can double-click a location to quickly display the Save As
dialog box.

Print In all Office applications except Access and OneNote, the Print page provides
printing and page layout options along with a preview of your file. In the Printer area,
you can choose a different printer and set printer options. In the Settings section, you
can specify various print and page settings prior to printing your file.
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Account

Options

To print your file,

TIP Access and OneNote have similar print and preview options, but they aren't

Project Timeline

- Microsoft Excel

- 0O x

Kate'ﬂ
O Copies: |1 :
PROJECT TIMELINE
Print
Printer
[/ Meain Printer#:1 .
D Ready
Printer Properties
Settings
lj—_l Print Active Sheets -
Only print the active she.
Pages: 2l to :
||=D|;D Collated
1,23 1,23 1.23
a Portrait Orientation -
EI Letter .
85" xn"
| Custom Margins -
L]
oo FitsheetonOnepage
% Shrinkthe printout so th...
Page Setup 1 |of in] 52

combined in the same view.

There are also additional file options available on the Share and Export pages. The Share
page gives you ways to share your file with others, such as sending your file as an email
attachment or sharing it with others online in a web location or through a web browser.

click the Print button at the top of the view.

On the Export page, you'll find the ability to save your file in a Portable Document Format
(PDF) or XML Paper Specification (XPS) format. And in PowerPoint and Publisher, you have
options for converting your presentation to a video or packaging your publication for photo
printing or commercial printing.

Because the majority of these options vary across Office applications or depend on addi-
tional components, you'll learn more about them and get step-by-step instructions in other

chapters.
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Recovering unsaved files and versions

There's a very good chance you will accidentally close a file without saving it, if you haven't
already made such a mistake. The good news is that in Excel, PowerPoint, and Word, you
may be able to recover your unsaved changes. And if you've spent some time working on
an Office document and discover you'd like to return to a previous version of it, you may be
able to do that too. File management tools for both of these situations are located in the
Backstage view, on the Info page.

In the Versions area, a list of autosave files of your current document might be displayed.

’_lj Versions

C)‘ 0= Today, 6:13 PM (autosave)
Manage

Versions = g Today, 6:03 PM (autosave)

W Today, 5:27 PM (autosave)

These versions are automatically created while you're working and are deleted when you
save and close your Office document. There are a couple of requirements that need to be
met before an autosave version is created.

® You must choose to save AutoRecover information, which is turned on on the Save
page of the Options dialog box by default.

® An AutoRecover save must be made. This save is based on the time interval next to
the AutoRecover information option and depends on whether you've made changes
that need to be saved.

E Customize how documents are saved.

Save documents

Save files in this format: Word Document (*.docx) El
Save AutoRecover information every |10 = minutes

Keep the last autosaved version if I close without saving

AutoRecover file location: Chlsers\OwnervAppData\Roaming\Microsoft\Word',
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When these conditions are met, you can recover up to your last five autosave versions of
your current file.

To open a previous version, click the file you want to open in the list and the autosave ver-
sion will open in a separate window. You can then choose to restore your file, save the
version as a new file, or close it without saving changes.

TIP If you only need to recover a portion of an autosave version, you don't need to restore
your file to the earlier version. Simply copy the information you need and paste it in your
main document.

The Versions area is also where you can recover a file you closed without saving. There are
two types of unsaved files: those you never saved and unsaved autosave versions. The latter
applies to files that were previously saved. It's the last autosave version of a file you closed
without saving current changes.

IMPORTANT Files you never previously saved are automatically deleted after four days.

Unsaved autosave versions are automatically deleted the next time you edit the file and save
changes.

As with the autosave version requirements, in order to recover an unsaved file, you must
elect to save AutoRecover information. And to recover an unsaved autosave version, you
must also elect to keep the last autosaved version when you close without saving. The latter
option is also found in the Options dialog box near the top of the Save options.

To recover unsaved files, click Manage Versions and then do one of the following.

= |n Excel, click Recover Unsaved Workbooks.
® |n PowerPoint, click Recover Unsaved Presentations.

= |n Word, click Recover Unsaved Documents.
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a Versions

g Today, 6:13 PM (autosave)
Manage
Versions ~ W5 Today, 8:03 PM (autosave)

b itosave
5. 5 Recover Unsaved Documents ) 1
‘gl Browse recent unsaved files I,\\}

The Open dialog box appears and lists the files you can recover for the application you are
using. Select the file you want and then click Open to open it in the application. And if you
to want to keep that file, make sure you save your changes.

Customizing the user interface

In the first section of this chapter, you explored the user interface and became familiar with
terminology and product-specific functionality. The next step is to personalize your Office
surroundings to help you settle in and begin making yourself at home.

Here are some of the ways you can customize your user interface:

= To free up space on your screen, you can set the ribbon to auto-hide or you can
toggle the ribbon between a collapsed and expanded state. A ribbon set to auto-hide
is hidden from view. A collapsed state shows only the tabs, and the expanded state
shows both the tabs and the commands.

= Set the Quick Access Toolbar to appear above or below the ribbon.

® Add additional commands to the Quick Access Toolbar or remove commands you
don't need.

® Choose the information you prefer to display in the status bar, if applicable to the
application.
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Adapting exercise steps

The screen shots of the ribbon were captured with the author’s preferred settings for
screen resolution and magnification. If your display settings are different, the ribbon
will appear differently on your screen due to its dynamic capabilities. For example,
buttons may appear stacked vertically instead of horizontally. If you notice these dif-
ferences, you can either adapt the exercise instructions to your screen or modify your
display settings so that your screens match ours. Our instructions use this format:

® On the Insert tab, in the Illustrations group, click the Chart button.

If the command is in a list, our instructions use this format:

® On the Home tab, in the Editing group, click the Find arrow and then, in the
Find list, click Go To.

If differences between your display settings and ours cause a button to appear differ-
ently on your screen than it does in this book, you can easily adapt the steps to locate
the command. First click the specified tab, and then locate the specified group. If a
group has been collapsed into a group list or under a group button, click the list or
button to display the group’s commands. If you can’t immediately identify the button
you want, point to likely candidates to display their names in ScreenTips.

In this book, we provide instructions based on traditional keyboard and mouse input
methods. If you're using Office on a touch-enabled device, you might be giving com-
mands by tapping with your finger or with a stylus. If so, substitute a tapping action
any time we instruct you to click a user interface element. Also note that when we tell
you to enter information in Office, you can do so by typing on a keyboard, tapping
in the entry field under discussion to display and use the onscreen keyboard, or even
speaking aloud, depending on your computer setup and your personal preferences.

26
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Customizing the Office environment

In this exercise, you'll customize your Office environment by collapsing and expanding the
ribbon, setting it to an auto-hide state, and moving the Quick Access Toolbar below the

ribbon.

SET UP You don't need any practice files to complete this exercise. Start Word and
follow the steps.

O 0 ~J O

IMPORTANT Unless otherwise noted, the customizations in this section are not application

specific.

On the Word Start screen, click Blank document.
Double-click the active ribbon tab to collapse it.

KEYBOARD SHORTCUT Press Ctrl+F1 to toggle the ribbon between a collapsed and
expanded state.

EHS 0= Docurmentl - Word 2 ® - 0 X
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kate - ﬂ
L L E L 2 3 4 5 3 A ?

Click the Home tab to expand the ribbon, and in the Font group, click the Bold
button.

Click in the document to return the ribbon to a collapsed state.

In the window controls at the right end of the title bar, click the Ribbon Display
Options button and then from the list, click Auto-hide Ribbon.

Click the top of the application window to display the ribbon.
On the Home tab, in the Font group, click the Bold button.
Click in the document to return the ribbon to an auto-hide state.

Click the arrow at the end of the Quick Access Toolbar and then near the bottom of
the list, click Show Below the Ribbon.
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Open
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Quick Print

Print Preview and Print
Spelling & Grammar
v Undo
v Redo
Draw Table
Touch Mode
Moere Commands...

Show Below the Ribbon h
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CLEAN UP set the ribbon to your preferred auto-hide, expanded, or collapsed state.
Set the position of the Quick Access Toolbar to your preference, either shown above or
below the ribbon. If you're continuing to the next exercise, leave Word and your docu-
ment open. Otherwise, exit Word without saving changes to the document you created.

Customizing the Quick Access toolbar

28

As noted in the introduction of this section, you can also customize the Quick Access
Toolbar by adding frequently used commands, such as New or Open, or by adding com-
mands directly from the ribbon. Here are two ways you can add additional commands:

= (Click the arrow at the end of the Quick Access Toolbar and then select a command
from the Customize Quick Access Toolbar list.

® Right-click a command on the ribbon and then click Add to Quick Access Toolbar.

To remove a command from the Quick Access Toolbar, right-click the command and then
click Remove From Quick Access Toolbar.

In this exercise, you'll customize the Quick Access Toolbar by adding and removing
commands.
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SET UP You don't need any practice files to complete this exercise. If Word and your
blank document are still open from the previous exercise, follow the steps. Otherwise,
start Word, create a new document, and follow the steps.

1 Click the arrow at the end of the Quick Access Toolbar and then in the list, click Open. 1

2 On the Home tab, in the Font group, right-click the Bold button, and then click Add
to Quick Access Toolbar.

FILE HOME = INSERT  DESIGN PAGE LAYOUT  REFERENCES

ol " - .— 1—
Cut |Segoe '|3ﬁ <A A Aa- {0 =iz
Copy

Paste B I U -acx x> [.3%.A. ===z

~ Format Paint
T prmat Fanter Add to Quick Access Toolbar

Clipboard P
Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

HOME INSERT DESIGN PAGE LAYOUT

“ - -
Cut Calibri Ju A A A
P Copy
aste - z aly
- ¥ Format Painter B I U -akex x 4
Clipboard ra Font

H -0 B =

TIP You can also add dialog boxes or a group on the ribbon, such as the Font group,
to your Quick Access Toolbar for faster access. To do so, right-click a dialog box
launcher or right-click a group name and then click Add To Quick Access Toolbar.

3 On the Quick Access Toolbar, right-click the Open button and then click Remove
from Quick Access Toolbar.

4 Remove the Bold button from the Quick Access Toolbar.

° CLEAN UP it you’re continuing to the next exercise, leave Word and your document
open. Otherwise, exit Word without saving changes to the document you created.

TIP For more information about how to rearrange the commands on your Quick Access
Toolbar or to add commands that don't appear on the ribbon, see “Customizing the ribbon”
later in this chapter.
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Customizing the status bar

You can also customize the status bar by choosing what you prefer to display. Similar to
how you customize the Quick Access Toolbar, you can right-click the status bar to custom-
ize it. The Customize Status Bar list shows the available status bar items, and a check mark
will appear next to those that are currently displayed. You then select or deselect items in
the list to add or remove them. Note that some items only appear in the status bar when a
feature is turned on, to help reduce status bar clutter. For example, if you choose to show
Caps Lock, it will only display in the status bar if you've turned caps lock on and are typing
in all caps.

Customize Status Bar

Formatted Page Number 1
Section 1
v Page Mumber Pagelofl
Vertical Page Position 1"
Line Number 1
Column 1
+  Word Count 0 words

v Mumber of Authors Editing

Spelling and Grammar Check

Language English (United States)
v Signatures Off
Information Management Policy Off
Permissions Off
Track Changes Off
v Caps lock Off
Overtype Insert

Calartinn bdnda

In this exercise, you'll customize the status bar in Word.
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SET UP You don't need any practice files to complete this exercise. If Word and your
blank document are still open from the previous exercise, follow the steps. Otherwise,
start Word, create a new document, and follow the steps.

1 At the bottom of the Word window, note Page 1 of 1 on the left end of the
status bar.

1/

2 Right-click the status bar and then in the Customize Status Bar list, click Page
Number to turn it off.

3 In the Customize Status Bar list, click Page Number again to turn it back on.

4 Click in the application window to close the Customize Status Bar options.
° CLEAN UP Exit Word without saving changes in the document you created.

TIP You can also customize the behavior of the Mini Toolbar, Live Preview, or ScreenTips.
To access these settings, display the Backstage view and then click Options. These user
interface options are located at the top of the General section. Note that the user interface
options vary across the applications. For example, Access does not have a Mini Toolbar and
OneNote does not support Live Preview.
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Customizing the ribbon

As noted at the beginning of this chapter, one of the biggest advantages of Office is the
similarities across the applications. In this section, you'll start applying what you learn about
one feature to other components that are similar, like the Quick Access Toolbar and ribbon.

32

In comparison, both the Quick Access Toolbar and ribbon contain the primary commands
for an application and can be customized. The main difference between them, other than
appearance, is that the Quick Access Toolbar holds your most frequently used commands,
whereas the ribbon provides a more standardized set of commands. However, there may
be times when you want to make modifications to the ribbon. For instance, there are more
advanced commands that aren't in the ribbon by default that you may find beneficial. Or
you might find you can work more efficiently by moving a command or group to another

location or tab.

To customize the ribbon, you display the Backstage view, click Options, and then click

Customize Ribbon.

PowerPoint Options m
General ot . .
a/=! Customize the Ribbon.
Proofing
Choose commands from: Customize the Ribbon:
save Popular Commands w Main Tabs v
Language
Advanced % Action ~ Main Tabs ~
A Add Animaticn 4 =l [¥]Home
Customize Ribbon %-‘1 Animation Pane Clipboard
o W Animation Styles 4 Slides
Quick Access Toolbar 1 Bring Forward Font
I .
Add-Ins o Bring to Front Paragraph
N := Bullets 4 Drawing
Trust Center E2 Copy Editing
8{3 Cut Insert
,} Decrease Font Size [¥] Design
E—‘. DrawiTable. [#] Transitions
1= Duplicate Slide ) A
0] Ernail [+] Animations
/ Eyedropper =[] Slide Show -
Font I- Review
A Font Color 4 [+] View
Font Size I-
[ | Developer
@ Format Background...
%‘ Format Object... [ Add-Ins
~ Format Painter Merge
@ From Beginning Grayscale
E From Current Slide # [#] Black And White
{1 Group R v
‘%‘ Hyperlink... New Tab New Group Rename...
A Increase Font Size
I:l Layout L3 Customizations: Reset
P Macros
[ New v Import/Export ¥ 1
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The left side of the ribbon customization settings area lists commands that can be added
to the ribbon, and the right side lists the ribbon tabs. You can add commands from the list
of available commands to any existing group on the ribbon, or you can create a new group
and add commands to it.

You can also create a new ribbon tab and add new groups and commands or modify the
tool tabs that appear when a specific object is selected, like a picture. To access all available
ribbon tabs, in the Customize The Ribbon area, click the arrow next to Main Tabs and then
click All Tabs.

Additionally, you can reorder built-in tabs, groups, and commands using the Move Up and
Move Down arrows on the right side of the dialog box.

In this exercise, you'll customize the ribbon by adding a new tab, group, and command to
the ribbon in PowerPoint. You'll then delete your customizations. At the end of this exercise,
you'll apply what you learned about ribbon customization to the Quick Access Toolbar.

SET UP You don't need any practice files to complete this exercise. Start PowerPoint,
create a blank presentation, and follow the steps.

1 In the Backstage view, click Options, and then click Customize Ribbon. Below the
ribbon tab list, click New Tab.

2 Click New Tab (Custom) to select it, and then click the Rename button near the
bottom.

3 Enter MY CUSTOM TAB and then click OK.

4 Click New Group (Custom) and rename it to My custom group.

Rename @
Symbaol:

£0004 ! Bw -
O T » €
Aava2@A PEAY
YEEda b O Mme =
QELZOY

O E0==6 m
JkiglEE=

Al XS MK&H*;
P S GHEDOLA LD

Display name: | My custom group

1

[ OK ]’ Cancel ]
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10

From the Popular Commands list, select any command. For instance, select Email.
Click My custom group and then click the Add button near the middle of the
Options dialog box.

Customize the Ribbon: (i)

Main Tabs El

Main Tabs
= [¥|Home b

Clipboard
Slides
Font
Paragraph
Drawing
Editing
=[] MY CUSTOM TAB (Customn)
El My custom group (Custem)
29 Email

& [F Tmrart

»

m

IMPORTANT Commands can only be added to groups on the ribbon. If you don't

select a group prior to adding a command, you will encounter an error message.

To review your customizations, click OK at the bottom of the Options dialog box.

On the ribbon, click MY CUSTOM TAB and note your custom group and newly added
command.

[P3

HOME MY CUSTOM TAB INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

g

Email

My custom group

Reopen the Options dialog box and display the ribbon customization options.
If necessary, select MY CUSTOM TAB.

Near the middle of the Options dialog box, click the Remove button to delete your
custom tab and custom group.
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12

13

14

Experiment with other ribbon customizations. For example, to reorder tabs, groups,
or individual commands, make a selection, and then on the right side of the dialog
box, click the Move Up and Move Down buttons.

After you're comfortable customizing the ribbon, in the Options dialog box, click

Customize Quick Access Toolbar and apply what you learned in the previous steps.

For example, reorder the commands or add new ones.

To reset all of your ribbon and Quick Access Toolbar customizations, click the
Reset button near the bottom of the Options dialog box, and then click Reset all
customizations.

Click Yes to confirm the deletion of your customizations.

TIP To back up your ribbon and Quick Access Toolbar customizations or to share
them with others, use the Import/Export options at the bottom of the dialog box.

CLEAN UP close the Options dialog box and exit PowerPoint without saving the
presentation.

Choosing the right application for the task
at hand

Out of all of the Office suites, Microsoft Office Professional Plus 2013 includes the widest
range of applications. As noted at the beginning of this chapter, many of the applications
have similar functionality. In the next chapter, you'll learn about shared features that are
available to most of the Office applications. With so many overlapping capabilities, you
may be wondering how to determine the application you need to use for your various work
projects.

In this section, you'll get an overview of various tasks you can perform in each applica-
tion that's available in the Office Professional Plus 2013 suite. This overview also extends
to applications that aren't covered in this book. For the applications that have similar func-
tionalities, you'll receive more information at the end of this section on how to choose an
application to perform a specific task.

Choosing the right application for the task at hand
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Application Tasks
Access B Store, organize, and manage simple data or complex relational data.
® Make your data available on your company network or in a web browser by
using Access Services, a component of SharePoint.
® Create forms for data entry and reports to present your information.
® Export data to other applications, such as Excel or Word, as well as other
database formats.
Excel B Calculate and analyze numeric information such as budgets, income,
expenses, loans, and scientific or statistical data.
® Organize and track information, such as inventory, work schedules, projects,
invoices, and address lists.
® Summarize numeric and other data and display results in charts and
PivotTables.
® Create forms that include controls, such as check boxes, drop-down lists,
and option groups, to be filled in by other users.
OneNote ® Organize and keep track of your notes and other information in searchable
notebooks.
® Collect information from other Office applications or Windows Internet
Explorer.
" Capture your notes in text, ink, drawings, images, audio, and video.
® Insert pictures, tables, files, spreadsheets, or diagrams.
® Collaborate in real time with members of your team.
Outlook B Send, receive, and store email messages and meeting requests.
® Use a calendar and tasks to keep track of your schedule and set reminders.
B Store contact information for your business connections.
® Share your Outlook information, such as your calendar, inbox, or contacts,
with members of your team.
PowerPoint ® (Create presentations for a sales pitch, conference, meeting, class, or
demonstration.
® Create photo albums to share with friends and family or for personal use.
" Add multimedia such as graphics, video, and audio along with animations.
u

Present your presentation to a live audience or in an online meeting, or
transform it into a video.
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Application

Tasks

Publisher

Create flyers, cards, calendars, brochures, certificates, catalogs,
advertisements, and photo albums.

Include graphics, tables, and other visual elements.
Use built-in tools to save your publication for commercial or photo printing.

Create personalized publications for mass mailings for print and email
distribution.

Word

Create general documents such as letters, memos, reports, manuals,
contracts, and proposals.

Create documents that contain graphics, such as newsletters, cards, flyers,
invitations, and photo calendars.

Create advanced documents, such as mass mailings that can be printed and
mailed or sent by email. Create a book or report with a table of contents,
indexes, and cross references.

Create forms that include controls such as check boxes, drop-down lists, and
date pickers, to be filled in by other users.

Generate other documents, such as envelopes, labels, blog posts, and
webpages.

Microsoft
InfoPath

Create structured fill-in-the-blank forms that can be connected to a data
source, such as an Access or SharePoint database.

Store forms on your company network or in a SharePoint library, or
distribute them by email.

Add calculations, rules, data validation, and conditional formatting.

Microsoft Lync

Quickly communicate with other people in your company by instant
message, audio, or video.

View presence information, such as Available, Busy, Away, Off Work, and Do
Not Disturb for members of your team in Lync and across the applications.
Share your desktop or an application with people both inside and outside
your company.
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As previously discussed, several of the Office applications provide similar functionality. For
instance, you can use Word, Publisher, or PowerPoint to create Office documents that in-
clude graphics, such as newsletters, flyers, or photo albums. You can create forms in Access,
Excel, InfoPath, and Word. And you can use both Access and Excel to manage lists of
information.

More often than not, you'll likely choose the application you're most comfortable with and
forgo learning something new. Before you do, keep in mind that each application special-
izes in specific capabilities and can produce better results when selected for certain tasks.
Think of it as going to a restaurant—if you go to one that specializes in seafood, you might
find steak on the menu, but it may not be as good as a steak you get from a steak house.

Also keep in mind that what you learn in one application can be applied to another, so the
learning curve may be easier than you think. Here are a few tips to help you determine the
right application for specific tasks.

= For files that include graphics, consider the type of content you want to include, the
amount of text, and the complexity of the layout. If you don't need to use cross-
references, fields, or other advanced text features, then use Publisher. In Publisher, it's
easier to move your content and visually align objects. Plus, you can add vertical and
horizontal guides for precision placement.

® For photo albums, think about the end result you want. If you want to display the al-
bum electronically on a computer or projection screen, use PowerPoint. It also enables
you to add transitions and animations for a professional-looking result. Plus, you can
convert your presentation to a video that can be published on websites like YouTube.
If you want to print the album, use Publisher. It has a variety of photo borders to add
a professional flair and tools to assist you with photo and commercial printing.

® For simple lists of data, such as an inventory or mailing list, consider using Excel. It has
tools for sorting, filtering, and managing your lists. Plus, if you find you need more
database management tools, you can easily import your list in Access.

® For lists of related data, such as those for tracking employees, projects, or department
inventory, use Access. It has tools for working with information that's related and
enables you to display and report information in various views. For example, you can
create an employee directory sorted alphabetically and another grouped and sorted
by department.
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® For forms, if you want the data entered in a form to be automatically collected, use
InfoPath or Access. There are several deciding factors in choosing which applica-
tion to use. The primary factor is whether the people using the form will have access
to the tools they need to fill it out. For InfoPath forms, either the users must have
Microsoft InfoPath Filler, or you must have InfoPath Form Services technology so that
your intended audience can use a web browser to fill out the form. For Access, either
the users must have the Access application, or you must have Access Services for web
browser-based forms, which is a component of SharePoint.

Other form considerations are whether the form contains calculations. If you don't
need to automatically collect your data, then use Excel. Although Word supports
calculations, creating formulas in Excel is easier and more reliable. However, if your
form needs to contain advanced text features or needs the page flexibility of a word
processor, then create your form in Word.

This list is certainly not an exhaustive list of all of the different types of files you can create
or tasks you'll perform in your work projects. This is a vast topic that could easily warrant its
own book. But the information provided here should be enough to give you a good start in
choosing the right application.

Key points
® The ribbon and Quick Access Toolbar have commands for working with the content
of a file.
® The Backstage view has commands for working with the entire file or the application.

® You can create new documents, workbooks, presentations, publications, notebooks,
and databases on the New page in the Backstage view.

® You can open, save, print, share, and export documents in the Backstage view.

® You can customize the Office user interface and modify application settings to fit your
workflow.

B Choosing the right application for specific tasks can help you be more productive and
get better results.

Key points 39
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Understanding Access

2013 databases

IN THIS CHAPTER, YOU WILL LEARN HOW TO

Create a desktop database.

Import and export data.

Navigate the user interface.

Work with data in a datasheet.
Configure Access options.

Link Access to external data.

Compact, repair, and encrypt a database.

Microsoft Access allows you to structure and store your information in a set of database
tables and can efficiently manage and share large amounts of data. In addition to quickly
locating information, the database ensures consistency in the information by linking to-
gether the data in different tables. The product allows you to present the data through
both professional-looking forms and reports.

If you are moving from Microsoft Office 2003 to Office Professional 2013, then you will
notice a big difference in the user interface. Introduced in Office 2007, the ribbon provides
a tabbed interface for working in the product. Depending on what you are doing, the rib-
bon will display additional tool tabs to assist you in a particular task. The database window
of Access 2003 has been replaced with a searchable Navigation pane on the left side of the
interface that allows you to filter objects of one or more types.

If you are already familiar with Access 2010, then you will find that the desktop database
has improved productivity, but the major revision in the product has been the introduction
of the Web App.

Access 2013 enables you to create two distinct but related types of databases. The first is a
desktop database; this is a database where the components are held in one or more files on
your computer or network. The second type of database is called a Web App; this is a new
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feature in Access and means that the database is stored in Office 365, and the user interface
is displayed in a browser window. When developing a Web App, you use a design interface
on your computer that is similar to the familiar desktop database interface.

We will leave a discussion of Web App databases until Chapter 40, “Creating and sharing a
Web App.” In this chapter, we provide detailed steps so that you can perform activities and
at the same time familiarize yourself with how to productively work with the Access desktop
database interface.

PRACTICE FILES To complete the exercises in this chapter, you need the practice files
contained in the Chapter37 practice file folder. For more information, see “Download the
practice files” in this book'’s Introduction. Note that the MSOfficeProBlank.accdb practice
file is created in this chapter, so it is not included in the practice files.

An Access desktop database contains different types of objects:

= Tables Your data is held in a number of tables. The data in most of the tables will be
linked to data in other tables. Using this approach of linking or relating data between
tables is a key feature of the database and reduces the need to duplicate information.

® Queries These bring together the data from one or more tables and present the data
either through a datasheet, form, or report. Note that a datasheet is not a separate
object, but the interface when displaying data from either a table or query.

® Forms These allow more flexibility in presenting data than that allowed in a data-
sheet. They are the most popular method for viewing and managing data. Of par-
ticular note are parent/child forms and subforms, where the subforms display related
data from other tables.

= Reports Allow you to create a paper-based presentation of your data for printing or
previewing on the screen. One unique presentation feature of reports is the ability to
have multiple layers of grouping when presenting data.

® Macros This is a programming feature for automating operations. Macros can be
found in several places in the database; a discussion of macros is beyond the scope of
this chapter.

® Modules These are used for advanced programming, using the Microsoft Visual Basic
for Applications (VBA) programming language common to the other Office products.
This topic is also beyond the scope of this chapter.
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Creating a desktop database

Your Access desktop database consists of a single file, which you will create and save on your
computer. There are two different methods to get started with a database. You can either
choose to create a database by using a predefined template database, or you can start by
creating an empty database.

In this exercise, you'll create a desktop database.

SET UP You don’t need any practice files to complete this exercise, but the MSOffice-
ProBlank.accdb database you create here will be used in further exercises in this chapter.
Start Access from the Start screen (Windows 8), or from the Start menu (Windows 7)
that is displayed when you click at the left end of the Windows taskbar.

1 Click Blank desktop database.
2 Enter the file name MSOfficeProBlank.
3 Click Create.

Andrew

Access Search for online templates yel

Suggested searches:  Assets Business Contacts Employee  Inventory Switch account

Project  Sales

Recent

I+]

You haven't apened any files recently. To browse for

afile, start by clicking on Open Other Files.

[@@ Open Other Files

Blank desktop database

File Name L
MSOfficeProBlank l:‘ Blank desktop database
C\Users\Administrator\Documents\.

Blank desktop database —

D =l
L= Ll

Desktop contacts Asset tracking

TIP When starting Access, you will notice a list of template databases; for example,

Asset tracking (Web App) and the templates prefixed with the name Desktop. Desk-
top asset tracking will create a desktop database. It is worth taking the time to look
at a few of these to get some ideas for creating your own applications.

Creating a desktop database 911



Your database will look similar to the following.

* (New)
Tables ES

B Tablet

When you create a blank database, Access will open to display a new table called
Tablel. This feature allows you to start using one of several techniques for creating

blank tables, which we will look at in the next chapter.

4 Click on the X to close the Tablel object.

The main ribbon will be displayed without any design objects in the database. The

Navigation pane displaying All Access Objects is empty.

= TABLE TOOLS MSOfficeProBlank: Database- C:\Users\Administrato\Do... 7 — X
HOME  CREATE  DXTERNALDATA  DATABASETOOLS  FIELDS | TABLE -
3 B i % Cap g p equi
b{ AB 12 [# [ Date&Time Name & Caption f.\‘ ab| Data Type Required [E
= [ vesmo Default Value | h Format  Formatting Unique
View  Short Number Currency Delete Modify Modify  Memo oo Validation
- Text Fial More Fields ~ Field Size Lookups Expression Settings % 8 9 Indexed .
Views Add & Delete Properties Formatting Field Validation ~
: ® Tablet, x
All Access Obje... ® « = Tanke
D - | Click to Add -
Search.. sl

Ribbon tab ~ Navigation pane Ribbon icon Ribbon group
I = MSOfficeProBlank :[Database- C:\Users\Administrator\Document$\M50fficeProBlank.accdb (ficcess 2007 - 2013 file format) - Access ? - x
HOME CREATE EXTERMAY DATA DATABASE TOOLS -
Cut Ascending Selection New > Totals ag
Copy Descending Advanced Save % Spelling B I U
View Paste Filter Refresh Find N
Format Painter Remove Sort ¥ ToggleFilter | 4 Delete More A -
Views Clipboard 10 Sort & Filter RECOTUS mm—— Find Text Formatting ~
All Access Obje... @ «
Search. yel
° CLEAN UP close the MSOfficeProBlank database. This will close Access.
Sooner or later, you will come across the following when opening a database.
@ = MSOfficeProBlank : Database- C:\Users\Administrator\Documents\MSOfficeProBlank.accdb (Access 2007 - 2013 file format) - Access ? X
HOME CREATE EXTERNAL DATA DATABASE TOOLS M
X% Ascending New E b EEJ
B Descending Save v Iu
View Paste Filter Refresh Find Sizeto  Switch N
Remove Sart All- P Delete - Fit Form Windows = A~ %
Views Clipboard ra Sort & Filter Records Find ‘Window Text Formatting ~
I SECURITY WARNING Some active content has been disabled. Click for mare details. Enable Content x
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Because we live in a world where some people will try and hack or subvert systems, and
because Office files can be sent by email from unknown sources, Microsoft, by default,
switches off features, and it is up to you to decide what to enable.

If you click the Enable Content button, then the next time that you open the database, you
will not need to again answer this question, because you previously enabled content in the
file. However, if you use the file system to copy the file, rename the file, or move the file to
a different location, then you will again be challenged to enable the content.

There are two aspects of trust that you can manage. The first is the location of a file. Trust
locations allow you to establish folders where you can place files that will be trusted. This
means that you will not need to enable content for files placed in these folders (this feature
can also be switched off, allowing files to be opened from any location). The second aspect
of trust is whether the application should be allowed to execute certain macro commands
or VBA programming code. Although we will not cover these topics in this book, you should
be aware of this capability.

If you are working with your own databases or databases from a trusted source, then man-
aging the trust locations and macro security should not pose a problem. But if you are
downloading content from the Internet and macro security is fully enabled and trusted
locations disabled, then it is possible that when you open a database, malicious code
could be executed without any warning. The final decision is your responsibility, but in this
section, we will show you how to enable macros and how you can manage your trusted
locations.

In this exercise, you'll set security parameters for a database.

° SET UP You need the MSOfficeProBlank.accdb database from the previous exercise
to complete this exercise. If you have not already closed the MSOfficeProBlank.accdb
database, then close the database and reopen to display the security warning shown at
the beginning of this section. If the security warning does not appear, then continue to
follow through the exercise, and you should find that your trust settings have already
been altered.

1 From the File tab, select Options at the bottom of the page.

2 Select the Trust Center option.
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Access Options m

General

Current Database
Datasheet

Object Designers
Proofing

Language

| | Client Settings
Customize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

. Help keep your documents safe and your computer secure and healthy.

Protecting your privacy

Microsoft cares about your privacy. For more information about how Microsoft Access helps to protect your privacy,
please see the privacy statements,

Show the Microsoft Access privacy statement

Office.com privacy statement
Custorner Experience Improvement Program

Security & more
Learn more about protecting your privacy and security from Office.com.
Microsoft Trustworthy Computin
Microsoft Access Trust Center

The Trust Center contains security and privacy settings. These settings help keep your 5
computer secure. We recommend that you do not change these settings. Trust Center Settings...

3 Click Trust Center Settings.

Select Macro Settings and Enable all Macros.

Trust Center m

Trusted Publishers
Trusted Locations
Trusted Documents
Add-ins

ActiveX Settings

Macro Settings

Macro Settings

() Disable all macros without notification
Disable all macros with netification

Disable all macros except digitally signed macros

® Enable all macros (not recornmended; potentially dangerous code can run) |

5 Click Trust Locations.

The next choice is a bit more complicated, because you can either decide to add spe-
cific folders where you will trust files, or you can disable the trust locations; trusting
files on any location. To enable content at all locations, proceed as follows:

6 Click the check box to Disable All trust Locations, or add specific folders to be trust-
ed. Then click OK.

CLEAN UP Leave the MSOfficeProCompleted database open for use in later

exercises.
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Importing and exporting data

Access has wizards to guide you through specific operations; these are particularly useful
when it comes to importing or exporting data. When you import data, you are making a
copy of the original data and storing that data in your database file.

In this exercise, you'll import data into a database.

e SET UP You need the MSOfficeProBlank.accdb database from the previous exercise,
and the MSOfficeProData.accdb database and CompanyNames.xlsx spreadsheet located
in the Chapter37 practice file folder to complete this exercise. Open the MSOfficePro-
Blank.accdb database if it is not already open. The CompanyNames.xlIsx sample spread-
sheet contains a list of company names and URLs. You will import this list into your
database.

1 Click the External Data tab.

2 Click Excel in the Import & Export group.

3 Browse in the File Name box to locate the CompanyNames.xlIsx spreadsheet.
®E -
HOME CREATE EXTERMAL DATA DATABASE TOOLS
== ] FTextFile [ Access
> & oo S

= = EEay
Imports  Manager
|
Select the source and destination of the data ‘ | /.
All Access Ob AN

Search..

Specify the source of the definition of the objects.

File name: | c:\Users\Administrator\Documents\CompanyNames xlsx | Browse...

Specify how and where you want to store the data in the current database.

(®) Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

4 Ensure that the first button to Import data is selected, and press OK. The Import
Spreadsheet Wizard will now be displayed.

5 Select the First Row Contains Column Headings check box, and notice how the dis-
play changes to remove the column headings from the data records. Click Next.
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6 Click the second URL column, and use the drop-down Data Type to change the data
type to a Hyperlink, and then click Next.

2] Import Spreadsheet Wizard “

‘fou can spedify information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the 'Field Options' area.

Field Options
Field Mame:  |URL Data Type: o
N | Yes/Mo
o [] Do not imy Byb:law
Integer
Long Integer
Currency
Company NHame _ [URL g'gug:ja
LA. Datum Corporation isl  Date With Time L
2 Pdventure Works
?Alpine S5ki House
TElue Yonder Airlines
?City Power & Light
?Co':m Vineyard
TCoho Winery
?Co':m Wineyard & Winery
?Contoso, Ltd
ECUI}CDEU Pharmaceuticals
HConsolidated Messenger
EFabrike_rr., Inc.
EFO'th,’n Coffee
EGIap'ﬂic Design Institute v

< >

Cancel < Back Einish

TIP This stage in the wizard allows you to select an appropriate data type for the col-
umn that will be created to hold the data.

/ On the next screen, Access will display an ID as the primary key (if you wanted a dif-
ferent column to be the primary key, then it could be selected from the Choose my
own primary key drop-down list). For this exercise, accept the default choice of ID,
and then click Next.

3 The Import to Table will display the name Companies. You can change the name of
the new table at this point. Click Finish.

9 The very last screen allows you to save these steps if you will need to repeat them.
Click Close (you do not need to save the steps).

10 Double-click the table now shown in the Navigation pane to display your data.
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EH s TABLE TOOLS MSOfficeProBlank : Database- C:\Users\Administrator\Do.. 7 — x
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE -
— = Fecfie | R OTH TR : : =) FRAAccess
o 07 EF BF zom. 9 o 52 5o 50 B2
XML File 5 Word Merge
Saved Linked Table Excel Access ODBC Saved Excel Tet XML PDF  Email
Imports  Manager Database |7 More™  Eyports File  File orXps 55 More
P g p
Import & Link Export ~
All Access Obje... @ «||F companies x
Search o ID ~ | Company Ni - URL - Click to Add  ~ -
reh..
Tabl " !A. Datum Corp http://www.ac
é E: . . 2 Adventure Wo hitp://www.at
ompanis 3 Alpine Ski Hou http://www.al
4 Blue Yonder Ai http://www.bl

TIP Click the X next to field list to close this window. This allows for more space to
display the data contained in your table.

CLEAN UP Close the Companies table and retain the MSOfficeProBlank database for
use in later exercises.

Importing from another Access database

When you import data from another Access database, you can choose to import any of the
available design objects. The MSOfficeProData.accdb database contains data that you will

need in the following exercise. You will import some of the items in this database into your
blank database.

In this exercise, you'll import data from another Access database.

e SET UP You need the MSOfficeProBlank.accdb database from the previous exercise
and the MSOfficeProData.accdb database from the Chapter37 practice file folder to

complete this exercise. Open the MSOfficeProBlank.accdb database, if it is not already
open.

Click the External Data tab.

2 Click Access in the Import & Export group.
3 Locate the MSOfficeProData.accdb file in the File Name box.
4

Leave the default selection of Import tables, queries, forms active, and click OK.

You will then have the option to import different Access objects from the database.
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Tables | Queries | Forms | Reports | Macros | Modules |

5 On the Tables tab, click Select All to highlight all the tables.

Click the Forms tab and click to highlight the frmCustomers form. Then click OK
to import all the tables and the selected form.

/ Click Close when prompted to save the import steps (you do not need to save a
record of these steps, because you will not repeat this operation).

TIP If you import several tables that have relationships, then the relationships will
also be imported by default into the new database.

° CLEAN UP Retain the MSOfficeProBlank database for use in later exercises.

Exporting data from an Access database

918

Access supports the export of data from both tables and queries (which we will discuss in
the next chapter). To export data, select the table or query in the Navigation pane and then
either use the right-click option to select an export format, or use the appropriate icon on
the ribbon.

In this exercise, you'll export data from an Access database.

SET UP You need the MSOfficeProBlank.accdb database from the previous exercise to
complete this exercise. Open the database, if it is not already open.

1 In the Navigation pane, click the Customers table.

2 Click the External Data tab, and click the Text File icon in the Export group.
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B B - & s MSOfficeProBlank : Database- C:\Users\Administrator\Documents\MSOfficeProBlank.accdb (Access 2007 - 2013 file format) - Access 2?2 - X
HOME ~ CREATE  EXTERWALDATA  DATABASETOOLS -

— === == B Textfile 7 T3 ] : : i) fAAccess

o 7 05 53 oo OF o 60 50 50 B1 2

3 XML File Efig Word Merge
Saved Linked Table Excel Access ODBC . Saved Excel Tet XML PDF  Email
Imports  Manager Datshase ' More™  Eyports File  File orXps 55 More -
Import & Link Export ~

All Access Obje... @ « Export to text file
o o Export selected object to a text file.
Tables &
B categories
B companies
B countrylist
T customers

This will then display the Text File Export wizard.

Use the File name text box to browse to a location to save your exported data.

Select the destination for the data you want to export ‘W

Specify the destination file name and format.

Eile name: |C:\Users\AdministratoV\Documents\Customers‘brt ‘ Browse...

Specify export options.

[[] Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report,

Do not make any further selections, but click OK to proceed.

TIP Choosing to export the data with formatting will result in a format that is not
easily imported into other programs, but it does result in a simple text layout that 37
could be printed.

It is recommended that you follow through and accept the default selections. More
details will be revealed regarding important choices as we proceed through the steps.
This wizard, which is similar to the Import Text Wizard, has a number of advanced
choices.

On the next wizard page, you can choose between Delimited or Fixed Width,
Delimited; which is the default for a more standard choice. An Advanced option
(bottom left) allows you very detailed control of how each column is exported. Click
Next to proceed.

The next wizard page allows you to change the delimiters used for the export, and
you can optionally include field names. Click the box to Include Field Names on
First Row.
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/ Change the Export to file name setting, if required, and then click Finish.

8 Click Close when prompted to save the export steps (you do not need to save the
steps).

You should then have produced an export file.

File Edit Format View Help

"CustomerID”,"Companylame”,"Contactlame”,"ContactTitle"”, "Address”,"City"”, "Region”,"PostalCode™, ~
1,"A. Datum Corporation "," Dimple Arya","Sales Representative","Obere S5tr. 57","Berlin”,,"122@
"Adventure Works "," Ronen Ashkenazi","Owner","Avda. de la Constitucidn 2222","México D.F.",,

"Alpine Ski House "," Roya Asbari”,”COwner”,"Mataderos 2312","México D.F.",,"85823","Mexico",
"Blue Yonder Airlines "," Chris Ashton","Sales Representative”,"128 Hanover 5q.","London",,"W
"City Power & Light "," Sameer Athalye","Order Administrator","Berguvsvigen 8","Luled",,"S-9
"Coho Vineyard "," Vivian Atlas","Sales Representative”,"Forsterstr. 57", "Mannheim"”,,"68386"

7w
>

° CLEAN UP Leave the MSOfficeProBlank database open for use in later exercises.

Navigating the user interface

920

There are two key components in navigating the Access user interface. The first is the
Navigation pane, which lists all the objects in your database. This can also be changed to
display either all your objects or objects of a specific type. The key to productivity with this
part of the interface is the search bar, which allows you to quickly locate an object and then
click to change or activate the object.

There are several useful features in the Navigation pane.

= Search When you enter words in a partial pattern, the Navigation pane will filter
results.

= All Access Objects This drop-down list allows you to quickly change what is ordered
in the pane.

= Shutter bar open/close option This allows you to minimize the Navigation pane to
the left.

® Navigation options These options permit much finer control of the behavior of the
navigation bar.
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All Access Objects

o

D

H ca = MSPfficeProBlank : Database- C:\Users\Administrator\Documents\M50fficeProBlank.accdb (Access 2007 - 2013 file format) - Access ? -
HOME CREATI EXTERMAL DATA DATABASE TOOLS M

55 ile = o1 PR Access
50 md B FREEROS

5 Word Merge
Saved Linked Table Excel Adress ODBC . Saved Excel Tet XML PDF  Email
Imports  Manager Datshase ' More™  Eyports File  File orXps 55 More -

import &fLink Export ~

All Access Obje... @ «
Navigate To Category o

Custom

Object Type

Tables and Related Views
Created Date

Madified Date

Filter By Group

Tables

Queries

Forms

Reports

All Access Objects

~ Right-click the title of the Navigation pane
to see the Navigation options.

© - @ = MSOfficeProBlank: Database- C:\Users\Administrator\Documents\MSOfficeProBlank.accdb (Access 2007 - 2013 file format) - Access T - x
HOME ~ CREATE | EXTERNALDATA | DATABASETOOLS 'H
==z - EiTedfle M FX ? ? U F@Access
X ® GE 59 5 B
7 Er B Eamirile 5 ol sl Word Merge
Soved Lifled Table Excel Access ODBC Saved Eiced Tot XML PDF Emal .
Imports ~ Planager Database 4 More™  pports File File orXpPs 5% More
Import & Link Export ~
. I
All Access Obje  category ,
Search.. Sort By N
Tables Viewsy .
EH companies S
=3 customers
Forms
frmCustomers Ely Mavigation Options...
P| Search Bar
l

-
1
o

3.

H % & = MsOfficeProBlank: Database- C:\Users\Administrator\Decuments\MSOfficeProBlank.accdb (Access 2007 - 2013 file format) - Access

HOME CREATE EXTERNAL DATA DATABASE TOOLS
=h U F@ Access
5B &
Word Merge

=== R Tetfile ™
= @E SIS

Saved Linked Table Excel Access ODBC Saved Excel Tet XML PDF  Email

Imparts  Manager Database " #More™  Eorts File  File orXps 15 More~
Import & Link Export ~
All Access Obje... @
Search.. yel
Search bar Shutter bar
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Working with the tabs

922

The second and complementary approach to navigating the Access interface is to use the
ribbon. Although you will quickly become familiar with the options on the ribbon to create
new objects, after an object has been opened, the ribbon Home tab allows you to quickly
change the design of an object.

The File tab is often called the Backstage view—a behind-the-scenes set of choices for con-
figuring Access and performing general operations, such as opening a database or saving a
database in a different format. One of the most important menu choices in the Backstage
view is the Options choice, because this choice contains a very large number of settings that
can be used to control the behavior of the database.

One of the great strengths of Access is that you can do the same thing in more than one
way. At first, this may appear confusing, but as you gain familiarity with the product, it is
a very useful feature. Access is a powerful development tool. You may find that when you
decide to make certain changes in the environment, some paths to features are no longer
available. As a simple example, you could choose to hide or fully customize the ribbon, in
which case you would then be relying on a right-click to provide you with features that
would otherwise associate with the ribbon.

Access has five key ribbon tabs, although, as you open different objects, additional tabs will
become available, depending on the context. Following is a list of the tabs and their usage.
® File The File tab provides general options and settings for working in the product.

® Home This tab is used principally for formatting, filtering, and selecting data while
you view the data.

® Create This tab is used to create new objects.
= External Data This tab is used to import, export, and link to external data.

®= Database Tools This tab is associated with general operations in maintaining your
database.
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The File tab has the following features:
= Info Allows you to compact and repair your database and encrypt the database with
a password.
" New Allows you to create a new database.
® Open Provides a path to opening recently accessed databases.
® Save If you have a design object open, this will save any changes.

® Save As This has two functions. If you have an object open, you can save any
changes to the object, but more importantly, it allows you to save the database in an
alternative format.

® Print Allows you to print an object that is open and active.
® Close Closes the database.
= Account Displays helpful information for connecting to online services.

® Options The Access options have been described earlier in this chapter, and are used
to configure both the Access installation and database-specific options.

In this exercise, you'll use the Navigation pane to open an object and then switch to Design
View.

SET UP You need the MSOfficeProBlank.accdb database from the previous exercise to
complete this exercise. Open the database, if it is not already open.

1 Double-click the Companies table in the Navigation pane.

This will then display the two tool tabs, Fields and Table. The Fields tool tab will allow
you to add or alter the design of the table, and the Table tool tab allows more ad-
vanced macro programming for the table. Notice the View drop-down list on the left,
which allows you to quickly switch between the Datasheet View and the Design View
for changing the design of a table.

TABLE TOOLS MSOfficeProBlank: Database- C:\Users\Administrato\Do... 7 — x
HOME  CREATE  DXTERNALDATA  DATABASETOOLS  FIELDS | TABLE
b{‘ AB 12 [ Epate&Time L) [E]Name & Caption f‘\ b Data Type: AutoNumber  ~ Required [E
E
[ vesmo Default Value - - Format  Formatting ] Unique
View  Short Number Currency Delete Modify Modify  Memo . Validation
Text Fial More Fields ~ Field Size Lookups Expression Settings ] Indexed .
e Add & Delete Properties Formatting Field Validation ~
Datasheet View <
® « FH companies x
[‘/‘ [ B D - |company N; - URL - |ClicktoAdd - -
£, Design View N A. Datum Corp http://www.at
. 2 Adventure Wo http://www.at
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In the Navigation pane, double-click the form frmCustomers. Then, on ribbon, click
the View arrow and select Design View.

EH = MSOfficeProBlank : Database- C:\Users\Administrator\Documents\MSOfficeProBlank.accdb (Access 2007 - 2013 file format) - Access o x
HOME CREATE EXTERNAL DATA DATABASE TOOLS -
E Cut Y 2] Ascending T Selection~ @ = New > Totals H e
Eg Co %l Descending o) Advanced - H save 7 Speliin 2>- B I U
View  Paste P Filter 2 B Refresh VORI a ‘
- Format Painter Remove Sort 'Y Toggle Filter | - X Delete ~ ] More I - :
I F] Sort & Filter Records Find Text Formatting ~
[T formview —_——
h @« B Companies | 58] frmCustomers Y, x
E Layout View P Customers
b,( Design View CustomeriD L]
Forms 2 Company Name | A, Datum Corporation
= frmCustomers
The tabs now change as shown below. The Form Design Tools have three tabs for
assisting in the layout of a form:
EH = MsOfficeProBlank: Database- C:\Users\Administ... FORM DESIGN TOOLS S X
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT -
11 Detail - Formatting D A L2 Shape Fill -
B i bockeround Al . o z | - hape Outiine
T Select Al B I U - o Background Altemate  Quick Change Conditiona
k 2 ®  mage~ RowColor~ Styles- Shape~ Formatting = Shape Effects
Selection Font Number Background Control Formatting ~
All Access Obje ® « || E8 companies | Z8] frimCustomers x
R R R T A T T R T R I R IR R A IR - NI - R "R IR A IS R R LRI L RN IR R IRE- PR L
Search. re)
Tables 2 -  Form Header
EH companies - ustomers
B customers
Forms 2z |||-
E fmcustomers ;| Iclstomban | 1fcustomerin
° T T T T T T T T T T T

TIP If you right-click the ribbon, you can choose to unpin the ribbon. This means that
the ribbon will float and drop down when required.

CLEAN UP close the Companies table and form frmCustomers, and retain the MSOf-
ficeProBlank database for use in later exercises.

Working with data in a datasheet

924

Each table of data in a database has an associated datasheet. The datasheet allows you to
present and interact with the data in the database. It has a series of columns across the top
and a series of rows containing the data records. You can adjust these presentations by

hiding, freezing, and ordering the columns without changing the underlying design of the
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Datasheets are limited in controlling how a user can interact with the data (when compared
to using a form), but they are also a key feature to understand, because you can further
exploit the power of a datasheet through a form. A form can be used to present data as a
datasheet and make use of a number of more sophisticated features to extend the data-
sheet with capabilities only available through the form’s Datasheet View.

In this exercise, you'll work with datasheets.

SET UP You need the MSOfficeProBlank.accdb database from the previous exercise.
Open the database, if it is not already open.

1

At the lower left of a datasheet are navigation buttons for moving to the first, next,
previous, and last records. In the Navigation pane, double-click the Customers table
to open the datasheet.

Click New (blank) record in the set of navigation controls located in the lower-left
corner of the screen (the icon has a >* symbol). This will take you to a new record.
28 Woodgrove Bank Adam Barr Sales Manager Jardim das rosas

* (New)
Record: M 4 |170f28 | ¥ M b Search 4 3

MNew (blank) record

Move to the Company Name column and enter the words: Adventure Works 2.
The Record Selector will change from a star (new record) to a pencil (editing record
symbol).

28 Woodgrove Bank Adam Barr Sales Manager Jardim das ros:
N 29 Adventure Works 2 -
Record: M 4 |290f29 | » M b Search 4

Click the next row, or press Shift+Enter to save your changes to the record. The
Record Selector will no longer show the pencil symbol.

Click the Record Selector to highlight the row, and then press the Delete key. Access
will prompt you to confirm deleting the record. Click Yes to delete the record.

TIP To edit data, move to the appropriate row/column and begin entering text. You
can undo changes by pressing the Esc key or using the Undo icons on the Quick Ac-
cess Toolbar.

CLEAN UP close the Customers table and retain the MSOfficeProBlank database for
use in later exercises.
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Sorting a datasheet

Sorting data in a datasheet means that you can very quickly locate and display a subset of
data without the need to use more sophisticated methods such as queries.

In order to sort by multiple columns, you need to use drag and drop to order the sorted
columns from left to right (this is the order in which columns are sorted). Individual or se-
lected groups of columns can be sorted either in an ascending or descending sort.

In this exercise, you'll sort data in a datasheet.

SET UP You need the MSOfficeProBlank.accdb database from the previous exercise to
complete this exercise. Open the database, if it is not already open.

1
2

In the Navigation pane, double-click the Customers table to open the datasheet.

Click the Country heading (scroll right to locate the column), and drag this column to
the left of Company Name.

Click the Country heading, and holding down the Shift key, click Company (so that
both columns are highlighted).

On the Home tab of the ribbon, in the Sort & Filter group, click Ascending. This will
sort by Country. Then, sub-sort those results by Company Name.

EHS- = TABLE TOOLS MSOfficeProBlank : Database- C:\Users\Administrator\Da.. 2 — x
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE -
b/‘ X cut 7| Ascending Selection @ = New > Totals . Calibri -1
] FR) Copy % Descending 7o Advanced - Hsave 5 Spelling 3. B I U =8
View Paste Filter a Refresh Find " R
. Format Painter £ 4 Remove Sort Toggle Filter  pjj- 2% Delete = [ More~ Iy~ A- b === 4~
Views Clipboard o Sort & Filter Records Find Text Formatting noA
All Access Obje... @ «|| 8 customers’, x
p— o CustomerlD ~ ‘Country -1 Company Name il Contact Name - Contact Title - -
Tables 2 12 Argentina  Fabrikam, Inc. Jean Philippe Bagel Sales Agent Ce
X 20 Austria Proseware, Inc. Peter Bankov Sales Manager Ki
B categories 15 Brazil Humongous Insurance Dev Balasubramanian  Sales Associate Ay
B companies 21 Brazil School of Fine Art Dushyant Bansal Marketing Assistant Ry
EA countrtist 10 Canada Contoso Pharmaceuticals Kai Axford Accounting Manager 23
B customers 7 France Coho Winery Jose Luis Auricchio Marketing Manager 24

Click the X in the upper-right corner to close the datasheet. You will be prompted
to save the design changes made to the table. Click Yes (the next time you open the
table, the Column order and Sorting will be remembered).

° CLEAN UP Retain the MSOfficeProBlank database for use in later exercises.
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Filtering a datasheet

Access supports several techniques for filtering the data in a datasheet. If you click a column
heading, then you can filter by specific data values. Alternatively, right-click in a field and
then filter the data by a variety of matching options on the shortcut menu. This section will
demonstrate these two techniques.

In this exercise, you'll filter data.

SET UP You need the MSOfficeProBlank.accdb database from the previous exercise to
complete this exercise. Open the database, if it is not already open.

1 In the Navigation pane, double-click the Customers table to open the datasheet.

2 On the column heading for Country, click the right drop-down arrow in the
Column Heading. Clear the (Select All) option, and select the single country

France and click OK.

Ed = TABLE TOOLS MSOfficeProBlank : Database- C:\Users\Administrator\Do... 7 x
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE e
b/‘ X cut Y 2| Ascending Y Selection~ F = New > Totals H . | Calibri -1 -
] ER) Copy %l Descending o) Advanced - H save % Speliing 3- B I U =2
View | Paste Filter | Refresh Find . o
. Format Painter 24 Remove Sort Toggle Filter | - 2% Delete [ More~ - A-° H- === 4-
Views Clipboard 5 Sort & Filter Records Find Text Formatting aoA
All Access Obje... @ « || Customers x
Pam— ¥ CustomerlD - Country -i Company Name -1 Contact Name - Contact Title - -
arch..
Tabl 12 Argentiné 2| SortAteZ Jean Philippe Bagel Sales Agent Ce
ables S =
20 Austria A Peter Bankov Sales Manager Ki
E3 categories § Zl SotZtoA : ._g
15/ Brazil . Dev Balasubramanian  Sales Associate Ay
BB companies 21 Brazil X Dushyant Bansal Marketing Assistant R|
B3 countryList 10 Canada Text Eilters ¥ | Kai Axford Accounting Manager 23|
=1 customers 7 France [ (select a1 A | Jose Luis Auricchio Marketing Manager 24
BB Employees 9 France [] (Blanks) Kam Foo Aw Qwner 12
R 18 France [] argentina Yossi Banai Owner 67
raer Detalls 23/ France [ Austria Ed Banti Assistant Sales Agent 18
BB orders 26 France S i:::m Dave Barnett Marketing Manager 54
EH Products 1 Germany Erance Dimple Arya Sales Representative ol
B3 shippers 6 Germany [] Germany Vivian Atlas Sales Representative Fc
= suppliers 17 Germany [ italy Alois Balicek Order Administrator W
25 Germany [ Mexica ¥ | Miklos Barkéczi Marketing Manager Be
B3 unMatchedProducts i R :
. N 27| Italy el Josh Barnhill Sales Representative Vi
s # 2 Mexico Ronen Ashkenazi Owner A
BBl fmcustomers 3 Mexico Alpine Ski House Roya Asbari Owner M
3 Click in the Contact Title column containing Owner in the row where the
CustomerlID has the value 9.
. . " " . . .
4 Right-click and select Equals “Owner.” This will then further filter the results.
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T customers ',
CustomerlD - | Country ™7 Company Name -t Contact Name Contact Title - Address
7 France Coho Winery Jose Luis Auricchio Marketing Manager 24, place Kléber
9 France Contoso, Ltd Kam Foo Aw Owner - "~ chers
18 France Margie's Travel ‘Yossi Banai Owner uante Otages
23 France Tailspin Toys Ed Banti Assistant Sal 2 Tournai
26 France Wide World Importers Dave Barnett Marketing M
* (New) 2] SorthtoZ
Zl setZwoa
Text Filters »
Equals "Owner"
Does Not Equal "Owner”
Contains "Owner”
Does Not Contain "Owner"
5 Close the Customers datasheet and then answer No when prompted to save the

changes to the design.

TIP You will notice when filtering data that on left side of the navigation buttons is a
symbol indicating that the data is filtered. Click this button to unfilter all the results.

° CLEAN UP Retain the MSOfficeProBlank database for use in later exercises.

Adjusting the presentation of a datasheet

928

The height of rows, width of columns, and general look and feel of a datasheet can be de-
fined for each individual datasheet. Columns can also be hidden or frozen (allowing you to

scroll to the right while keeping some information in view).

In this exercise, you'll define the look and feel of the data presented in a datasheet.

SET UP You need the MSOfficeProBlank.accdb database from the previous exercise to

complete this exercise. Open the database, if it is not already open.

1 In the Navigation pane, double-click the Customers table to open the datasheet.

2 To adjust the row height, point to the Record Selector (the pointer will change to a
selection arrow), then move the pointer down to the horizontal grid line (still pointing
at the Record Selector; the pointer will change its shape to a horizontal bar). Click,
hold, and drag down to adjust the row height.
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E Customers -
|CustomeriD - | Country -t Company Name |  contactName | Contact Title B
! Argentina  Fabrikam, Inc. lJean Philippe Bagel Sales Agent Ce
-I- 20 Austria Proseware, Inc. Peter Bankov Sales Manager Ki
15 Brazil Humongous Insurance Dev Balasubramanian  Sales Associate Ay
3 On the Home tab, in the Text Formatting group, at the lower right is a very small di-

agonal arrow. Click the arrow to display the Datasheet Formatting window.
4 Select an Alternate Background Color and click OK.

Datasheet Formatting

H S &= TABLE TOOLS MSOfficeProBlank ; Database- C:\Users\Administrator\Do..
HOME | CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE -
va .n.rj X Cut Y 4] Ascending Y Selection - F S New X Totals s A T =
e ER Copy ' %l Descending T Advanced ~ H Save 7 Spelling o 3- B I U =& - EH
View | Paste Filter sl Find . o
. * Format Painter 2o RemoveSort ¥ Toggle Filter | ). 2< Delete ~ ] More - k- A-¥-H- === 4-

Views Clipboard F] Sort & Filter Records Find Text Formatting Fl ~

H Custe \ X
All Access Obje... @ « | Customers

|CustomerID - | Country vl‘ ‘Compan itle - | -
Search.. el ) ;
12 Argentina  Fabrikam, Inc.

Tables %

Cell Effect Gridiines Shown

(@) Flat Horizontal lIl

Categaries

Companies 15 Brazil Humongous Insu ) Raised ¥ vertical
Customers

10 canada  Contoso Pharmad.| Backaround Color: Alternate Background Color: ~ Gridine Color:
Fmelesees v| | v
I —

Orders 9 France Contoso, Ltd

23 France Tailspin Toys

1 Germany  A.Datum Corpor:

17 Germany  Lucerne Publishi

Products

Shippers

Suppliers Border and Line Styles

|Datasheet Border [v] [sol =)
Direction
(@) Left-to-right () Right-todeft

=
=
=
=
=
ER order Details
=
=
=
=
=

UnMatchedProducts

Forms x

frmCustomers

5 Close the datasheet without saving any design changes.

° CLEAN UP Retain the MSOfficeProBlank database for use in later exercises.

Working with a subdatasheet

By default, every table has an automatic feature where, by using the relationships, it can ex-
pand related data in other tables. This enables you to explore the relationship between data
in your tables with a minimum of effort.
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In this exercise, you'll work with relationships and subdatasheets.

SET UP You need the MSOfficeProBlank.accdb database from the previous exercise to
complete this exercise. Open the database, if it is not already open.

1 In the Navigation pane, double-click the Customers table to open the datasheet.

2 Click the + symbol next to Company. This will expand the relationship, showing the
Orders for the Company.

3 Click the + symbol for any Order. This expands the relationship between each Order
and the Order Details.

= customers’ %
CustomerlD - | Country -~ Company Name - Contact Name - Contact Title - Address -
T 12 Argentina Fabrikam, Inc. Jean Philippe Bagel Sales Agent Cerrito 333
Orderl - Employee + Order Dal - Required Dat ~ Shipped Dat ~ Ship Via + |Freigt ~ Ship Name - Ship
T 10521 Ad i n, Gudn HHEHESEE  27-May-1997  02-May-1997 United Package $17.22 Cactus Comidas para llevar Cerrito 33
Product ~ | Unit Pric - |Quanti ~ Discoul - | Click to Add ~
Steeleye Stout v $18.00 3 0%
Jack's New England Clam Chowder $9.65 10 0%
Scottish Longbreads $12.50 [ 0%
* $0.00 1 0%
10782 Adams, Terry smsmsmsnss 14-Jan-1998  22-Dec-1997 Federal Shipping $1.10 Cactus Comidas para llevar Cerrito 33
10819 Abolrous, Hazem 07-Jan-1998  04-Feb-1998  16-Jan-1998 Federal Shipping  $19.76 Cactus Comidas para llevar Cerrito 33
10881 Abu-Dayah, Ahmad s 11-Mar-1998  18-Feb-1998 Speedy Express $2.84 Cactus Comidas para llevar Cerrito 33
10937 Ackerman, Pilar sEEEHEEE 24-Mar-1998  13-Mar-1998 Federal Shipping  $31.51 Cactus Comidas para llevar Cerrito 33
11054 Adalsteinsson, Gudn 26-May-1998 Speedy Express $0.33  Cactus Comidas para llevar Cerrito 33
* (New) $0.00
20 Austria Proseware, Inc. Peter Bankov Sales Manager Kirchgasse 6
15 Brazil Humongous Insurance Dev Balasubramanian  Sales Associate Av. dos Lusiadas, 23

4 Close the datasheet.

TIP Notice that because the Order Date field is not wide enough to show the avail-
able information, a series of # symbols are displayed. To avoid this, you can grab
the right edge of the column header and drag it to the right, increasing the column

width.
CustomeriD ~ | Country - Company Name i
Order| ~ Employee - | Order Date -+fequired Dat -

T 12 Argentina Fabrikam, Inc. Jei

E 10521 Adalsteinsson, Gudn 29-Apr-1997  27-May-1990

° CLEAN UP Retain the MSOfficeProBlank database for use in later exercises.
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Copying and pasting from a datasheet

Access provides great support for the Microsoft Office Clipboard operations. Copy and
paste can be used to make copies of tables (with or without data) and copies of forms and
reports by using the Navigation pane to select objects, highlight the object, and use Ctrl+C
and Ctrl+V to make copies of and paste the objects.

This functionality has some special applicability when you are working in the design tools;
for example, with a query, you can copy columns on the query grid, or with a form or re-
port, you can copy sets of controls.

It is also possible to copy rows of data between tables (subject to the tables having an iden-
tical structure), or within a table.

In this exercise, you'll copy data to the Clipboard to paste into other applications.

e SET UP You need the MSOfficeProBlank.accdb database from the previous exercise to
complete this exercise. Open the database, if it is not already open.

1 In the Navigation pane, double-click the Customers table to open the datasheet.
2 Open a copy of Microsoft Excel to view the results of the copy and paste operations.
3 Click the upper-left corner of the datasheet. This will select the entire datasheet,

which will darken to indicate everything is selected.

A Customers X
CustomerlD - Country - Company Name =l Contact Name - Contact Title = Address -
12 Argentina  Fabrikam, Inc. Jean Philippe Bagel Sales Agent Cerrito 333
20 Austria Proseware, Inc. Peter Bankov Sales Manager Kirchgasse 6
15 Brazil Humongous Insurance Dev Balasubramanian  Sales Associate Av. dos Lusiadas, 23
21 Brazil School of Fine Art Dushyant Bansal Marketing Assistant Rua Orés, 92
10 Canada Contoso Pharmaceuticals Kai Axford Accounting Manager 23 Tsawassen Blvd.
4 Press Ctrl+C, switch to a new sheet in Excel, click in an empty cell, and then press

Ctrl+V to copy the data.
5 Returning to Access, click a column heading to select the column.

Press Ctrl+C, switch to a new sheet in Excel, click in an empty cell, and then press
Ctrl+V to copy the column of data.
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/ Returning to Access, in the datasheet, click in a cell under the column Company Name.
Move the pointer towards the upper-left corner of the cell as the pointer shape chang-
es to a large + symbol. Click and drag the pointer down and over associated cells.

i Cuslomers‘ Y |

CustomerlD ~ | Country -

[+

12 Argentina

Company Name
Fabrikam, Inc.

d

Contact Name 7
Jean Philippe Bagel

Contact Title
Sales Agent

20 Austria Proseware, Inc. Peter Bankov Sales Manager

15 Brazil Humongous Insurance Dev Balasubramanian  Sales Associate

21 Brazil School of Fine Art Dushyant Bansal Marketing Assistant
10 Canada Contoso Pharmaceuticals Kai Axford Accounting Manager
7 France Coho Winery Jose Luis Auricchio Marketing Manager
9 France Contoso, Ltd Kam Foo Aw Owner

18 France Margie's Travel Yossi Banai Owner

23 France Tailspin Toys Ed Banti Assistant Sales Agent
26 France Wide World Importers Dave Barnett Marketing Manager
1 Germany A, Datum Corporation Dimple Arya Sales Representative

j Custo mers‘

CustomerlD - | Country -

2]

12 Argentina

Company Name
Fabrikam, Inc.

Contact Name -
Jean Philippe Bagel

Contact Title
Sales Agent

20 Austria Proseware, Inc. Peter Bankov Sales Manager

15 Brazil Humongous Insurance Dev Balasubramanian  Sales Associate

21 Brazil School of Fine Art Dushyant Bansal Marketing Assistant

10 Canada Contoso Pharmaceuticals Kai Axford Accounting Manager

7 France Coho Winery Jose Luis Auricchio Marketing Manager

9 France Contoso, Ltd Kam Foo Aw Owner

18 France Margie's Travel Yossi Banai Cwner

23 France Tailspin Toys Ed Banti Assistant Sales Agent

26 France Wide World Importers Dave Barnett Marketing Manager

1 Germany  A. Datum Corporation Dimple Arya Sales Representative
) Press Ctrl+C, switch to a new sheet in Excel, click an empty cell, and then press Ctrl+V

to copy the data.

TIP An interior area of cells can also be selected by clicking into the first cell, then
holding down the Shift key and clicking into the bottom right cell.

CLEAN UP Retain the MSOfficeProBlank database for use in later exercises, and
close it.

Changing between tab pages and overlapping windows

932

Surprisingly, deciding if you want to change between tab pages and overlapping windows
is probably one of the most important decisions you can make with a database. It is key for
determining what you want to get out of Access, and how you envision using the product.

The first question you should ask is, “Do | intend to use Access as a tool for others to use?”
If others will use what you construct in Access, then ask: “To what extent do | want to allow
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others to use the underlying product, and do | want to allow them to make changes to what
I've created?”

Often, people who use Access for themselves don't really care much about the fine detail of
the interface, because they just make changes according to the tasks they want to accom-
plish. Basically, their goal is more flexibility and productivity with important tasks.

However, when you build something for other people to use, you must think a great deal
about whom they are, what they're trying to achieve, and what you'll allow them to do.

Access supports two basic user interface (Ul) presentations, and this is set as an option for
the database. You can choose a tabbed interface, which is what we have seen so far in this
chapter, where each object opens in a separate tab. The second option is to use overlapping
windows. The tabbed interface can be used when designing something for your own use,
but it's often more desirable to use overlapping windows if you want to construct some-
thing for others to use. One reason is you can start to create windows which pop up on top
of other windows.

In this exercise, you'll work with tabbed interfaces and overlapping windows.

SET UP You need the MSOfficeProBlank.accdb database located in the Chapter37
practice file folder to complete this exercise. Open the MSOfficeProBlank.accdb database.

1 From the File tab, choose Options.

2 Select the Current Database option on the left.

3 Change the Document Window Options to Overlapping Windows.
Access Options @ |

General

D Options for the current database.

Current Database

Datasheet Application Options

Object Designers Application Title:

Proofing

Application Jcon: Browse...
Language Use as Form and Report lcon
Client Settings Display Form: (nene) ]

Web Display Form: |(none)
Display Status Bar

Document Window Optiens

Customize Ribbon

Cuick Access Toolbar

Add-ins ®) Overlapping Windows

4 Click OK, and OK again to close the database prompt.
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5 Close and re-open your database.

6 In the Navigation pane, double-click any table and notice how the table opens in a

separate window.

Access

EXTERNAL DATA

TABLE TOOLS
FIELDS

B d E
HOME | CREATE

DATABASE TOOLS TABLE

I+

20 Austria
15 Brazil
21 Brazil

Companies Proseware, Inc.

I+

Humongous Insurance
School of Fine Art

Countrylist

Peter Bankov
Dev Balasubramanian
Dushyant Bansal

bu/‘ Y 2] Ascending  Ti - F = New > H . EEJ Calibri -1 -

] E %l Descending T~ H save v 3 - B I U =

View | Paste Fiter Refresh Find Sizeto  Switch . o

- z# Remove Sort All- Delete - F~ B - Fit Form Windows+ o - - === 4-

Views  Clipboard Sort & Filter Records Find Window Text Formatting

All Access ... ® «

Search.. ¥ =] Customners - 0 x

Tables S CustomerlID - | Country -t Company Name -1 Contact Name - Contai ~
Categaries E Argentina  Fabrikam, Inc. Jean Philippe Bagel Sales Agent

Sales Manage
Sales Associat
Marketing Ass

Customers

I+

10 Canada Contoso Pharmaceuticals Kai Axford Accounting M5

Employees

Record: W 1 of 28 L Search 4 »

it e v
I+

Order Details

TIP Notice that you can still maximize the window by clicking the second square
from the far right in the table window.

° CLEAN UP Retain the MSOfficeProBlank database for use in later exercises.

Configuring Access options

934

In addition to the context-sensitive ribbon used to interact with Access, above the ribbon in
the upper-left corner is the Quick Access Toolbar. The Quick Access Toolbar can be custom-
ized to display icons that help you work more efficiently with Access.

A5 = :

Although both the main ribbon and the Quick Access Toolbar can be customized, it is more
common to customize the Quick Access Toolbar by adding features.

In this exercise, you'll add features to customize the Quick Access Toolbar.

SET UP You need the MSOfficeProBlank.accdb database from earlier in this chapter to
complete this exercise. Open the database, if it is not already open.

TIP Access also supports extensive features for replacing the built-in ribbon with very
powerful custom ribbons; this requires the use of more advanced VBA programming.
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Right-click the Quick Access Toolbar and select Customize Quick Access Toolbar.
Make sure your pointer is positioned to the right of the main Access icon in the very
top-left corner. This will then display the Access Options screen.

BEdHdS @ = Arrace TABLE TOOLS 2 -8 X
Customize Quick Access Toolbar... HEDS  TaBLE R H
v y i ShowCQuick Access Toolbar Below the Risbon . — —
L | Calbi -1 =
' 1 BP :
. B Customize the Ribbon... ks H B [ B I U - o . BB .
View | Paste | | CollapsetheRibbon Find Sizeto  Switch . AR
- ¥ - - - Aa- B - Fitform Windows~ B ¥ - Q- === A4
Views | Clipboard 1= Sort & Filter Records Find Window Text Formatting 5 ~

Use the Choose commands from drop-down list to select Commands Not in the
Ribbon.

G | i
Enera E-E Customize the Quick Access Toolbar.

Current Database

Choose commands from: 0 Customize Quick Access Toolbar:(
Datasheet |Command;Notm the Ribbon EI |Fora|ldocuments (default) lzl
Object Designers
Procfing «Separator> ~ H Save
e About % Cascade Windows
Language % Add a Hyperlink € Undo |>
] .
Client Settings @_ Add-ins 3 @ Redo |>
a7 Arrange lcons
Custornize Ribbon [l Attachment

Quick Access Toolbar (] Autocomplete Control
“gF AutoFormat »
Add-ins &ﬁ Bound Object Frame
[J Button (Form Control)
Trust Cent:
rust Center =

Cascade Windows

Check Access Services Compat...

Check Box (Form Centrol)
Close Window

Collapse the Ribbon

EIE]

> x &

IMPORTANT To display the effect of cascading windows, you need to have changed

the current database option to display overlapping windows as described in a previous
section.

Click Cascade Windows, then click Add. Click OK to save your changes.

Open both the Companies and Customers datasheets by double-clicking each table
in the Navigation pane.

Click the new Cascade Windows icon on the Quick Access Toolbar to cascade the
windows.
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EBEHD s Access TABLE TOOLS ? - X
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE M
b/‘ Y 4| Ascending T - @ = New 2 H a0 EEI"J Calibri -1 -
o EE) %l Descending T3~ B Save v £ B I U =0
View  Paste Filter Refresh Find Szeto  Switch . .,
- . £ Remove Sort All- 2 Delete ~ ER~ s = FiForm Windows~ o~ % - 8- === #-
Views  Clipboard fa Sort & Filter Records Find Window Text Formatting W ~
All Access ...®@ «|| = |
Search.. I = Customers - 0 x
Tables B CustomerlD ~ Country -t Company Name -t Contact Name - -
H categories I8 Argentina  Fabrikam, Inc. Jean Philippe Bagel Sales A
B companies 20 Austria Proseware, Inc. Peter Bankov Sales vV
B countrytist 15 Brazil Humongous Insurance Dev Balasubramanian | Sales A
EE o 21 Brazil School of Fine Art Dushyant Bansal Market
- 10 Canada Contoso Pharmaceuticals Kai Axford Accoun

TIP Both for the main ribbon and for the Quick Access Toolbar, there is an option to
unpin the ribbon with a right-click. If you chose this option, it will minimize the rib-
bon (providing more area in the desktop) and then you can extend the ribbon to
show choices that float on top of your desktop when you point to the ribbon. This
option applies more obviously to the main ribbon than to the Quick Access Toolbar.

° CLEAN UP Retain the MSOfficeProBlank database for use in later exercises.

Linking Access to external data

Access has a great set of features for linking to data that is held in other systems. When a
database is linked to data, if the data is then changed outside of the database for another
system and the linked table is closed and then re-opened or refreshed by pressing Shift+F9,
the changes in the data will appear. Earlier in this chapter, you learned that importing data

makes a copy of the data. With linking, you dynamically view the data in another system or
in an external file.

A link to data in another system will appear in the Navigation pane with a different icon
than the standard local Access Table Icon. When you open a linked table in a number of
situations, (depending on the type of data you are linked to), you can directly edit the data
in the linked table. This changes the data stored in the originating file or system.

In organizations where data is held in IBM mainframes, on a Microsoft SQL Server server, on
Excel spreadsheets, on Microsoft SharePoint, and in other sources, Access is a very powerful
tool for both importing and linking to data. You can also use Access to produce manage-
ment reports for data held in other systems.

In this exercise, you'll link to a table of data in another Access database.
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SET UP You need the MSOfficeProBlank.accdb database created in earlier exercises
and the MSOfficeProData.accdb database located in the Chapter37 practice file folder
to complete this exercise. Open the MSOfficeProBlank.accdb database, if it is not al-
ready open.

N o ow N

TIP When you link from one Access database to another Access database, if you want
to change the design of the table, then you need to do that in the other database.
You cannot change the design by using the linked table. Although this may seem
like a restriction, this is also a very clever feature, which is not shared by data when
linked to anything other than Access. If you change the design of the linked table in
the other Access database, then the linked table will automatically know that the de-
sign has been changed. Then it will show those changes (normally when you do this
linking to data in other systems, you need to refresh the linked table with the Linked
Table manger to view the changes).

Click the External Data tab.
Click Access in the Import & Export group.
Locate the MSOfficeProData.accdb database file in the File Name box.

Change the default selection to Link to the data source and click OK.

H® S &= Access 2 - 5 x
HOME  CREATE  EXTERMALDATA = DATABASETOOLS -H
==z ™ R TextFile 7 = i PR Access
> - * o | o =
7 20 BB TR oo 90 o of o o 12
7 XML File Cf Word Merge
Saved Linked Table Excel Access ODBC Saved Excel Tet XML PDF  Email
Imports  Manager Datshase ' More™  Eyports File  File orXps 55 More -
Import & Link Export ~
All Access .
Search.. I .
Select the source and destination of the data
Tables a
B categories
Companies Specify the source of the definition of the objects.
Countrylist ]
File name: | c\Users\Administrator\Documents\MSOfficeProData.acedb | oo
Customers =
Employees
Order Details Specify how and where you want to store the data in the current database.

(©) Import tables, queries, forms, reports, macros, and modules into the current database.

Products If the specified object does not exist, Access will ereate it. If the specified object already exists, Access will append a
_ number to the name of the imported object. Changes made to source objects (including data in tables) will not be
Shippers reflected in the current database.

Suppliers @ Link to the data source by creating a linked table.
UnMatchedProducts Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected
Forms R inthe saurce and vice versa. NOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table.
frmCustomers

3
3
=
3
3
B orders
3
3
3
3
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5 Select the Products table, and click OK.

Tables

Categories
CountryList
Customers
Employees

Order Details

Orders

Products
Shippers

Suppliers

UnMatchedProducts

H®S 9 & = Access TABLE TOOLS. 2 - 8 X%
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE - H
jman] = T B Textfile 7 T3 EEI EEI i~ P Access
3 - > == : = U= &
? Bl @5 0 BF mnn. o o 6 08 o [ 2
XML File 5 Word Merge
Saved Linked Table Excel Access ODBC - Saved Excel Text XML PDF  Email
Imports  Manager Datshase ' More™  Eyports File  File orXps 55 More -
Import & Link Export ~
All Access ... ® «
% = Products! - 0 x
prod
Tabl X Product | ~ ‘ Product Name - Supplier ~ | Category -E
ables S
! Chai Foréts d'érables Dairy Products
B eroduds — ==
2 Chang Exotic Liguids Beverages
B unMstchederoducts 3 Aniseed Syrup Exotic Liguids Condiments
*E Productst 4 Chef Anton's Cajun Seasoning New Orleans Cajun Delights Condiments
Record: W «[1of77 | » Wb | T o Fiter | [Search 1 [ o

Notice that the icon for the linked table to products is slightly different than the one
for a table held inside your Access database. If you open this table, you can edit,
delete, insert, and update the data, and the data will change in the linked database.
This is a very clever feature that allows Access to update the original data. Also in this
example, the linked table name is shown as Productsl, because you already have a
table called Products.

TIP Access databases are often designed where all the items except the tables are
held in one database, and the tables are held in a different database. This method
enables users to have their own copy of the application on their local hard drive but
to link to and share the data from another Access database on the network.

CLEAN UP Close any open datasheets and retain the MSOfficeProBlank database for
use in later exercises.
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Linking to data in Excel

Linking Access together with Excel means that you can share data between Office applica-
tions and take advantage of the strengths of each product. For example, you could have
data in Excel, which you need to combine with data in Access, and rather than repeatedly
importing a copy of the data from Excel, linking means that Access can work with a dyna-
mic link to the Excel data. Therefore, when the data in Excel is updated, Access will always
have the latest changes in the data.

In this exercise, you'll link data in Excel.

SET UP You need the MSOfficeProBlank.accdb database created in earlier exercises
and the CompanyNames.xlsx spreadsheet located in the Chapter37 practice file to com-
plete this exercise. Open the database, if it is not already open.

Click the External Data tab.

NO

Click Excel in the Import & Export group.

w

Locate the CompanyNames.xIsx file in the File Name dialog box.

N

Change the default selection to Link to the data source and click OK.

BH® S &= Access Vol x
HOME ~ CREATE ~ EXTERMALDATA  DATABASETOOLS -
— = = = CEACI === == E g‘ g‘ U= Maceess
I = =+ £ o | o u] ol
r 'Zl G &y = SIXMLFile P ) Glal Efy Word Merge
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF  Email
Imports  Manager Datshase ' More™  Eyports File  File orXps 55 More -
Import & Link Export ~

All Access ... @ «

prod L4

Tables 2 Select the source and destination of the data ‘ ”
B eroduds
B UnMatchedProducts Specify the source of the definition of the abjects.

*F Producst

Eile name: | c:\Users\Administratar\Documents\CompanyHames xlsx | —

Specify how and where you want to store the data in the current database.

) Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

() Append a copy of the records to the table: | Categories

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

(®) Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access.
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This will then launch the Link Spreadsheet Wizard.
5 Click First row contains column headers. Then click Next.

Because the sample database has already imported this table, change the default
linked Table Name to CompaniesLinked. Click Finish.

7 Click OK. The table has now been linked.

@ E %I M Access TABLETOOLS T = x
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE -

q = @'ﬂ’ o7 17 Text File : CU C@ CD B P Access

52 XML File iy Word Merge
Saved Linked Table Excel Access ODBC - Saved Excel Tedt XML PDF  Email
Imports  Manager Database ©# More™  Eports File File orXPS 5" More~
Import & Link Export ~
All Access ... @ «
CompaniesLinked - 0 x

comp %
Tables 2 Company Name - URL - -
EH companies A. Datum Corporation http://www.ac

Ad it Work: http:, d
*[x, CompaniesLinked ‘{En ur? o O

Alpine Ski House http://www.al

Blue Yonder Airlines http://www.bl

City Power & Light hittp://www.cp

Coho Vineyard http://www.cc

A very subtle difference between this and a linked Access table in which you can

change the data, is that with a linked Excel table, you cannot change the data. So,
what you link to can determine the available features when you are working with
the linked data.

TIP After you link to tables from other sources, you may need to refresh the links to
allow for changes in the design of tables in the other systems (for example, when us-
ing ODBC) or to allow for file paths that have changed. The Link Table Manager in
the External Data Tab — Import & Link Group can guide you through the process of
changing the links.

CLEAN UP close any open datasheets and retain the MSOfficeProBlank database for
use in later exercises.

Compacting, repairing, and encrypting a
database

940

When you work with a database, after a period of time, the organization of the data be-
comes out of order, in terms of how the data is physically stored on the storage medium.
Compacting the database reorganizes it so it will be more efficient to work with the data in
the database.
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If the database is shared by more than one user, then you need to ensure that no one else
is using the database before you compact it. How often you need to compact a database
depends on how often the database is used, and how many changes are made to the data.
As an example, an individual's Accounts database might only get compacted maybe once a
year, but at the other extreme, a shared database with forty users could need compacting
every couple of days.

With the idea of compacting and repairing a database, the repair function fixes something
that has gone wrong with the structure of the files. Because Access is a shared file data-
base, and certain parts of the database (notably indexes) get copied into a local computer’s
memory, and users can switch off their computers, inconsistencies in the database indexing
can occur. The repair operation fixes these inconsistencies. Again, deciding when to perform
a repair operation depends upon how much data is changed and how many shared users
are working in the database.

In this exercise, you'll perform a repair operation in a database.

SET UP You need the MSOfficeProBlank.accdb database created in earlier exercises to
complete this exercise. Open the database, if it is not already open.

IMPORTANT This operation requires only a single action, and if the database is shared, all

other users must have closed any copies of the database, or closed any other databases that are
linked to the database that you will compact.

1 Click File, Info, and then Compact & Repair Database. The database will then be
compacted, repaired, and re-opened.

Access - x

Info

MSOfficeProBlank

My Documents

¥ Compact & Repair View and edit database properties
it Help prevent and correct database file problems by using Compact and
Compact & Repair.
Repair Database

= Encrypt with Password
Use a passwaord to restrict access to your database. Files that use the 2007
Encrypt with Microsoft Access file format or later are encrypted.

ezt Password

Options
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TIP If you have a database that contains a large amount of data, and/or is used

by a number of users on a regular basis, and you need to compact and repair the
database every couple of days, then this is a good indication that you should con-
sider converting the data storage to a SQL Server solution. You can still keep Access
as a front-end, but moving the data to a SQL Server solution will then require less
maintenance.

° CLEAN UP Retain the MSOfficeProBlank database for use in later exercises.

Encrypting with a password

942

If you need to protect your database, then Access offers an option that will both encrypt
the data and secure the database with a password. The level of security you will obtain here
is excellent, but it would not necessarily protect your data against a determined hacker. You
should plan for using additional techniques to secure the data as appropriate to your secu-
rity needs. This level of security will certainly prevent casual file browsers from opening or
deciphering your data.

Database passwords and encryption are an excellent offering to provide an additional level
of protection for certain files to augment network security.

In this exercise, you'll encrypt a database with a password.

SET UP You need the MSOfficeProBlank.accdb database created in earlier exercises to
complete this exercise. Open the database, if it is not already open.

1 Click File, Info, then Encrypt with Password. The following warning will then most
likely appear:

You must have the database open for exclusive use to set or remove the database password.

To open the database exclusively, close the database, and then reopen it by dicking the File tab and using
the Open command. In the Open dialog box, click the arrow next to the Open button, and then select Open
Exclusive.

Was this information helpful?

In order to apply or remove a password or encryption from a database, you need to
open the database using a very specific technique.

2 Click OK to close the message. Use the Open page to browse to or otherwise locate
your database.
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P

MSOfficeProBlank: Database- C\Users\Administrator\Documents\MSOfficeProBlank.accdb (Access 2007 - 2013 file format) - Access 7 -

Open

@ Recent EJ_ Computer
Current Folder
@ Fabrikam, Inc. My Documents

Recent F¢ CUserstAdministrator\ Documentst

£, Someone’s SkyDrive

My Documents

SamplesAsShouldBe

€|‘:| Computer Desktop » MSOfficeProDesktop » SamplesAsShouldBe
=
MSOfficeProDesktop
Account Desktop » MSOfficeProDesktop
o= AddaPlace
Options Desktop
Browse

When prompted to select your database, ensure that you use the Open option to
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4 Click File, Info, then Encrypt with Password. You will then be able to create a pass-
word and encrypt your database. Enter and verify your password. Click OK.

Password:
|$$$$$ttt

Verify:

|tttttttt

5 You will also receive the following warning when you choose this option. Click OK.

i Encrypting with a block cipher is incompatible with row level locking, Row level locking will be ignared.

Was this information helpful?

TIP This warning means that although Access is designed to allow multiple users to
share data, because you have chosen to further constrain the sharing of data with
encryption, Access can no longer share data with other users with the normal flexibil-
ity of locking individual rows, because it will lock pages of data. This is not normally
a serious limitation in a database with just a few users. However, for a database that
is shared with a larger number of users, you would probably not want to impose en-
cryption. Encryption reduces performance and offers less flexibility in the method for
locking data.

6 Return to the Info page, and click Decrypt Database.

/ Enter your password to decrypt the database, then click OK.

Password:
P .

° CLEAN UP close the MSOfficeProBlank database and save the file.
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Key points

Access can create two distinct types of databases. The first is a desktop database.
You can either create a blank desktop database or use one of a number of template
desktop databases. The second type of database is a Web App, which is discussed in
Chapter 40, "Creating and sharing a Web App.”

® Data can be imported from a wide variety of Office files and other databases. Data
can be exported from both tables and queries (discussed in the next chapter).

= Navigating the user interface effectively involves understanding how to use both
the Navigation pane and ribbon. The Quick Access Toolbar provides a useful tool for
customizing how you work with Access.

® There are a large number of configurable settings in a database, and these are set by
using the Backstage view database options.

= Access allows you to link to data held in other database systems or files. When Link
Tables is used, the data is held outside of Access and will appear to change as data is
modified in the source application. This makes Access a fantastic tool for gathering
and reporting on data held in other systems.
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Symbols
\, 980
1 Page per Sheet print option, 248
2-D vs. 3-D charts in presentations, 320
3-D charts, 631
3-D effects
applying to shapes, 348
3-D Format tools
in Format Shape pane, 348
$ (dollar) sign, in Excel formulas, 469-472, 495
* (asterisk)
in Excel formatting, 571
for wildcard text match, 980
[A-Z], for character pattern matching, 980
A (caret), entering from keyboard, 170
: (colon), entering from keyboard, 170
, (comma), using in custom number format
code, 637
.docx file extension, 117
= (equal) sign, in Excel formulas, 454
.exe file extension, as email attachment, 686
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and sorting query fields, 980
> (greater than) symbol, in filtering and sorting
query fields, 980
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sorting query fields, 980
< (less than) symbol, in filtering and sorting query
fields, 980
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saving presentation as, 377
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<> (not equal to) symbol, in filtering and sorting
query fields, 980
% (percent) symbol, for wildcard text match, 980
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[?] (question mark in brackets), for character
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(quotation marks)
using in searches, 836
=Rand(), 87
' (single quotes), in text criteria, 980
~ (tilde), entering from keyboard, 170
wmv formatted video
saving presentation as, 377
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A

Accent colors, 276
Access
about, 909
about new features in, 905-907
Action Bar, 906
Backstage view in, 922
configuring options in, 934
datasheets, 924, 926, 928, 930, 931, 998, 1002
Datasheet view, 952, 955
desktop databases, 909, 911, 913, 917, 918, 923,
925, 937, 940, 941, 942, 963, 985
exporting data to Web App, 1039-1040
openinng from Team Site, 1044-1046
desktop databases window, 900
File tab in, 922
forms, 910, 993, 995, 996, 1001, 1004, 1005, 1009
linking to external data, 936
macros, 910
modules, 910
navigating user interface, 920
queries, 910, 971, 973, 976, 983, 984, 987
reports, 910, 994, 1011, 1013, 1015, 1020, 1023,
1028
starting, 898-899
subform controls, 1005
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tables, 910, 929, 940, 948, 953, 954, 955, 956, 957,

959, 961, 962, 963, 964
templates, 905
user interfaces, 933
views, 905, 906
Preview Datasheet, 1043
Summary, 1059-1061
Web App
about, 907, 1031-1032
adding blank table, 1051-1053
creating blank, 1035-1036
creating lookup queries, 1053-1058
creating tables in, 1041
creating templates, 1062
importing data from database, 1039-1040

importing data from spreadsheet, 1037-1038

launching, 1043-1044
navigating, 1041-1043
opening Web App, 1035-1036

opening database from Team Site, 1044-1046

views, 1047, 1059-1061
window, 901-903
working with tabs in, 922
Accessibility Checker, 239
Accessibility Checker pane
in PowerPoint, 395
Account commands, 12-13
Account feature, on Access File tab, 923
Account Setup wizard, Outlook, 661
Account tab
connecting to cloud service, 81
switching to another Office account, 78
Action Bar, Access, 906
ActiveSync email accounts, 685
Add a Digital Signature option, 576
adding
calculated fields to tables, 959
calculations to queries, 983
commands to
Quick Access Toolbar, 28-29, 120
field validation to tables, 955
frames to images, 361
multiple criteria to queries, 981
parameters to queries, 983
sections, 382-385
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shapes in PowerPoint, 338

text boxes to slides, 310

text to slides, 306

timelines to charts, 639
Additional Views

seeing in Outlook, 691
Address Book, Outlook

displaying, 673

location of, 674
addressing emails, 673
Add To Quick Access Toolbar command, 28-29
Adjustment Handles

using, 351
Advertisements button, 1086
After spacing

in Paragraph dialog box, 290
aggregate operations, query field value, 985
aligning

pictures in publications, 1110

text

using tabs, 216

alignment guides

document, 129
Align Objects button, 642, 647
All Access Objects, drop-down on Access

Navigation pane, 920
All Caps font format option, 203
Allow In-Cell Editing check box, 732-735
Also Insert From YouTube icon, 376
Alternate Background Color, in Access, 929
Always Expand Selected Conversation option,
Outlook, 697

Always on Top option, OneNote, 790
AND() functions, 478
Android

sharing notes via SharePoint on, 849
Android, using OneNote on, 869
Animation gallery, 368
Animation Painter, in PowerPoint, 371
Animation pane, PowerPoint, 370, 372
animations

number next to, 371

playing one at a time, 372

reordering, 372



Animations tab, PowerPoint
Effect Options on, 369
Fade command on, 368
applications list
able to preview attachments, 695
application Start screen
about, 4-5
templates in, 58
application window
elements in, 6-13
Account commands, 12-13, 13
dialog box launcher, 8
galleries, 8-9
KeyTips, 11
Live Preview, 9
Mini Toolbar, 10
Quick Access Toolbar, 8
ribbon, 6
Screen Tips, 10-11
status bar, 8
title bar, 7
tool tabs, 8
Appointment Recurrence dialog box, 712
appointments
connecting to OneNote, 821-823
creating from email messages, 713-716, 780
creating recurring appointments, 710-713
scheduling and changing, 707-708
using appointment features, 710-713
Apps for Office
inserting in Office documents, 47
Arrange button
Order Objects tools from, 362
Arrange group
in Publisher, 1094
Arrange group, Align Objects button in, 642
Arrangement group
Message Preview in, 694
arrangements
for changing layout of calendars, 725-726
Arrange tool, OneNote, 809
Artistic Effects button, 359
asterisk (*)
in Excel formatting, 571
for wildcard text match, 980

Attachment data type, 954
Attachment Preview feature, 694
Attachment Reminder, Outlook, 669
attachments to email messages

creating, 686

determining size of, 686

using Forward As Attachment option, 703

viewing, 694
audio

linking files to PowerPoint, 373

playing across slides, 375

recording with OneNote, 881-882
audio recordings

searching notes in OneNote for, 834
Audio Tools Playback tab, 375

Auto Accept/Decline button, for meetings, 723

Autocomplete control, Access, 906
Auto-Complete list, Outlook, 673
AutoComplete ScreenTip, 181-182
AutoCorrect
deleting entries that were added in error, 177
entering symbols using, 169-170
using, 174-177
AutoCorrect dialog box, 175-176, 213
autofill
extending series with, 431
suppressing, 433
AutoFill Options menu, in Excel, 431

AutoFit to contents option, in Insert Table dialog

box, 221

AutoFit to window option, in Insert Table dialog

box, 221
AutoFormat As You Type feature
for numbering and bulleting lists, 212
turning off, 212
Auto-hide Ribbon mode
combining with Read Mode, 694
Auto-hide Ribbon option, 7-8
in Outlook, 693
auto-hide state
setting ribbon to, 27
Autonumber data type, 954
AutoRecover information
turning on, 23

AutoRecover information
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autosave files
setting feature to, 23-24
AutoSum button, 459-462
Available Windows area of menus, 653
AVERAGE() function, 462-463
Avg, query field value, 985
Axes option, in Chart Elements list, 638

B

background
setting preferred, 12
Background button, 1093
Background Removal tab, 363
backgrounds
applying styles to presentations, 283
playing audio file in presentations, 375
removing from pictures in PowerPoint, 363
Background Styles menu choice
in PowerPoint, 284
Backstage pages
Export page, 22
Info, 16-17, 23-25
New, 17-19
Open, 19, 20
Print, 21
Save As, 21, 21-22, 88
Share page, 22
Sign in to Office, 76
Backstage view
Account tab, 76, 81
closing, 13
displaying, 11
emailing files from within Office applications
using, 686
in Access, 922
in Word, 120
Share tab, 90
baselines, in Publisher, 1113
Bcc (blind carbon copy) field, email messages, 673
Before spacing
in Paragraph dialog box, 290
BETWEEN, in filtering and sorting query fields, 980
Bezier Curves, 353

1136 autosave files

Bing
searching from Research pane using, 154
Blank layout, in PowerPoint, 345
Blank Workbook
creating, 426
Blur field
in Format Shape pane, 347
body fonts
in PowerPoint, 274
bolding selected text, 312
book icon, Outlook, 692
Border button, in Excel, 427
borderless tables, 228
Border Painter, in Word, 127
borders
removing from shapes, 347
Border Sampler command, 226
Border Sampler, in Word, 127
Border Styles gallery
for tables in Word, 127
Border Styles gallery, on Table Tools Design tool
tab, 226
bottom page margins
toggling in Print Layout view, 122
Bring to Front menu option, 362
Bring to Front option
in OneNote, 809
browser
accessing notes in, 864—-866
displaying Access results in, 903-904
building blocks
composing documents using, 178-182
in Word, 130
Building Blocks group, Publisher, 1085
Building Blocks Organizer dialog box, 182
built-in functions
SUM, 462-463
using AVERAGE function, 462-463
bulleted lists
about, 211
formatting, 212-215
bullet points
changing list text into SmartArt graphic, 323
changing size and color of, 287



changing spacing before and after paragraph Edit, Access, 903

levels of bulleted text, 290 Email Preview, Publisher, 1123
creating second level bulleted text in slides, 310 Enable Content, 913
troubleshooting slide, 308 “epsilon”, 459-462
Bullets button, Outlook, 678 Field Buttons, 629
Bullets gallery Fit Slide to Current Window, 291
in Outlook, 678 Folder pane, Outlook, 677
in PowerPoint, 288 Fonts, Publisher, 1092
Business Cards category of templates, in Freeze Panes, 594
Publsher, 1088-1091 From Beginning or From Current Slide, 399
Business Card view, Outlook, 751 From, displaying in Outlook message header, 685
business information, adding to Group Objects, 651
publications, 1087-1091 Help, 7
Business Information window, Publisher, 1089 Increase Font Size, 287
buttons Increase List Level, 308, 309
Advertisements, 1086 Ink Comment, 111
Align Objects, 642, 647 Insert File, Publisher, 1086-1087
Animation pane, 370 Insert Function, 466-469
Arrange, 362 Insert Slicer, 632

Artistic Effects, 359 Insert Space, 808
Auto Accept/Decline, for meetings, 723 Insert Timeline, 640
AutoSum, 459-462 Join Type, 970

Background, 1093 Layout, in PowerPoint, 338

Border, in Excel, 427 Layout Options, in Word, 129
Bullets, Outlook, 678 Linked Contact Notes, 823
buttons, 358 More Options, 321
Calendars, Publisher, 1086 New Appointment, 711
Cell Styles, 544-547 New Contact, 675
Change Chart Type, 629, 635 New Email, 676

Chart Elements, 629, 634, 635, 638 New Items, Outlook, 677
Chart Styles, 628, 629, 634 New Meeting, 717
Collapse Field, 535 New Rule, 999, 1022
Color, 346, 364 New Slide, 307, 315
Conditional Formatting, 507 Next, 139

Convert To Range, 589 Notebook Recycle Bin, 810-811
Convert to Shapes, 112 Orientation, 606

Create PDF/XPS, 241 Outlook Tasks, 824

Crop, 358 Page Parts, 1085

Data Validation, 490 Page Templates, 891-893
Decrease Decimal, 463 Pictures, 51

Decrease Font Size, 287 Previous, 139

Decrease List Level, 308 Print, 22

Delete, in messages, 666 Protect Workbook, 575
Dock to Desktop, 789 Publish, 244

Draw Text Box, 1086 Recents, OneNote Mobile apps, 869

buttons 1137



Remove Background, 363
Remove Gradient Stop, 347
Reset Picture, 361
Ribbon Display Options, , 120, 693
in Excel, 415
in Office, 7-8
Rule Lines, 787-788
Running Total, 506
Save, green arrows on Quick Access Toolbar, 93
Screenshot, 357, 653
See All Slides, 399
Select All, in Excel, 444
Send Backward, 647
Set As Default, in Find Options dialog box, 142
Shape Effects, 644
Shape Fill, 345
Shape Options Effects, 347
Shapes, 645, 647
Show/Hide 1, 165, 203, 217
Slicer, 639
Slide Master, 274
SmartArt, 52
Start Inking, 110
Summary Options, 1018
Symbol, 167-168
Symbol, OneNote, 817
Synchronous Scrolling, 580
Table
Publisher, 1085
Table, Outlook, 679
Text Effects, 350, 648
Text Highlight Color, 189
Themes, , 49
Timeline, 640
Touch Mode, 105
Trim Video, 374
Undo, 158
using, 504
Values
in Paste Special, 488
in Paste Values group, 487
View Side By Side, 580
What-If Analysis, 503
Window control, 120
in Office, 7-8

1138 Calculated data type

in Outlook, 663
WordArt, Publisher, 1086
Wrap Text, 446
Zoom, 654
Zoom to Page, in viewing presentation
comments, 391

C

Calculated data type, 954
calculations
adding to queries, 983
creating using Expression Builder, 977
Calendar Item Peeks, 728
Calendar peek
planning schedules using, 767
calendars
displaying views of, 723-724
using Weather bar, 769-771
viewing multiple, 726
Calendars button, Publisher, 1086
Call All option, Outlook, 704
Call option, Outlook, 704
Capitalize each word option, 204
captions, picture, 1105-1106
carbon copy (Cc) field, email messages, 673
Card view, Outlook, 751
caret (%), entering from keyboard, 170
case of text
changing in Excel, 487-489
case sensitivity, of SQL, 981
Catalog Pages option, Publisher, 1084
Category Name option, of Format Data Labels task
pane, 636
Cc (carbon copy) field, email messages, 673
cell ranges, spreadsheet
selecting and naming, 436
cell references vs. static values in formulas, 459
cells, spreadsheet
copying and pasting range of, 487
copying one or more cells to many, 449
creating bottom border in, 427
extending series with autofill, 431
finalizing entry in, 426



format for email and web addresses, 434 presentation to widesreen format, 299

formatting, , 428 search scope in, 835-836
maximum number of characters in, 444 spacing before and after paragraph levels of
maximum number of rows, 460 bulleted text, 290
moving and adjusting, 444 widths of columns, 425
pasting formulas as resulting values, 486-487 widths of spreadsheet columns, 425
restricting entries in, 489-494 widths of spreadsheet rows, 428
using references, 469-472 character formats
validating entries, 472-474 exploring, 202-203
working with text in resetting, 198
changing case of text, 487-489 using styles for, 194-198
combining into one string, 481-484 characters, international, 169-170
pasting formulas as resulting values, 486-487 Charms, Access, 903, 905
removing extra spaces, 484-486 Chart Elements button, 629, 634, 635, 638
Cell Styles button, 544-547 chart elements, double-clicking, 638
Centered Overlay option, in Chart Title option Chart Elements list
list, 638 Axes option in, 638
centering text, 318 Chart Title option in, 638
Change Case command, 204-205 seeing icons next to, 320
Change Chart Type button, 629, 635 Chart Filters tool (funnel icon), 322
Change Chart Type dialog box, 629 charts
Change File Type option, 245 adding slicers to PivotCharts, 631
Change List Level option, Outlook, 678 adding timelines, 418, 639
Change View command, Outlook, 724 creating and modifying, 625
Change View in the Current View group creating in PowerPoint, 318
of email messages, 691 formatting, 43, 318
changing inserting in Office documents, 54
appointments, 707-708 manipulating elements in, 634
background color of Access datasheets, 929 manipulating objects in, 642
between tab pages and overlapping windows in Recommended Chart feature, 417
Access, 932 viewing in Read Mode, 149
bulleted list text into SmartArt graphics, 323 Chart Styles button, 628, 629, 634
bullet size or color, 287 Chart Title option, in Chart Elements, 638
case of text in Excel, 487-489 Chart Tools Design tool tab, 57
column widths, 930 Check Names dialog box, 675
design of forms, 996 child contact records
design of linked databases, 937 deleting all table, 968
draft email message settings, 675 child records, reports showing several sets of, 1028
field widths using Report Wizard, 1012 choosing
font size, 287 field data types, 954
from Continuous form view to Datasheet view, 997 Office application for task, 35-39
layout of calendars, 725-726 slide layout, 306, 315
meetings, 716-718 circular text, making, 350
Office Theme, 12 CLEAN() function, 478
permissions on shared files, 92 Clear Formats option, 548

Clear Formats option 1139



Click Here To Add A New Task box, 732-735
Close feature, on Access File tab, 923
cloud services

about, 73, 80

changing permissions, 92

computer requirements to access, 74

connecting to, 81

Office 365, 85

opening files from, 42, 92

personal, 82

saving files on, 42, 87

sharing files from, 90

signing into Office cloud account, 76

syncing files for offline use with, 94
Clustered Column thumbnail, 626
co-authoring Office documents, 99
Collapse All Headings option, 145
Collapse Field button, 535
collapsing ribbon, 27
Collated print option, 248
colon (), entering from keyboard, 170
Color button

in Format Shape pane, 346

under Picture Tools Format tab, 364
colors

changing bullet color, 287

changing database background, 929

Create New Theme Colors dialog box, 284

customizing PowerPoint, 275

openinng pallette of color schemes, 1092

theme vs. direct, 343

using absolute, 278
Colors dialog box, 281

in Publisher, 1096
column headers, in Excel

using in defining names, 439
Column Heading Bar

deleting columns using, 985
COLUMN([reference]) functions, 480
columns

changing widths of, 930

changing widths of spreadsheet, 425

deleting database, 985

deleting OneNote table, 833

deleting Word table, 224

1140 Click Here To Add A New Task box

inserting in Excel, 585-589

moving and copying spreadsheet, 447

printing column labels in Excel, 601-604
COLUMNS(array) functions, 480
Column Width, as Read Mode option, 147
commands

Account, 12-13

adding commands from Quick Access Toolbar, 28—

29,120
in Excel, 414
Border Painter command in Word, 127
Border Sampler, 226
Change Case, 204-205
Create From Selection, in Excel, 439
Define and Translate, 154
Draw Table, 221
Excel worksheets Hide, 613
file tab
Excel, 414
Filter menu, 520-521
Flash Fill, in Excel, 433
Freeze Panes, 594
keyboard access to, 548
Lock Cell, 493
Outlook formatting, 678
Page Width, 122
Print Titles, 601, 604
Remove Split, 125
removing commands from Quick Access
Toolbar, 28-29, 120
ribbon vs. Quick Access Toolbar, 32
screen tips for, 10-11
Scroll Here, 137
split control on ribbon of, 6-7
comma (,), using in custom number format
code, 637
comment indicator
in Word, 128
compacting databases, 940
Compare Side by Side dialog box, 621
Compeatibility Checker, PowerPoint, 396
Compeatibility Mode, in Word, 132
composing documents, 171-173
inserting symbols, 167-168, 170
using AutoCorrect, 169-170, 174-177



using building blocks, 178-182

using formatting marks in, 163-166

using international characters, 169-170
Compress Pictures dialog box, 360
Computer & HD Displays option, 378
CONCATENATE() function, 478, 481-484
Conditional Formatting button, 507
Conditional Formatting icon, 998
Conditional Formatting Rule Manager, 998
connditional formatting features, 506-508
Contact folders, Outlook

address books in, 674

Auto-Complete list using, 673

enabling or disabling, 674

views in, 751
contacts

annotating contacts in OneNote, 823-824
contacts, Outlook

about viewing, 747

creating, 753-754

creating from email messages, 780

managing linked, 756

using inline editing, 755, 757

using People Hub, 748

using views, 751

viewing Contact Cards, 749-750
continuous forms, creating, 995
Continuous form, view property

about, 993

changing to Datasheet view, 997
continuous reports

creating with conditional formatting, 1020
Continuous section breaks, 193
Control AutoCorrect Options, 175
Control Layout, in forms, 996, 1002
Conversations view, Outlook, 696
Convert Text to Table dialog box, 221-222
Convert To Range button, 589
Convert to Shapes button, 112
copying

columns and rows on spreadsheets, 447

formulas, 454-458

formulas and pasting as resulting values, 486-487

from Access datasheets, 931

one or more spreadsheet cells to many, 449

range of cells, 487
selected text or object, 313
Copy Link to Page option, OneNote, 826
Copy Link To Paragraph option, OneNote, 828
COUNTIF() functions, 476
Count Numbers function, 464
Create a custom Search Folder option, 777
Create a Video setting, 378
Create From Selection
in Defined Names group, 472-473
Create From Selection command, in Excel, 439
Create Graphic group, 325
Create New Building Block dialog box, 180
Create New Theme Colors dialog box, 281, 283
Create PDF/XPS button, 241
Create PDF/XPS Document option, 243
Publisher, 1129-1130
Create tab
Access, 922
Query Design option from, 1021
Report icon from, 1022
creating
appointments from messages, 713-716
attachments to email messages, 686
blank document, 181
bottom border in spreadsheet cells, 427
charts, 625
continuous forms, 995
continuous reports with conditional
formatting, 1020
coordinating documents across applications, 130
creating notebooks on SkyDrive, 839-842
creating notes in OneNote Mobile apps, 869
custom shapes, 351
custom slide layouts, 293
custom sort list, 525-529
custom themes in Excel, 548-551
date-specific events, 709-710
email messages, 672
formulas, 454-458
graphics in Excel, 644
hyperlinks to pages in OneNote, 828-830
items quickly in Outlook, 779
lookup queries, 1053-1058
meeting invitation, 703

creating 1141



new files, 17-19 PowerPoint themes, 273

new worksheet, 426 Quick Access Toolbar, 28-29, 934

notebooks, 796-797 ribbon, 32-35

OneNote tables, 830-833 shapes, 351

pages in OneNote, 801 slide layouts, 293

parent/child forms, 1004 status bar, 30-31

parent/child popup forms, 1005 user interface, 25-31

parent/child reports, 1023 custom keyboard shortcut

PDFs, 241, 241-246 assigning to character or symbol, 170
in PowerPoint, 391 custom number format code, using comma (,)

perfect shapes, 338 in, 637

PivotTables, 528-535 Custom Print option, 249

presentations using theme variants, 270

publications using templates, 1080-1084

recurring appointments, 710-713 D
sections in OneNote, 797-799

single record form, 1001 data

single record report, 1011 Acc.ess .

single record using split form template, 1002 importing to Web App, 1037-1040
Summary view in Access, 1059-1061 Excel, 424

tables in Web App, 1041 adding to tables, 521-522

tables in Word, 219-225 analyzing from outside source, 510-512
tabular report with grouping, 1015 sort.ing, 523-525

tags, OneNote, 816-818 exporting Access, 918

tasks from Outlook items, 737-738 formatting in Excel, 428

theme font set, 279 importing to Access, 915

Web App, 1035-1036 data, Acce.ss

Web App templates, 1062-1063 formatting on exported, 919

databases, Access

openinng from Team Site, 1044-1046
databases, Access desktop

about, 909

changing design of linked, 937

Crop button
from Picture Tools Format tab, 654
cropping pictures
in presentations, 358
crosstab queries, 984
Crosstab Query Wizard, 987 compacting, 940
Currency data type, 954 creating, 911
cursor deleting columns in, 985
keyboard shortcuts for moving, 157-158 downloaded from Internet, 913
moving to beginning of sentence, 173 duplicated values in, 963
Custom category, of Format Cells dialog box, 636 editing data in, 925
Customize Quick Access Toolbar list, 27 encrypting with password, 942
Customize Status Bar list, 30-31 exporting data from, 918
Customize Status Bar menu, 464 exporting data to Web App, 1039-1040

Customize Status Bar options, 193 features on File tab for, 923
customizing importing data from, 917

PowerPoint fills, 344

1142 Crop button



linking tables together with relationships, 963,
965, 968
queries, 971, 973, 976, 983, 984, 987
repairing, 941
tables, 948, 953, 954, 955, 956, 957, 959, 961, 962,
963, 964
Database Tools tab, in Access, 922
Data Labels option, in Chart Elements, 629, 635
data labels, rich, 44
data model, Excel, 514, 536
Datasheet Formatting window, 929
datasheets
creating single record using split form
template, 1002
creating with conditional formatting, 998
datasheets, Access
about, 924
adjusting presentation of, 928
changing background color, 929
copying and pasting from, 931
filtering, 926
sorting, 926
# symbols in, 930
Datasheet view
about, 993
changing to Continuous form view, 997
creating Access tables in, 952
Split Form and, 1003
switching to Design view from, 953
working with, 1047-1048
Data Tools group, in Excel
Flash Fill command in, 433
data types
choosing field, 954
Data Validation dialog box, 490, 494
date formats, Excel, 566-572
date() function, 479-480
Date Navigator, using Outlook, 726-728
date-specific events
creating, 709-710
Date/Time data type, 954
decimal tabs, 216, 222, 228
Decrease Decimal button, 463
Decrease Font Size button, 287
Decrease List Level button, 308

default formatting

setting for documents, 130

Default Value

using in table validation fields, 956

Define and Translate commands, 154
Defined Names group

Create From Selection in, 472-473

Define Name command, in Excel, 437
Define option, as research tool, 151
Delete button, in messages, 666
deleting

about in Excel, 593

AutoCorrect entries that were added in error, 177

cells in Excel, 589

columns in databases, 985

custom color theme in PowerPoint, 282
decimal tabs, 222

Page Break Controls from reports, 1025
task items, 740

Word tables, 224

demoting text in slides, 308
Design tab

in PowerPoint, 272, 274, 279, 284, 301
in Word, 130

Design view

forms, 994
reports, 994
switching to Datasheet view from, 953

Design View, selecting, 924
desktop databases

about, 909

Access, 954

changing design of linked, 937
compacting, 940

creating, 911

deleting columns in, 985
downloaded from Internet, 913
duplicated values in, 963
editing data in, 925

encrypting with password, 942
exporting data from, 918
exporting data to Web App, 1039-1040
features on File tab for, 923
importing data from, 917

desktop databases
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linking tables together with relationships, 963,

965, 968
openinng from Team Site, 1044-1046
queries, 971, 973, 976, 983, 984, 987
repairing, 941

tables, 948, 953, 954, 955, 956, 957, 959, 961, 962,

963, 964

Detail Section, report section, 1013
dialog box launcher, 8
dictionary

adding words to, 234
dictionary definitions and synonyms, 154
direct colors

vs. theme colors, 343
Direct Relationships icon, 971
Dock to Desktop button, 789
Dock to Desktop view, OneNote, 786
Document Inspector, 236-239

in PowerPoint, 394-395
documents

alignment guides in, 129

collapsible headings, 128

collapsing and expanding headings in, 143-146

composing, 171-173
inserting symbols, 167-168, 170
using AutoCorrect, 169-170, 174-177
using building blocks, 178-182
using formatting marks in, 163-166

importing Word documents into Publisher, 1116—

1118
inspecting before publishing, 235-239
making final, 240
navigating, 137-143
opening from Internet, 150
PDFs
creating, 241-246
editing, 241, 245
presentating information in
enhancing tables, 225-229
inserting tables, 219-225
using bulleted lists, 211, 212-215
using numbered lists, 211, 212-215
using tabbed lists, 212, 215-219
using tables, 212
printing, 247-251
Read Mode
exploring reasearch tools in, 150
viewing documents in, 146-150
scrolling, 136-137
searching, 137-143
setting default formatting for, 130
tables in, 127
threaded comments in, 128
tracking changes in, 128
using tables for page layouts, 228
views in, 121, 124

using international characters, 169-170 Document Window Options, in Access, 933
correcting proofing errors, 232-234 dollar ($) sign, in Excel formulas, 469-472, 495
created in earlier versions of Word, 132 double-clicking
creating across applications coordinating, 130 chart elements, 638
editing double quotes (\, 980

selecting content, 159 Double Strikethrough font format option, 203

selecting text, 158-162 draft email messages

editing PDFs, 126 about, 666

formatting changing settings for, 675
about, 185-190 Drafts folder, 676, 702
changing case of text, 202-203 Draft view
exploring character, 202-203 in Word, 122

exploring paragraph, 198-200 opening documents in, 124
setting default documents, 190 drag-and-drop picture swapping feature, in
setting section formatting, 192 Publisher, 1076
using styles for, 194-198 dragging
heading styles in, 143-146 animations into Animation pane, 372

1144 Detail Section, report section



objects in Access, 1010

Drawing Tools Format tab, 642
Align button from, 647
formatting illustrations using, 52
Group Objects button from, 651
Merge Shapes tool from, 355
Send Backward button from, 647
Shape Fill button from, 345
Shape Styles from, 339
Shape Styles palette from, 646
WordArt Styles group in, 648

Draw Table command, 221

Draw Text Box button, 1086

drop shadows, in picture formatting, 1112

duplicating objects, 313

E

Edit button, Access, 903
Edit Document, as Read Mode option, 147
editing
custom color theme in PowerPoint, 282
documents, 157-158
formulas, 454-458
PDF files in Word, 126
PDFs, 241, 245
saved slide show presentations, 403
video, 373
Edit mode
activating formula, 471, 483, 495
Edit Points, in PowerPoint, 353
Edit Quick Step dialog box, 715, 765
Effect Options in PowerPoint
Animations tab in, 369
effects
applying enhanced fills and, 344
customizing PowerPoint theme, 279
email accounts
managing multiple, 685
email addresses
default display name format for, 754
Excel format for, 434
selecting in Excel, 437

email messages
about, 671
addressing, 673
attaching files to, 686
categorizing, 763-764
changing draft email message settings, 675
conducting quick searches, 773
creating and sending, 672
creating appointments from, 713-716
determining size of attached, 686
flagging and reviewing important, 762-766
marking as read, 698
organizing, 769-771
reading using single key, 699
responding to, 701
reviewing high prlority, 766
saving, 675
searching for related, 772-773
searching for specific sender, 773
sending, 676
sending notes via, 854-855
sending to OneNote, 819-821
setting up email account in, 659-661
sharing publications via, 1123
To-do lists and, 739
viewing, 689
viewing message threads, 696
viewing using Search Folders today's, 776-778
Email Preview button, Publisher, 1123
em and en spaces
formatting marks for, 172
embed codes, in videos, 376, 377
Emphasis animations, 370
empty paragraphs, 164
Enable Content button, 913
encrypting databases with password, 942
Encrypt with Password option, 575
enhanced fills
applying in PowerPoint, 344
Entrance animations, 370
“epsilon” button, using, 459-462
equal (=) sign, in Excel formulas, 454
eraser, OneNote, 807
error messages
chart, 320

error messages 1145



Even Page or Odd Page section breaks, 193
EXACT() function, 478
Excel
about, 423
about starting, 411-415
adding data to tables, 521-522
analyzing data from outside source, 510-512
cellsin, 428, 431, 434, 444, 449
changing case of text, 487-489
copying and pasting range of, 487
deleting, 589
formatting, 552-553
inserting, 589

pasting formulas as resulting values, 486-487

restricting entries, 489-494

using references, 469-472

validating entries, 472-474

working with text, 481-489
changing widths of spreadsheet columns, 425
charts, 625, 631, 639, 642

adding timelines to, 418
connditional formatting features, 506-508
creating and sharing graphics in, 644
creating custom sort list, 525-529
creating PivotTables, 528-535
data model, 514, 536
entering and organizing data, 424
exporting data to Web App, 1037-1038
filtering data with tables, 514-520
Filter menu commands, 520-521
Flash Fill command in, 415
formatting

cells, 552-553
formatting data, 428
formatting worksheets

applying number formatting, 540-543

applying percentage format to numbers, 560—

562
Clear Formats option, 548
creating custom themes, 548-551
custom number formats, 553-560
protection in, 572-574
setting view options, 576-580
with styles, 544-547
working with dates, 566-572

1146 Even Page or Odd Page section breaks

working with fractions, 562-566
formulas
about, 454
activating Edit mode, 471, 483, 495
dollar ($) sign in, 469-472, 495
entering, 454-458
equal (=) sign in, 454
static values vs. cell references, 459
using cell references, 469-472
using Formulas tab, 475-481
using names in, 472-474
functions
CONCATENATE(), 478, 481-484
date, 479-480
financial, 480-481
inserting, 466-469
logical, 477-478
math and trig, 476-477
PROPER(), 478, 488
reference, 480
text, 478-479
time, 479-480
TRIM(), 479, 485
using, 458-459
using AutoSum button, 459-462
using AVERAGE() function, 462-463
using status bar for checking totals, 464
graphics in, 650
inserting columns, 585-589
inserting rows, 585-589
inserting spreadsheets in OneNote, 889-890
linking Access to data in, 939
manipulating elements in charts, 634
moving and copying columns and rows, 447
moving around worksheets, 441
page layout options, 593-601
pages in
adjusting page breaks, 604
printing row and column labels, 601-604
panes, 593-601
performing What-If Analysis, 500-504
Recommended PivotTables feature, 417
Scenario Manager, 501
selecting and naming cell ranges, 436
sheet references in, 619-620



Simple to-do list workbook in, 49
sorting data, 523-525
table slicers, 417
templates
built-in, 497-498
storing formats in, 581-582
using column headers in defining names, 439
using Quick Analysis, 504-506
using touch mode in, 107
values in, 428, 431
workbooks
changing number of sheets setting in, 420
creating multisheet, 608-611
displaying separate windows, 416
managing multiple, 620-623
manipulating sheets in, 612-615
summarizing multisheet, 612-615
Exchange accounts, 685
Exchange ActiveSync support, Outlook, 669
Exchange mailbox
addressing email messages in Outlook and, 673
exercise steps in book, adapting to, 26
Exit animations, 370
Expand/Collapse heading option, 145
expanding ribbon, 27
Export command
in Excel, 414
exporting
Access data, 918
data to Web App, 1037-1040
OneNote to other formats, 856
publications to PDF or XPS format, 1129-1130
Export page, 22
OneNote, 792
Expression Builder
creating calculations using, 977
forms in, 1000
viewing calculated field in, 961
Expression, query field value, 985
external data
linking Access to, 936
External Data ribbon, 918
External Data Tab-Import & Link Group
Link Table Manager in, 940
External Data tab, in Access, 915, 917, 922, 939

Eyedropper menu choice, 341
Eyedropper Text Fill tool, 265, 342

F

Facebook

connecting to personal cloud service in, 82

Fade, PowerPoint, 368
Favorites section, Outlook

troubleshooting not seeing, 677

Field Buttons button, 629
Field List, PivotTable, 421
Field properties, seeing, 980

fields, query

adding values to, 984

fields, table

adding calculated, 959

adding validation, 955

applying filtering against fields in Select
Queries, 972

choosing data types, 954

creating queries selecting specific, 973

filtering and sorting query, 979

naming, 950

using in validation fields Default Value, 956

field validation rule, 955, 957
files

attaching to email messages, 686
changing permissions, 92

creating new, 17-19, 60

customizing PowerPoint, 273
determining size of attached email messages, 686
opening, 19, 20

opening from cloud, 42, 92

pinning and unpinning, 20

recovering unsaved changes to, 23-25
saving, 21-22

saving as PDF, 22

saving in XPS format, 22

saving on cloud service, 42

selecting multiple, 109

setting feature to autosave, 23-24
sharing files from cloud service, 90
syncing for offline use with SkyDrive, 94
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viewing information about active, 16-17
viewing recent files, 19, 20
file server
sharing notes on, 844
stop sharing on, 847
File tab
Access, 922, 941
desktop databases window, 901
Web App window, 902
Excel, 414
OneNote, 784
Outlook, 663
PowerPoint, 257
Publisher, 1072
Word, 120
Filled Round Bullets menu choice, 288
Fill menu, in Excel
Flash Fill command from, 433
Filter group; a dialog box, 632
filtering
Access datasheets, 927
and sorting query fields, 979
applying against fields in Select Queries, 972
by parameterizing queries, 983
unread email messages, 690
Filter menu commands, 520-521
financial functions, 480-481
Find Options dialog box, 142
Find Related, Messages from Sender option, 774
Find Related, Messages in this Conversation
option, 772
Fit Slide to Current Window button, 291
Fixed Column Width option, in Insert Table dialog
box, 220
flagging messages, 762
Flash Fill command, in Excel, 415, 433
Folder Favorites, 769-771
Folder Pane, 769-771
Folder pane button, Outlook, 677
Folder pane, Outlook,
collapsing, 692
troubleshooting not seeing, 677
unread email messages count in, 676
folders
pinning and unpinning, 20
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Folders module, 771
folder sort, custom, Outllook, 667
Folders, Outlook Search
viewing today’s email messages using, 776-778
Followed Hyperlink color
in PowerPoint, 282
Font dialog box, 202
fonts
creating theme font set, 279
customizing PowerPoint, 273
customizing Publisher, 1094-1098
decreasing font size, 287
glyph, 168
increasing font size, 287
OpenType, 1099-1100
serif and sans serif, 190
stylistic sets of, 1102
Fonts button, Publisher, 1092
Font Size box, 287
Foreign Key (FK), 962, 964
Format Background pane
in PowerPoint, 292
Format Cells dialog box, 563-565, 567-569
Custom category in, 636
using comma (,) in custom number format
code, 637
Format Chart Title task pane, 627
Format Data Labels task pane, 636
Format Shape pane, 260
3-D Format tools, 348
accessing, 346
Blur field, 348
in Excel, 648
Shape Options Effects button in, 347
Format Text tab
Paragraph group on, 678
formatting
accessing PowerPoint picture formatting tools, 360
cells in Excel, 428
changing presentation to widescreen format, 299
charts in PowerPoint, 318
commands in Outlook, 678
connditional, 506-508
data in Excel, 428
documents



about, 185-190
changing case of text, 202-203
exploring character formatting, 202-203
exploring paragraph formatting, 198-200
managing pagination through, 205-209
setting default documents, 190
setting section formatting, 192, 194-198

illustrations using Drawing Tools Format tool

tab, 52

in OneNote using styles, 818-819

list of names in email messages, 677

lists using bullets, 212-215

lists using numbering, 212-215

manual text boxes in slides, 310

OneNote with templates, 891-893

on exported data, 919

options in all galleries, 275

pictures in presentations, 356

pictures in Publishing, 1107-1108

placeholders on slide master, 285

reusing slides and keeping source, 328

setting for documents default, 130

shapes, 345

shares in PowerPoint, 338

table borders in, 127

table fields choosing data types, 954

tables in PowerPoint, 315

text in Publisher, 1094-1098

Total Row, 225

worksheets
applying number formatting, 540-543
applying percentage format to numbers, 560—

562
cells, 552-553
Clear Formats option, 548
creating custom themes, 548-551
custom number formats, 553-560
formatting with styles, 544-547
protecting, 572-574
setting view options, 576-580
working with dates, 566-572
working with fractions, 562-566
formatting marks
using during document composition, 163-166
Form Design Tools, tabs for, 924

forms
about, 993
about Access, 910
Access datasheets and, 925
changing design of, 996
creating parent/child forms, 1004
creating parent/child popup form, 1005
Layout view, 996
tying together with Navigation form, 1009
formulas
about, 454
activating Edit mode, 471, 483, 495
creating, 466-469
dollar ($) sign in, 469-472, 495
entering, 454-458
equal (=) signin, 454
inserting, 466—-469
pasting as resulting values, 486-487
static values vs. cell references in, 459
using cell references, 469-472
using Formulas tab, 475-481
using names in, 472-474
using status bar for checking totals, 464
Formulas tab, in Excel
about, 475
Create From Selection command on, 439
Defined Names section on, 437
Form view, 994, 1002
Form Wizard
creating continuous forms, 995
creating parent/child forms, 1004
creating parent/child popup form, 1005
creating single record form, 1001
Forward As Attachment option, email
messages, 703
Forward option, email messages, 703
Fragment tool
PowerPoint, 266
Freeform icon, 353
Freeze Panes command, 594
From a Video Embed Code field, 377
From Beginning or From Current Slide buttons, 399
From button
displaying in Outlook message header, 685
Full Page view, Notebook, 786
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Full Screen mode Word, 186

OneNote, 791 Table Styles, 225
vs. Read mode, 121 Tags, 814-815, 878
Function Arguments dialog box, 467-468, 475 Theme, 49, 272
Function dialog box, 475 Theme Colors, 280, 282
functions Theme Font, 274, 279
about, 458-459 Variants, 272,279
AVERAGE, 462-463 gestures
CONCATENATE(), 478, 481-484 in touch mode, 107-108
Count Numbers(), 464 zoom on slide in touch-enabled device, 402
date, 479-480 Get a Sharing Link option, 46
financial, 480-481 Get External Data group, 510
inserting, 466—469 Global Address List, 674
logical, 477-478 glyph fonts, 168
math and trig, 476-478 Goal Seek command, 501, 504
Max(), 464 Goal Seek dialog box, 501, 503
Min(), 464 gradient fills
PROPER(), 478, 488 applying and editing, 344
reference, 480 grammar errors
text, 478-479 correcting, 232-233
time, 479-480 correcting in touch mode, 107
TRIM(), 479, 485 graphics
using, 458 adding to presentations, 290
using AutoSum button, 459-462 copying to slides, 292, 343
using AVERAGE() function, 462-463 creating and sharing in Excel, 644
using Formulas tab, 475-481 distortion changing to presentation wide-screen
using status bar for checking totals, 464 format, 302
funnel icon (Chart Filters tool), 322 using between Office applications, 650

Gridlines option, in Excel, 638
Grid Tables section
of Table Styles gallery, in Outlook, 682

G Group By, query field value, 984, 987
galleries grouped worksheets, Excel, 612
about, 8-9 Group Objects button, 651
Animation, 368 guides
Border Styles, 226 document alignment, 129
Building Blocks group, 1085 in PowerPoint, 313
Bullets, 288 in Publisher, 1113
Bullets and Numbering, 213-214
Font, 1096
Reuse Slides, 328
Rule Lines, 788 H
Shapes, 805-806, 1085 handwriting recognition
SmartArt Styles, 326 vs. ink, 110
styles, 544-547 hanging indent markers, 200, 216

1150 Full Screen mode



HD Displays option, Computer &, 378
heading fonts
in PowerPoint, 274
headings in documents
collapsible, 128
collapsing and expanding, 143-146
styles of, 143-146
Headings section
in Navigation pane, 139
heading text, 187
Help button, 7
hidden text
font format option, 203
printing, 203
Hide background graphics
on layout in PowerPoint, 292
Hide Background Graphics box
in Format Background pane, 292
Hide command
Excel worksheets, 613
Hide Page Title, OneNote, 788
HLOOKUP() function, 480
Home tab
Access, 922,929
Excel, 433, 446
PowerPoint, 289, 338, 362
about, 258-259
Word
Bullets and Numbering galleries from, 213-214
Horizontal Bullet List Smart Art, 323
Horizontal Tabs menu option, from Navigation
icon, 1009
Hotmail, 75
HTML
saving Word documents as, 245
Hyperlink color
in PowerPoint, 281, 282
Hyperlink data type, 954
hyperlink format
for email and web addresses in Excel, 434
selecting cells in Excel in, 437
hyperlinks
creating to pages in OneNote custom, 828-830
tying OneNote notes together using, 826-828

ID field, in tables, 949
IFERROR() functions, 478
IF() function, 477
illustrations
formatting using Drawing Tools Format tool
tab, 52
inserting in Office documents, 51
lllustrations group
picture placeholders in, 1102-1104
lllustrations group, in Excel
Screenshot button, 653
Shapes button, 647
Shapes button in, 645
illustrations group, in Publisher
about, 1085
images
adding frames to, 358
cropping in presentations, 358
displaying layout options for, 129
embed from online locations directly into Office
documents, 44
inserting in Office documents, 51
inserting in OneNote pages, 802-803
inserting in presentations, 357
placement in documents of, 129
removing backgrounds from, 363
resizing, 291
saving for commercial printing, 1126
searching, 887-888
working in Publisher with
about, 1106-1107
adding publcations, 1108-1112
using captions, 1105-1106
using placeholders, 1102-1104
using swap feature, 1107, 1109-1110
IMAP email accounts, 685
importing
data in Web App, 1037-1040
data to Access, 915
Word documents into Publisher, 1116-1118
Import Spreadsheet Wizard, 915
Import Text Wizard, 919
Increase Font Size button, 287
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Increase List Level button, 308, 309
Indentation option, 199
indent markers
controlling on ruler, 289
indexing table, 961
Info page
about, 16-17
Access, 941

tools for recovering unsaved changes to files, 23—

25

IN, in filtering and sorting query fields, 980

ink
tools in OneNote, 110
vs. handwriting recognition, 110
working in OneNote with, 803-809
working in touch mode with, 109
working with, 110-114
Ink Comment button, 111
Ink Tools Pens tool tab, 110
inline editing
using, 755
using inline editing, 757
inline replies, 665-666
to email messages, 701
Insert Chart dialog box, 56, 626
Insert File button, Publisher, 1086-1087
Insert File dialog box, Outlook, 687

Insert Function dialog box, 464, 466-467, 475

inserting pictures, in presentations, 357

insert multiple pictures feature, in Publisher, 1075

Insert Slicer
button, 632
dialog box, 632
Insert Space tool, 808
Insert tab
in Publisher, 1084-1087
inserting illustrations using, 51
in Tables group, 219
Insert Table dialog box, 220
Insert Table feature, OneNote, 831-833
Insert Timeline button, 640
Insert Video page, 376
Inspect Document heading, 237

1152 Increase List Level button

installation, Office

getting information about, 12-13
instant message conversations

using Reply All with IM option in Outlook, 704
integers, about, 463
international characters, 169-170
Internet

databases downloaded from, 913

opening documents from Internet, 150
Inverse screen color

in Read Mode, 148
invitation to meeting

creating, 703
Invite People section

on Share Notebook page, 841

on Share tab, 90
i0S

sharing notes via SharePoint on, 849
iPad or iPhone, using OneNote on, 867-869
IPMT() functions, 481
italicizing selected text, 312

J

Join Type button, 970

join types

mixing, 976

K

Keep lines together paragraph options, 207
Keep Source Formatting option
in Reuse Slides pane, 331
Paste Option to, 333
Keep with next page option, 207
keyboard access to menus and commands, 548
keyboard shortcuts
assigning to character or symbol custom, 170
bolding selected text, 312
centering text, 318
centering text in documents, 197
changing case of text, 205



clicking Previous button, 141
collapsing and expanding ribbon, 27
copying selected text or object, 313
creating new blank document, 87
decreasing font size, 287
demoting text in slides, 308
displaying characters in uppercase, 203
displaying hidden text, 203
displaying small caps, 203
duplicating objects, 313
entering international characters, 169-170
entering SUM function, 460
entering symbols using, 169
forcing Outlook to validate email addresses, 674
formatting marks, 163
increasing font size, 287
italicizing selected text, 312
left aligning text, 318
manual page breaks, 205
moving around worksheets using Ctrl key, 442
moving cursor, 157-158
moving cursor to beginning of sentence, 173
moving cursor to end of email messages, 679
moving cursor to top of document, 197
navigating documents, 136
Nonbreaking space, 173
opening Font dialog box, 202
opening Link dialog box, 829
paging up or down through email messages, 699
pasting selected text or object, 313, 333
promoting text in slides, 308
resetting character and paragraph formats, 198
responding to email messages, 703
saving files, 88
screen clipping capability, 884
Search box, 141
selecting Navigation pane check box, 141
selecting text, 159
sending email messages, 676, 684
starting presentations, 396
translating phrase, 153-154
underlining selected text, 312
undo the previous action, 272
KeyTips, 11

L

Label Options section, of Format Data Labels task
pane, 636
Layout, as Read Mode option, 148
Layout button, in PowerPoint, 338
Layout Options button
in Word, 129
layouts
of calendars, 725-726
using tables for page, 228
layouts, PowerPoint
adding graphics to, 290
creating custom slide, 293
Layout tab, PowerPoint
viewing, 317
Layout view
forms, 994, 996
reports, 994
left aligning text, 318
LEFT() function, 478
LEN() function, 478
line breaks, manual line, 172
Line spacing
in Paragraph dialog box, 290
Line Spacing option, 200
Link Child fields, 1005
Link dialog box, 829
Linked Contact Notes button, 823
LinkedIn
connecting to personal cloud service in, 82
linking
Access to external data, 936
multimedia files to PowerPoint, 373
notes, 885-887
tables together with relationships, 963, 965, 968
Link Master fields, 1005
Link Table Manager, 940
lists
formatting bulleted and numbered, 212-215
List view, Outlook, 751
Live Layout
in Word, 129
Live Preview, 9
Lock Cell command, 493, 494
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logical functions, 477-478

Long Text data type, 954

Lookup data type, 954

lookup functions, 480

Lookup Wizard, 963, 965

Lowercase option, 204

LOWER() function, 478

Lync
PowerPoint presentation through, 62
sharing Office documents through, 44

M

macros, about Access, 910
macro security
managing, 912
Manage Styles dialog box, 192
Manage Task group, 744
managing multiple email accounts, 685
manual line break, 172
manual page breaks, 205
manual relationships
creating between tables, 968
manual tabs, 164
decimal tab as type of, 216, 222, 228
text alignment using, 216
using, 216-219
manual tab stops, 215
margin marker
in PowerPoint, 288
margins
toggling in Print Layout view, 122
Mark As Final document option, 240
Mark as Final option, 575
in PowerPoint, 394
math functions, 476-478
Max function, 464
meeting invitations
creating, 703
Meeting Invitations option, Outlook, 704
meetings
advanced scheduling features, 719
canceling, 720-721
presentation through Lync, 62
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presentation through Office Presentation
Service, 62

responding to requests for, 722-723

scheduling and changing, 716-718

updating, 720-721
menus, keyboard access to, 548
Merge Shapes tool, 355
message body, email messages, 672
Message Preview

in Arrangement group, 694
messages, email

about, 671

addressing, 673

attaching files to, 686

categorizing, 763-764

changing draft email message settings, 675

conducting quick searches, 773

creating and sending, 672

creating appointments from, 713-716

determining size of attached, 686

flagging and reviewing important, 762-766

marking as read, 698

organizing, 769-771

reading using single key, 699

responding to, 701

reviewing high prlority, 766

saving, 675

searching for related, 772-773

searching for specific sender, 773

sending, 676

sending notes via, 854-855

sending to OneNote, 819-821

setting up email account in, 659-661

sharing publications via, 1123

To-do lists and, 739

viewing, 689

viewing message threads, 696

viewing using Search Folders today’s, 776-778
Messages in this Conversation option

from Related drop-down list, 773
microphones, for recording audio, 882
Microsoft Access

about, 909

about new features in, 905-907

Action Bar, 906



Backstage view in, 922
changing design of linked databases, 937
configuring options in, 934
datasheets, 924, 926, 928, 930, 931, 998, 1002
Datasheet view, 952
desktop databases, 909, 911, 913, 917, 918, 923,
925, 937, 940, 942, 963, 985
exporting data to Web App, 1039-1040
openinng from Team Site, 1044-1046
desktop databases window, 900-901
File tab in, 922
forms, 910, 925, 993, 995, 996, 1001, 1004, 1005,
1009, 1010
linking to external data, 936
macros, 910
modules, 910
navigating user interface, 920
queries, 910, 971, 973, 976, 983, 984, 987
reports, 910, 994, 1011, 1013, 1015, 1020, 1023,
1028
ribbon for, 912
starting, 898-899
subform controls, 1005
tables, 910, 929, 940, 948, 953, 954, 955, 956, 957,
959, 961, 962, 963, 964
templates, 905
user interfaces, 933
views, 905, 906
Preview Datasheet, 1043
Summary, 1059-1061
Web App
about, 907, 1031-1032
adding blank table, 1051-1053
creating blank, 1035-1036
creating lookup queries, 1053-1058
creating tables in, 1041
creating templates, 1062
importing data from database, 1039-1040
importing data from spreadsheet, 1037-1038
launching, 1043-1044
navigating, 1041-1043
opening Web App, 1035-1036
openinng database from Team Site, 1044-1046
views, 1047, 1059-1061
window, 901-903

working with tabs in, 922
Microsoft account
about, 75
options, 84
signing into, 76
signing out of, 80
switching to another account, 76
Microsoft Excel
about, 423
about starting, 411-415
adding data to tables, 521-522
analyzing data from outside source, 510-512
cellsiin, 428, 431, 434, 444, 449
changing case of text, 487-489
copying and pasting range of, 487
deleting, 589
formatting, 552-553
inserting, 589
pasting formulas as resulting values, 486-487
restricting entries, 489-494
using references, 469-472
validating entries, 472-474
working with text, 481-489
changing widths of spreadsheet columns, 425
charts, 625, 631, 639, 642
adding timelines to, 418
connditional formatting features, 506-508
creating custom sort list, 525-529
creating PivotTables, 528-535
data model, 514, 536
entering and organizing data, 424
exporting data to Web App, 1037-1038
filtering data with tables, 514-520
Filter menu commands, 520-521
Flash Fill command in, 415
formatting
cells, 552-553
formatting data, 428
formatting worksheets
applying number formatting, 540-543
applying percentage format to numbers, 560-
562

Clear Formats option, 548
creating custom themes, 548-551
custom number formats, 553-560
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protection in, 572-574 Recommended PivotTables feature, 417

setting view options, 576-580 Scenario Manager, 501-504
with styles, 544-547 selecting and naming cell ranges, 436
working with dates, 566-572 sheet references in, 619-620
working with fractions, 562-566 sorting data, 523-525
formulas table slicers, 417
about, 454 templates
activating Edit mode, 471, 483, 495 built-in, 497-498
dollar ($) sign in, 469-472, 495 storing formats in, 581-582
entering, 454-458 using column headers in defining names, 439
equal (=) sign in, 454 using Quick Analysis, 504-506
static values vs. cell references, 459 values in, 428, 431
using cell references, 469-472 workbooks
using Formulas tab, 475-481 changing number of sheets setting in, 420
using names in, 472-474 creating multisheet, 608-611
functions displaying separate windows, 416
CONCATENATE(), 478, 481-484 managing multiple, 620-623
date, 479-480 manipulating sheets in, 612-615
financial, 480-481 summarizing multisheet, 612-615
inserting, 466—469 Microsoft Exchange accounts, 685
logical, 477-478 Microsoft Exchange mailbox
math and trig, 476-478 addressing email messages in Outlook and, 673
PROPER(), 478, 488 Microsoft Lync
reference, 480 Outlook email message responding options if
text, 478-479 using, 704
time, 479-480 PowerPoint presentation through, 62
TRIM(), 479, 485 sharing Office documents through, 44
using, 458-459 Microsoft Office 365
using AutoSum button, 459-462 openinng database from Team Site, 1045-1046
using AVERAGE() function, 462-463 signing into, 1033-1034
using status bar for checking totals, 464 Microsoft Office cloud accounts
graphics in, 644, 650 about, 75
inserting columns, 585-589 signing into, 76
inserting rows, 585-589 signing out of, 80
inserting spreadsheets in OneNote, 889-890 switching to another account, 76
linking Access to data in, 939 using cloud services with, 80, 81
manipulating elements in charts, 634 Microsoft Office Home & Student 2013 RT, 103
moving and copying columns and rows, 447 Microsoft OneNote
moving around worksheets, 441 about, 795
page layout options, 593-601 about getting started, 783-786
pages in about navigating interface, 785-790
adjusting page breaks, 604 accessing notes in web browser, 864-866
printing row and column labels, 601-604 changing search scope in, 835-836
panes, 593-601 connecting to Outlook
performing What-If Analysis, 500-504 about, 819
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annotating contacts, 823-824
appointments, 821-823
sending email messages to OneNote, 819-821
tasks, 824-826
creating and organizing
pages, 800-803
sections, 797-799

creating custom hyperlinks to other pages, 828-
830
creating notebook, 796-797
custom styles in, 819
exporting to other formats, 856
file server
sharing notes on, 844
stop sharing on, 847
finding tags, 877-880
inserting spreadsheets in, 889-890
linking notes, 885-887
new features in, 791-793
recording audio, 881-882
Require User To Sign In Before Accessing
Document check box, 842
searching images, 887-888
searching notes, 833-836
sharing notes
during meetings, 853-854
on file server, 844
via email messages, 854-855
via SharePoint, 849-852
SkyDrive
creating notebooks on, 839-842
moving notebook to, 842
stop sharing in, 844
syncing notebooks using, 869
syncing notes using, 861-864
tables
creating and organizing, 830-831
Insert Table feature, 831-833
maximum size of, 832
tags
creating and customizing, 816-818
using, 814-815
templates, 891-893
tying notes together using hyperlinks, 826-828
using Napkin Math feature, 891

using on phone or tablet, 866-867
using Quick Notes, 882-883

using screen clippings, 884-885

using styles to format notes, 818-819
working with ink and shapes, 803-809

Microsoft Outlook

about, 671
about navigating interface, 662-664
appointments
creating from email messages, 713-716, 780
creating recurring appointments, 710-713
scheduling and changing, 707-708
using appointment features, 710-713
calendars
changing layout of, 725-726
displaying views of, 723-724
planning schedules using, 766
using Date Navigator, 726-728
using Weather bar, 768-769
viewing multiple, 726
connecting to OneNote
about, 819
annotating contacts, 823-824
appointments, 821-823
sending email messages to OneNote, 819-821
tasks, 824-826
contacts
about viewing, 747
creating, 753-754
creating from email messages, 780
managing linked, 756
People view, 751
using inline editing, 755, 757
using People Hub, 748
using views, 751
viewing Contact Cards, 749-750
creating items quickly, 779
creating new items in, 19
email account setup in, 659-661
email messages, 671, 673, 675, 676, 686, 639, 696,
698, 699, 701
categorizing, 763-764
conducting quick searches, 773
creating appointments from, 713-716
flagging and reviewing important, 762-766
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organizing, 769-771
reviewing high prlority, 766
searching for related, 772-773
searching for specific sender, 773
setting up email account in, 659-661
To-do lists and, 739
events
creating date-specific events, 709-710
managing multiple email accounts, 685
meetings
advanced scheduling features, 719
canceling, 720-721
responding to requests for, 722-723
scheduling and changing, 716-718
updating, 720-721
new features in, 665-669
People pane in, , 700
reading pane, 698
searching quickly in, 773
social networks
configuring accounts, 757-758
tasks
creating, 732-735
creating from email messages, 780
creating from Outlook items, 737-738
dealing with assigned, 744
managing assignments, 742-743
reclaiming assigned, 744
removing from list, 740
setting reminders for, 734
setting task options, 736
updating, 739-740
using People peek, 752

Microsoft PowerPoint

about, 255-258

adding and formatting shapes, 338
applying enhanced fills and effects, 344
bullet points in, 308, 323

changing presentation to widescreen format, 299

creating custom shapes, 351
customizing, 273
placeholders in, 285, 286, 295, 357, 368

presentations, 62, 270, 356, 363, 373, 376, 377

creating PDFs of, 391
delivering, 396-403

1158 Microsoft PowerPoint

finalizing, 393-396
inserting comments in, 386-387
practicing, 403-408
removing backgrounds from pictures, 363
Shapes gallery in, 311
slide master, 285, 290
slides, 291, 292, 293, 306, 310, 315, 322, 328, 343,
369, 373, 375
adding and renaming sections, 382-385
inserting comments in, 386-387
printing, 388-392
Smart Guides in, 291, 311
starting presentation using theme variant, 270
themes, 270, 271, 283
tools in, 258-260
word completion, in touch mode, 107

Microsoft Publisher

about, 1067
about interface, 1068-1073
adding business information to publications, 1087—
1091
adding elements to publications, 1084-1087
creating publications using templates, 1080-1084
customizing page design of publications, 1091
exporting publications to PDF or XPS
format, 1129-1130
importing Word documents into, 1116-1118
new features in, 1074-1077
OpenType fonts, 1099-1100
printing publications, 1126
saving photos for commercial printing, 1126
saving publications, 1122
Schemes in, 48
sharing publications via email, 1123
templates for, 1069-1070, 1080-1084, 1088, 1118
tools in, 1113-1115
vs. Microsoft Word, 1067
vs. Word, 131
working with pictures in
about, 1106-1107
adding pictures to publcations, 1108-1112
using captions, 1105-1106
using placeholders, 1102-1104
using swap feature, 1107, 1109-1110
working with WordArt, 1099-1102



Microsoft SharePoint, sharing notes via, 849-852
Microsoft SkyDrive
accessing notes in, 864
creating notebooks on, 839-842
moving notebook to, 842
stop sharing in, 844
syncing notebooks using, 869
syncing notes using, 861-864
Microsoft Surface
automatic phrase translation on, 153
viewing documents in, 241
Microsoft Surface, using Read Mode on, 148
Microsoft Windows 7
modifying screen resolution, 14
starting Office application in, 4-5
Window control buttons, 7
Microsoft Windows 8
modifying screen resolution, 14
starting Office application in, 4-5
tablet edition of, 103
Window control buttons, 7-8
Windows Explorer vs. File explorer, 94
Microsoft Windows RT, 103
on Windows 8 tablet, 874
Microsoft Word
alignment guides in, 129
composing documents, 171-173
inserting symbols, 167-168, 170
using AutoCorrect, 169-170, 174-177
using building blocks, 178-182
using formatting marks in, 163-166
using international characters, 169-170
correcting proofing errors, 232-234
creating across applications coordinating
documents, 130
documents created in earlier versions of, 132
editing documents
moving cursor by keyboard shortcuts, 157-158
selecting text, 158-162
editing PDF files in Word, 126
file extension for, 117
formatting documents
about, 185-190
changing case of text, 202-203
exploring character formatting, 202-203

exploring paragraph formatting, 198-200
managing pagination through, 205-209
setting default documents, 190
setting section formatting, 192
using styles for, 194-198
heading styles in documents, 143-146
importing documents into Publisher, 1116-1118
inspecting documents before publishing, 235-239
Layout Options button in, 129
Live Layout in, 129
making documents final, 240
new features in, 125
opening files from cloud, 92
OpenType fonts, 1099-1100
PDFs
creating, 241-246
editing, 241, 245
presentating information in
inserting tables, 219-225, 225-229
using bulleted lists, 211, 212-215
using numbered lists, 211, 212-215
using tabbed lists, 212, 215-219
using tables, 212
printing documents, 247-251
Read Mode
exploring reasearch tools in, 150
viewing documents in, 146-150
resume reading feature in, 126
ribbon, 119
saving files on cloud, 87
scrolling documents, 136-137
selecting document content, 159
setting default formatting for documents, 130
splitting screen in, 124
starting, 117
tables, 127
threaded comments in, 128
turning on ruler display, 124
using Navigation pane, 137-143
vs. Publisher, 131
word completion, in touch mode, 107
Zoom group in, 122

Min function, 464
Mini Toolbar, 10
mobile phones, using OneNote on, 866

mobile phones, using OneNote on 1159



modules, about Access, 910
More Options button, 321
mouse
scrolling documents using, 136-137
selecting text using, 159, 161
Move Notebook option
on Share Notebook page, 843
multimedia files, linking to PowerPoint, 373
multiple email accounts
managing, 685

N

names
using in Excel column headers in defining, 439
using in formulas, 472-474
naming
cell ranges in Excel, 436
Napkin Math feature, 891
Navigation bar, Outlook, 664, 666
Navigation forms, tying forms together with, 1009
Navigation Grid
in PowerPoint, 399-400
Navigation icon, Horizontal Tabs menu option
from, 1009
Navigation options, feature in Access Navigation
pane, 920
Navigation pane
about, 138
Access, 995, 996, 1010
Headings section, 139
in Access, 920
selecting Design View, 924
Web App, Access, 1042-1043
Word
as mini table of contents, 139
options, 138-140
searching and navigating documents, 137-143
selecting heading with, 161
Navigation Pane option, in Read Mode, 147
Nested IF() function, 477
NETWORKDAYS() function, 480

1160 modules, about Access

networks
linking to and sharing data from Access databases
on, 938
New Appointment window, Outlook, 710
New Contact button, 675
New Docked Window, OneNote, 789
New Email button, 676
New feature, on Access File tab, 923
New Items button, Outlook, 676
New Meeting button, 717
New Name dialog box, in Excel, 438, 439
New page, 17-19
New Rule button, 999, 1022
New Search Folder dialog box, 777
New Slide button, 307, 315
Next and Previous buttons, using in
documents, 139
Next Page section breaks, 193
Nonbreaking space, 173
Normal Mode, Outlook, 692
Normal view
in OneNote, 785-786
in Word, 122
Notebook pane, OneNote, 785
Notebook Recycle Bin button, 810-811
notebooks
about OneNote as, 795
creating, 796-797
creating and organizing
pages, 800-803
sections, 797-799
working with ink and shapes, 803-809
notebooks, OneNote
creating
in OneNote Mobile apps, 869
in SkyDrive, 839-842
moving to SkyDrive, 842
notes
adding and organizing OneNote, 801-802
printing presentation, 388-392
notes, OneNote
accessing in SkyDrive, 864-866
creating in OneNote Mobile apps, 869
linking, 885-887



sharing
during meetings, 853-854
on file server, 844
via email messages, 854-855
via SharePoint, 849-852
stop sharing on
file server, 847
syncing notes in SkyDrive, 861-864
notes pane
in PowerPoint, 258
NOW)() function, 479
NPER() functions, 481
Number data type, 954
numbered lists
about, 211
formatting, 212-215
Number Format drop-down menu, in Excel, 428
number formatting, Excel
applying number formatting, 540-543
applying percentage format to, 560-562
working with custom number formats, 553-560
working with fractions, 562-566
number next to PowerPoint animation, 371

O

objects, manipulating in Excel, 642
Odd Page or Even Page section breaks, 193
Office 365
about, 85
openinng database from Team Site, 1045-1046
signing into, , 85
Web App databases and, 910
Office applications
choosing for task, 35-39
elements in application window
Account commands, 12-13, 13
dialog box launcher, 8
galleries, 8-9
KeyTips, 11
Live Preview, 9
Mini Toolbar, 10
Quick Access Toolbar, 8
ribbon, 6

Screen Tips, 10-11

status bar, 8

title bar, 7

tool tabs, 8
emailing files from within, 686
shared features in, 42
starting, 4-5
streaming, 85
supporting touch, , 47
using graphics between, 650

Office cloud accounts, 12-13

about, 75
signing into, 76
signing out of, 80

switching to another account, 76
using cloud services with, 80, 81

Office.com
Templates gallery at, 19
Office documents

attaching to email messages, 686

co-authoring, 99
creating new, 60

emailing from within Office applications, 686

inserting, 47, 51, 52, 54

online pictures embed directly i
online presentations, 44, 62
online sharing of, 44

online video in, 45, 67

nto, 44

sharing with social networks, 46

Office environment
Account commands, 12-13

Office Home & Student 2013 RT, 103-105

Office installation

getting information about, 12-13

Office on Demand, 85
Office Presentation Service

PowerPoint presentation through, 62
sharing Office documents through, 44

Office themes

applying, 47

changing, 12
OLE Object data type, 954
OneNote

about, 795

about getting started, 783-786

OneNote

1161



about navigating interface, 785-790 Insert Table feature, 831-833

accessing notes in web browser, 864-866 maximum size of, 832
changing search scope in, 835-836 tags
connecting to Outlook creating and customizing, 816-818
about, 819 using, 814-815
annotating contacts, 823-824 templates, 891-893
appointments, 821-823 tying notes together using hyperlinks, 826-828
sending email messages to OneNote, 819-821 using Napkin Math feature, 891
tasks, 824-826 using on phone or tablet, 866-867
correcting grammar errors in touch mode, 107 using Quick Notes, 882-883
creating and organizing using screen clippings, 884-885
pages, 800-803 using styles to format notes, 818-819
sections, 797-799 working with ink and shapes, 803-809
creating custom hyperlinks to other pages, 828- OneNote Mobile apps
830 about, 866
custom styles in, 819 creating notebooks in, 869
exporting to other formats, 856 creating notes in, 869
file server using on Android, 869
sharing notes on, 844 using on iPad or iPhone, 867-869
stop sharing on, 847 using on Windows phone, 872-873
finding tags, 877-880 using on Windows Phone 8 tablet, 873
inking tools in, 110 OneNote Web App, 864-866
inserting spreadsheets in, 889-890 online
linking notes, 885-887 pictures, embed directly into Office documents, 44
new features in, 791-793 presentations, 44, 62
recording audio, 881-882 templates, 42, 58
Require User To Sign In Before Accessing video, 67, 376, 379
Document check box, 842 video, playing back in Office documents, 45
searching images, 887-888 on-screen keyboard, 107
searching notes, 833-836 OpenDocument
sharing notes saving Word documents as, 245
during meetings, 853-854 Open Document Format ODF 1.2, 421
on file server, 844 Open feature, on Access File tab, 923
via email messages, 854-855 opening, 21
via SharePoint, 849-852 Open page, 19, 20
SkyDrive OpenType fonts, 1099-1100
accessing notes in, 864 Option commands, 13
creating notebooks on, 839-842 Options dialog box
moving notebook to, 842 in Word, 244
stop sharing in, 844 Options feature, on Access File tab, 923
syncing notebooks using, 869 Order Objects tools, 362
syncing notes using, 861-864 Organization Or School account
tables about, 75
creating and organizing, 830-831 signing into, 76

signing out of, 80

1162 OneNote Mobile apps



switching to another account, 76
Orientation button, 606
Or Select a Category list
in Insert Function dialog box, 466
Outline level document option, 199
Outline view
in Word, 122
Outlook
about, 671
about navigating interface, 662-664
appointments
creating from email messages, 713-716, 780
creating recurring appointments, 710-713
scheduling and changing, 707-708
using appointment features, 710-713
calendars
changing layout of, 725-726
displaying views of, 723-724
planning schedules using, 766
using Date Navigator, 726728
using Weather bar, 768-769
viewing multiple, 726
connecting to OneNote, 819
annotating contacts, 823-824
appointments, 821-823
sending email messages to OneNote, 819-821
tasks, 824-826
contacts
about viewing, 747
creating, 753-754
creating from email messages, 780
managing linked, 756
People view, 751
using inline editing, 755, 757
using People Hub, 748
using views, 751
viewing Contact Cards, 749
creating items quickly, 779
creating new items in, 19
email account setup in, 659-661
email messages, 671, 673, 675, 676, 686, 689, 696,
698, 699, 701
categorizing, 763-764
conducting quick searches, 773
creating appointments from, 713-716

flagging and reviewing important, 762-766
organizing, 769-771
reviewing high prlority, 766
searching for related, 772-773
searching for specific sender, 773
setting up email account in, 659-661
To-do lists and, 739
viewing using Search Folders today’s, 776-778
events
creating date-specific events, 709-710
managing multiple email accounts, 685
meetings
advanced scheduling features, 719
canceling, 720-721
responding to requests for, 722-723
scheduling and changing, 716-718
updating, 720-721
new features in, 665-669
People pane in, , 700
reading pane, 698
searching quickly in, 773
social networks
configuring accounts, 757-758
viewing updates, 758-759
tasks
creating, 732-735
creating from email messages, 780
creating from Outlook items, 737-738
dealing with assigned, 744
managing assignments, 742-743
reclaiming assigned, 744
removing from list, 740
setting reminders for, 734
setting task options, 736
updating, 739-740
using People peek, 752

Outlook Address Book tab

in Properties dialog box., 674

Outlook.com

ActiveSync for, 685
signing up for, 75

Outlook Tasks button, 824
overlapping windows, Access

changing between tab pages and, 932

overlapping windows, Access 1163



P
Pack and Go Wizard, 1128-1129
Page Background group, 1093
Page break before page option, 207
Page Break Control, removing from reports, 1025
Page Break Preview mode, 606
page breaks, adjusting Excel, 604
Page Color, as Read Mode option, 148
page design of publications, customizing, 1091
Page Design tab
in Page Setup group, 1092
Page Footer, report section, 1013
Page Header, report section, 1013
page layout options, in Excel, 593-601
Page Parts button, 1085
pages
Excel
adjusting page breaks, 604
printing row and column labels, 601-604
OneNote
creating and organizing, 800-803
recovering deleted, 810-811
Page Setup dialog box, 603
Page Setup group
Page Design tab in, 1092
pages feature
in Navigation pane, 139
pages pane, in Publisher, 1073
Page tabs, OneNote, 785
Page Templates button, 891-893
Page Width command
in Word, 122
pagination
managing through formatting, 205-209
panes, in Excel, 593-601
Paper Size, OneNote, 788
Paragraph dialog box, 206
After spacing, 290
Before spacing, 290
Line spacing in, 290
Paragraph dialog launcher
from Home tab, 289
paragraph formats
exploring, 198-200

1164 Pack and Go Wizard

pagination options for, 205-209
resetting, 198
using styles for, 194-198
Paragraph group
Bullets and Numbering galleries in, 213-214
tools in Publisher, 1094
Paragraph group dialog box, 199
Paragraph pagination options, 206
parent/child
forms, 1004
popup forms, 1005
reports, 1023
passwords
encrypting databases with, 942
Paste Options
to keep source formatting, 333
Paste Options palette, 487
Paste Special, Values button in, 488
Paste Values group
Values button in, 487
pasting
formulas as resulting values, 486-487
from Access datasheets, 931
range of cells, 487
selected text or object, 313, 333
PDF (Portable Document Format)
creating from presentations, 391
editing in Word, 126
exporting publications to, 1129-1130
saving files as, 22
PDF Reflow feature
in Word, 126
Peeks, Outlook, 666
Pen and Laser Pointer Tools icon, in
PowerPoint, 406, 408
pens, OneNote, 805
People cards, Outlook, 667
People Hub
using, 748
People pane, Outlook, , 757, 700
People peek
using, 752
People view, 751
percent (%) symbol, for wildcard text match, 980
permissions



removing on file server user, 847
removing on SkyDrive user, 844
Permissions drop-down box, 92
personal cloud services
connecting to, 82
Personal (Web), 869
phones, using OneNote on, 866
Phone view, Outlook, 751
photo center printing feature, in Publisher, 1074
photos
adding frames to, 358
cropping in presentations, 358
displaying layout options for, 129
inserting in presentations, 357
placement in documents of, 129
removing backgrounds from, 363
resizing, 291
saving for commercial printing, 1126
searching, 887-888
working in Publisher with
about, 1106-1107
adding publcations, 1108-1112
using captions, 1105-1106
using placeholders, 1102-1104
using swap feature, 1107, 1109-1110
picture background feature, in Publisher, 1074
picture effects and formatting options, in
Publisher, 1076
Picture Effects in
Picture Styles group, 1111
pictures
adding frames to, 358
cropping in presentations, 358
displaying layout options for, 129
embed from online locations directly into Office
documents, 44
inserting in Office documents, 51
inserting in OneNote pages, 802-803
inserting in presentations, 357
placement in documents of, 129
removing backgrounds from, 363
resizing, 291
saving for commercial printing, 1126
searching, 887-888
working in Publisher with

about, 1106-1107
adding publcations, 1108-1112
using captions, 1105-1106
using placeholders, 1102-1104
using swap feature, 1107, 1109-1110
Pictures button, 51
Picture Styles group
Picture Effects in, 1111
Picture Tools Format tab
accessing PowerPoint picture formatting tools
from, 360
Crop button on, 358, 654
in slide master, 291
Remove Background button on, 363
Reset Picture button on, 361
Transparent Wand tool from, 364
Picture Tools Format tool tab, 52
pinch gestures, in touch mode, 108
pinning files, 20
PivotChart Fields task pane, 627
PivotCharts
adding slicer to, 421, 631
creating and modifying, 625
PivotChart Tools Analyze tab, 629, 632, 640
PivotChart Tools Design tab, 629, 635
PivotChart Tools Format tab, 644
PivotChart Tools tabs, 627, 640
pivot icons, 626
PivotTables, 626, 627
creating, 528-535
Field List, 421
Recommended PivotTables feature, 417
pixels, in screen resolution, 15
PK (Primary Key), 948, 964
placeholders
about, 258
formatting on slide master, 285
inserting pictures in, 357
picture, 1102-1104
selecting, 286
slide
about, 306
adding text to, 306
troubleshooting selecting, 368
turning off title and footer, 295

placeholders 1165



Play in Background button, 375
PMT() functions, 481
Pointer Options, in Slide Show view, 400
POP email accounts, 685
popup forms
creating parent/child, 1005
Popup Toolbar
activating during PowerPoint presentations, 399
Portable Document Format (PDF)
saving files as, 22
Post to Social Networks option, 46
pound (#) symbol
in datasheets, 930
in filtering and sorting query fields, 980
PowerPoint
about, 255-258
about new features in, 261-266
adding and formatting shapes, 338
applying enhanced fills and effects, 344
bullet points in, 308, 323
converting inked drawing to shape in, 112-114
creating custom shapes, 351
customizing files, 273
placeholders in, 285, 286, 295, 357, 368
presentations, 62, 270, 299, 356, 373, 376, 377
creating PDFs of, 391
delivering, 396-403
finalizing, 393-396
inserting comments in, 386-387
practicing, 403-408
Shapes gallery in, 311
slide master, 285, 290
slides, 291, 292, 293, 306, 310, 315, 322, 328, 343,
369, 373, 375
adding and renaming sections, 382-385
inserting comments in, 386-387
notating using inking tools, 111
printing, 388-392
selecting in touch mode, 109
Slide Sorter view
selecting slides in touch mode, 109
Smart Guides in, 291, 311
templates, 299
themes, 270, 271, 283
tools in, 258-260

1166 Play in Background button

word completion, in touch mode, 107
PowerView, 421
presentating information
Word
using bulleted lists, 211, 212-215
using numbered lists, 211, 212-215
using tabbed lists, 212, 215-219
using tables, 212, 219-225, 225-229
presentations
3-D charts in, 631
adding and formatting shapes, 338
adding graphics to, 290
applying background styles to, 283
applying enhanced fills and effects, 344
applying text formatting in, 285, 349
changing to widescreen format, 299
creating PDFs of, 391
customizing, 273
delivering, 396-403
editing
saved slide show, 403
editing video, 373
finalizing, 393-396
formatting pictures in, 356
inserting comments in slides or objects, 386-387
inserting online video into, 67, 376
of Access datasheets, 928
playing sound across slides, 375
practicing, 403-408
printing slides and notes, 388—-392
removing backgrounds from pictures, 363
saving as video, 377
sharing Office documents in online, 44
starting using theme variant, 270
theme colors vs. direct colors, 343
themes, 270, 271
through Lync, 62
through Office Presentation Service, 62
viewing on two monitors, 398
Presenter view
PowerPoint, 262, 403-408
Preview Datasheet, Web App, 1043
preview email message attachments, 695
Previous and Next buttons, using in
documents, 139



Primary Key (PK), 948, 964
Print All Slides option, 389
Print button, 22

Print command

in Excel, 414
Print feature, on Access File tab, 923
Print Heading and Content option, 251
printing

documents, 247-251

hidden text, 203

presentation slides and notes, 388-392

publications, 1124-1126
Print Layout view

in Word, 121
Print One-Sided option, 248
Print page, 21
Print preview

in reports, 994, 1015, 1028

in tabular reports, 1019
Print Titles command, 601, 604
PRODUCT() function, 476
Product Information, getting information about

Office installation, 13
Products table

in Navigation pane, 995
promoting text in slides, 308
PROPER() function, 478, 488
Properties dialog box.

Outlook Address Book tab in, 674
Protect Current Sheet option, 576
Protect Document button, 240
Protect Sheet dialog box., 492
Protect Sheet option, 493
Protect Workbook button, 575
Protect Workbook Structure option, 576
publication display, in Publisher window, 1073
publications

3-D charts in, 631
Publish button, 244
Publisher

about, 1067

about interface, 1068-1073

adding business information to publications,

1087-1091
adding elements to publications, 1084-1087

creating publications using templates, 1080-1084
customizing page design of publications, 1091
exporting publications to PDF or XPS
format, 1129-1130
importing Word documents into, 1116-1118
new features in, 1074-1077
OpenType fonts, 1099-1100
printing publications, 1126
saving photos for commercial printing, 1126
saving publications, 1122
Schemes in, 48
sharing publications via email, 1123
templates for, 1069-1070, 1080-1084, 1088, 1118
toolsin, 1113-1115
vs. Microsoft Word, 1067
vs. Word, 131
working with pictures in
about, 1106-1107
adding pictures to publcations, 1108-1112
using captions, 1105-1106
using placeholders, 1102-1104
using swap feature, 1107, 1109-1110
working with WordArt, 1099-1102
Publisher window
publication display in, 1073

Q

queries
about Access, 910
adding calculations to, 983
adding parameters to, 983
creating lookup queries, 1053-1058
creating Select Queries, 971
crosstab, 987
mixing join types, 976
selecting specific fields in, 973
switching between views, 973
totals, 984
working with query criteria, 976
Query Design option
from Create tab, 1021
Query Wizard
creating crosstab queries using, 987

Query Wizard 1167



question mark in brackets ([?]), for character
pattern matching, 980
Question tag, OneNote, 880
Quick Access Toolbar (QAT)
about, 8
add commands to
in Outlook, 663
adding commands to
in Office, 28-29
adding commands to, 120
in Excel, 414
in OneNote, 785
in PowerPoint, 257
in Publisher, 1072
backing up to share with others, 35
customizing, 125, 934
displaying through KeyTips, 11
green arrows on Save button, 93
moving below ribbon, 27
removing commands from, 28-29, 120
Undo icons on, 925
unpinning, 936
vs. ribbon commands, 32
Word, 120
Quick Analysis tools
using, 504-506
Quick Click feature
categorizing selected email messages, 764
Quick Entry mode, Outlook
creating date-specific events, 709-710
scheduling and changing, 707-708
Quick Notes, 882-883
Quick Parts option, 180
Quick Step
creating high priority, 764
quotation marks (" )
using in searches, 836

R

RANDBETWEEN() functions, 476

range of cells, copying and pasting, 487
Reading Mode, Outlook, 692

Reading pane, Outlook, configuring, 698

Read mode
as document view, 121
closing, 147

combining with Auto-hide Ribbon mode, 694

exploring reasearch tools in, 150

viewing documents in, 146-150

vs. Full Screen mode, 121
Read pane dialog box, 698
recent files, viewing, 20
Recent Folders list

pinning and unpinning folders to, 20
Recents button, OneNote Mobile apps, 869
Recommended Chart feature, 417, 625
Recommended PivotTables feature, 417
recording audio, OneNote, 881-882
recovering

deleted sections or pages in OneNote, 810-811

unsaved changes to files, 23-25
Rectangle tool, 338
reference functions, 480
Referential Integrity (RI), enforcing, 964
Related drop-down list

Messages in this Conversation option from, 773

relationships
creating manual, 968
linking tables together with, 963
using Lookup Wizard to create between
tables, 965
Reminder calendar icon, 740
Remove Background tool, 363
Remove from Favorites option, 770
Remove From Quick Access Toolbar, 414
Remove Gradient Stop button, 347
Remove Section option, 385
Remove Section & Slides option
in Slide Sorter view, 385
Remove Split command, 125
removing

commands from Quick Access Toolbar, 28-29

extra spaces, in Excel, 484-486
Rename Master menu choice

from Slide Master view, 293
Rename Section dialog box, 383
reordering animations, 372
repairing databases, 941

1168 question mark in brackets ([?]), for character pattern matching



Reply All option, email messages, 702
Reply All with IM option, Outlook, 704
Reply option, email messages, 702
Reply with IM option, Outlook, 704
Reply with Meeting option, email messages, 703
Report Design Tools, 1014
Report Footer, report section, 1013
Report Header
report section, 1013
Report icon
from Create tab, 1022
reports
about Access, 910, 994
creating parent/child, 1023
creating single record, 1011
creating tabular report with grouping, 1015
creating with conditional formatting
continuous, 1020
distinctions in types of, 1020
sections of, 1013
showing several sets of child records, 1028
Report view, 994, 1015
Report Wizard
adjusting field widths, 1012
creating single record reports, 1011
creating tabular report with grouping, 1015
Require User To Sign In Before Accessing Document
check box, in OneNote, 842
Research pane, 154
research tools
exploring in Read Mode, 150
resizing
objects in touch mode, 108, 112-114
picture placeholders, 1103
pictures, 291
pop-up windows in forms, 1009
presentation, troubleshooting, 302
split screens in Word, 124
responding to email messages, 701
Results option
in Navigation pane, 140
resume reading feature
in PowerPoint, 263
in Word, 126
Retrospect theme, 270, 272

Reuse Slides gallery, 328
Review tab, Define and Translate commands
on, 154
revising documents
using simple markup, 128
ribbon
about, 6
Access
desktop databases window, 900
Web App window, 902
Access tabs on, 912, 922
adjusting display of, 14
backing up to share with others, 35
collapsing and expanding, 27
customizing, 32-35
Excel, 413
floating, 924
moving Quick Access Toolbar below, 27
OneNote, 784
Outlook, 662-663
PowerPoint, 256-257
Publisher, 1071
setting to auto-hide state, 27
vs. Quick Access Toolbar commands, 32
Word, 117
Ribbon Display Options button, 577
in Excel, 415
in Office, 7-8
in Outlook, 693
in Word, 120
right-clicking objects
to format shapes, 347
troubleshooting, 340
right-clicking pictures
to access PowerPoint picture formatting tools, 360
RIGHT() function, 479
roaming profiles, 74
rotating, text boxes, 314
ROUNDDOWN() functions, 476
ROUND() functions, 476
ROUNDUP() functions, 476
ROW([reference]) functions, 480
rows
changing widths of spreadsheet, 428
deleting OneNote table, 833
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deleting Word table, 224
inserting in Excel, 585-589
moving and copying spreadsheet, 447
printing row labels in Excel, 601-604
ROWS(array) functions, 480
Rule Line Color option, OneNote, 788
Rule Lines button, 787-788
ruler display
controlling indent markers on, 289
setting indents in, 200-201
turning on, 124
viewing measurements on, 218
rulers, in Publisher, 1113
Running Total button, 506

S

sans serif and serif fonts, 190
Save As command
in Excel, 414
Save As feature, on Access File tab, 923
Save As page, 21-22
Save button
green arrows on Quick Access Toolbar, 93
Save feature, on Access File tab, 923
Save for Another Computer option, Publisher, 1127
Save Selection to Quick Part gallery, 180
Scenario Manager, 501
Scenario Manager dialog box, 503
Scheduling Assistant page, 719
Scheme Colors palette, 1096
Schemes
in Publisher, 48
school or organization account
about, 75
signing into, 76
signing out of, 80
switching to another account, 76
Scope options, in New Name dialog box in
Excel, 439
scratch area, in Publisher, 1113
screen clippings, 884-885
Screen Clipping tool, 802

1170 ROWS(array) functions

screen colors
in Read Mode, 148
screen magnification
modifying, 15
screen resolution, modifying, 14
Screenshot button, 357, 653
Screen Tips, 10-11
scroll bars, 136-137
Scroll Here command, 137
scrolling
documents, 136-137
in touch mode, 107-109
Search document
as Navigation pane option, 138, 140
Search, feature in Access Navigation pane, 920
Search Folders, Outlook
viewing today’s email messages using, 776-778
searching
for online templates, 58
for related email messages, 772-773
for specific sender email messages, 773
notes in OneNote, 833-836
notes in OneNote Mobile apps, 869
quick Outlook, 775-776
using quotation marks in, 836
Search with Bing option, in Research pane, 154
sections
adding and renaming, 382-385
printing documents with, 250
sections, OneNote
creating and organizing, 797-799
recovering deleted, 810-811
Section tabs, OneNote, 785
security
encrypting databases with password, 942
managing macro, 912
protecting worksheets, 572-574
Require User To Sign In Before Accessing
Document check box in OneNote, 842
restricting entries in worksheets, 489-494
See All Slides button, 399
Select All button, in Excel, 444
selecting
cell ranges in Excel, 436



content in touch mode, 108-109
phrase for translation, 153-154
text in documents, 158-162
Word tables, 227
selection handle, in Excel
extending series using, 431
selection mode, selecting text in, 160
Select Quieries, creating, 971
Send Backward button, 647
sending
email messages, 672, 676
Send to OneNote Tool, 789-790
Sentence case option, 204
Sepia screen color
in Read Mode, 148
serif and sans serif fonts, 190
Set As Default button, in Find Options dialog
box, 142
Set Reminders On Tasks With Due Dates check
box, 734
Set Transparent Color tool, 364
shadow options, accessing, 347, 648
Shape Effects button, 644
Shape Fill button, 345
Shape Options Effects button, 347
Shape Options Fill and Line icon, 346
shapes
adding and formatting in PowerPoint, 338
adding animation to presentation, 368
applying 3-D effects to, 348
creating custom, 351
creating perfect, 338
displaying layout options for, 129
inserting in Office documents, 52
placement in documents of, 129
removing border from, 347
selecting, 339
using Adjustment Handles, 351
working in OneNote with, 803-809
Shapes button, 645, 647
Shapes gallery, in PowerPoint, 311, 338
Shapes icon, 338
Shape Styles group
Drawing Tools Format tool tab in, 52
Shape Effects button in, 644

Shape Styles palette, from Drawing Tools Format
tab, 339, 646
Share command
in Excel, 414
shared features in Office Professional 2013
identifying new, 42
Share Notebook page
Invite People section on, 841
Move Notebook option on, 843
Share Notes With This Meeting Occurrence,
OneNote, 822
Share page, 22
SharePoint Online
accessing locations hosting by company, 94
changing permissions, 92
connecting to, 81
opening files from, 42
opening files from cloud, 92
saving files from, 42
saving files on, 87
sharing files from, 90
SharePoint, sharing notes via, 849-852
Share tab
Invite People section on, 90
sharing files
changing permissions, 92
form cloud, 90
sheet references, Excel, 619-620
Short Text data type, 954
Show as Conversations check, Outlook, 696
Show Comments, as Read Mode option, 147
Show/Hide T button, 165, 203, 217
Show Table icon, 971
Show Tabs and Commands option, 578
Show this folder as an email Address Book check
box, 674
Shutter bar
in displaying content of Navigation pane, 1010
Shutter bar open/close option, feature in Access
Navigation pane, 920
Sign in to Office screen, 76
simple markup
for tracking changes in documents, 128
Simple to-do list workbook, 49
Single form, view property, 993

Single form, view property 1171



Single Key Reading Using Space Bar option,
Outlook, 699
single quotes ('), in text criteria, 980
Single Record reports, creating, 1011
single records using split form template,
creating, 1002
Size group
Crop button from, 654
size of attached email messages, 686
SkyDrive
about, 86
accessing notes in, 864-866
changing permissions, 92
connecting to, 81
creating notebooks on, 839-842
moving notebook to, 842
opening files from, 42
opening files from cloud, 92
saving files on, 42, 87
sharing files from, 90
signing into, 86
stop sharing in, 844
syncing files for offline use with, 94
syncing notebooks on, 869
syncing notes using, 861-864
Slicer buttons, 639
slicers feature
about, 421
adding to PivotCharts, 631
Slicer Styles palette, 633
Slicer Tools Options tab, 633
Slide Library feature
companies using, 330
slide master
adding graphics to, 290
formatting placeholders on, 285
Slide Master view, 274, 286, 293
slides
adding and renaming sections, 382-385
adding manual text boxes, 310
applying transitions to, 373

creating and formatting SmartArt diagrams, 322
creating custom layouts for, 293

default size of, 261

Fit Slide to Current Window button, 291
inserting and formatting tables in, 315
inserting comments in, 386-387
placeholders, 306

playing sound across, 375

printing, 388-392

reusing and keeping source formatting, 328
selecting animations on, 369

selecting groups of, 333

transitions in, 263

Slide Show

pop-up toolbar, 263
view, 262
zoom, 263

Slide Show view

comments and, 386-387

opening presentation in, 403

Pointer Options in, 400

seeing full-screen, 398

view complete list of shortcuts available during
presentations, 398

ways to navigate in, 398

Slide Size menu choice, 301
Slide Sorter view, 109

accessing, 383
Remove Section & Slides option in, 385

slides pane

in PowerPoint, 258

SLN() functions, 481

Small Caps font format option, 203
SmartArt button, 52

SmartArt diagrams

creating and formatting, 322
troubleshooting size of text in SmartArt
diagrams, 327

SmartArt graphics

changing bulleted list text into, 323
inserting in Office documents, 52

bullet points in, 308, 310 SmartArt Styles gallery, 326

choosing layout for, 306, 315 SmartArt Tools Design tool tab, 54, 325
copying graphics, 292, 343 Smart Guides

creating and formatting charts, 315 in PowerPoint, 291, 313

1172 Single Key Reading Using Space Bar option, Outlook



smart phones, using OneNote on, 866
Social Connector, 757
social networks
configuring accounts, 757-758
sharing Office documents with, 46
viewing updates, 758-759
Sort dialog box, 523
sorting
Access datasheets, 926
and filtering query fields, 979
data, 523-525
sort list
creating custom, 525-529
sound
linking files to PowerPoint, 373
playing across slides, 375
Space Before and Space After option in document
formatting, 200
special characters inserting, 171-173
Spelling And Grammar Check icon, 232-233
spelling errors
correcting, 232-233
split control
Text Highlight Color, 189
split control, of commands on ribbon, 6-7
Split Form template, 1002
Split form, view property, 993
splitting screen
in Word, 124
spreadsheets
cellsin, 426, 427
changing case of text, 487-489
copying and pasting range of, 487
deleting, 589
formatting, 552-553
inserting, 589
pasting formulas as resulting values, 486-487
removing extra spaces, 484-486
restricting entries, 489-494
using references, 469-472
validating entries, 472-474
working with text, 481-489
changing widths of columns, 425
changing widths of rows, 428
charts in, 625

creating and sharing graphics, 644
creating PivotTables, 528-535
exporting data to Web App, 1037-1038
formatting

applying number formatting, 540-543

applying percentage format to numbers, 560-
562

Clear Formats option, 548
creating custom themes, 548-551
custom number formats, 553-560
setting view options, 576-580
with styles, 544-547
working with dates, 566-572
working with fractions, 562-566
inserting columns, 585-589
inserting in OneNote, 889-890
inserting rows, 585-589
moving and copying columns and rows on, 447
moving around, 441
page layout options, 593-601
pages in
adjusting page breaks, 604
printing row and column labels, 601-604
panes, 593-601
performing What-If Analysis, 500-504
protecting, 572-574
selecting entire, 444
sheet references in, 619-620
storing formats in templates, 581-582
using built-in templates, 497-498
SQL
case sensitivity of, 981
SQL queries
creating Select Queries, 971
switching between views, 973
SQL Server
moving data from Access to, 942
square bullet character
formatting mark for paragraph pagitation
options, 207
Start Automatically setting
in Video Tools Playback tab, 373
Start Inking button, 110
Start On Click setting
in Video Tools Playback tab, 373

Start On Click setting 1173



Start screen, application

about, 4-5

templates in, 58

Word, 117
static values vs. cell references in formulas, 459
status bar

customizing, 30-31

in Access

desktop databases window, 901

in Excel, 415, 464

in Office, 8

in Outlook, 664, 693

in PowerPoint, 258

in Publisher, 1073

in Word, 121
Stop option, on AutoCorrect feature, 174-177
streaming

Office applications, 85
Strict Open XML file format, 421
Strikethrough font format option, 203
Stroke Eraser, OneNote, 807
Style menu
Chart Styles button in, 628
styles
formatting in Excel with, 544-547
formatting in Publsher, 1094-1098
formatting in Word using, 194-198
in OneNote, 802, 818-819
Style Sets gallery, in Word, 130
subdatasheets, Access table, 929
subform controls, 1005
Subject field, email messages, 672, 688
subpages
creating OneNote, 801
subreport controls, 1027
SUM function, 459-462
SUMIF() function, 476
summary operations, query field value, 985
Summary Options button, 1018
SUMPRODUCT() functions, 476
Sum, query field value, 985
Surface
automatic phrase translation on, 153
using Read Mode on, 148
viewing documents in, 241

1174 Start screen, application

Swap Image icon, 1109-1110

swapping pictures, in Publisher, 1107, 1109-1110
Switch Account link, Access, 1034

switching to another Office account, 78

Symbol button, OneNote, 817

Symbol dialog box, 167-168

symbols, inserting in documents, 167-168, 170
Synchronous Scrolling button, 580

syncing files, for offline use with SkyDrive, 94

T

tabbed lists
about, 212
creating, 215-219
Table button
Publisher, 1085
Table button, Outlook, 679
Table gallery, in Word, 219
table of contents
Navigation pane as mini, 139
tables
Access, 910, 929, 948, 952, 953, 954, 955, 956, 957,
959, 961, 962, 963, 964
templates, 905
Access Web App
adding blank table, 1051-1053
creating in, 1041
adding calculations to queries, 983
adding parameters to queries, 983
creating queries selecting specific fields, 973
creating Select Queries, 971
Excel
adding data to tables, 521-522
filtering data with, 514-520
inserting and formatting in PowerPoint, 315
linking Access to data in, 940
linking together with relationships, 963, 965, 968
OneNote
creating and organizing, 830-831
maximum size of, 832
using Insert Table feature, 831-833
Word, 127
about, 212



borderless, 228
enhancing, 225-229
inserting, 219-225
selecting, 225-229
working with query criteria, 976
working with totals and crosstab queries, 984
Table selector, Access, 903, 1041-1042
Tables group
Insert tab in, 219
table slicers, in Excel, 417
Table Style Options group, on Table Tools Design
tool tab, 225
Table Style Options group, Outlook, 683
Table Styles gallery, 317
in Outlook, 681

Table Styles gallery, on Table Tools Design tool
tab, 225
tablet computers
sharing notes via SharePoint on, 849
touch mode
about, 103-105
disabling, 105
handwriting recognition vs. ink, 109
selecting content in, 108-109
using, 105-108
working with ink in, 109
using Read Mode on, 148
Windows 8 for, 103
Table templates, Access, 905
Table Tools Design tab
seeing, 317
Table Styles gallery on, 681
Table Tools Design tool tab, 225-226, 515
Table Tools Layout tools tab, 224
table validation rule, 957
tab pages, Access
changing between overlapping windows and, 932
tabs
decimal, 216, 222, 228
manual tab stops, 215
text alignment using, 216
using manual, 216-219
working in Access with, 922
tabular reports, creating with grouping, 1015
tags, OneNote

creating and customizing, 816-818
using, 814
Tags Summary pane, OneNote, 878, 879
Take Notes On Your Own, OneNote, 822
Task Assignments option, Outlook, 704
Task peek, 737
Task Request item, 742
tasks
connecting to Outlook OneNote, 824-826
creating, 732-735
creating from email messages, 780
creating from Outlook items, 737-738
dealing with assigned, 744
managing assignments, 742-743
reclaiming assigned, 744
removing from list, 740
setting reminders for, 734
setting task options, 736
updating, 739-740
Team Site
openinng database from, 1044-1046
Tell Me More is display, on Screen Tips, 11
templates
accessing online, 42
Access table, 905
creating Web App, 1062-1063
Excel
built-in, 497-498
storing formats in, 581-582
for desktop databases, 911
OneNote, 891
Publisher, 1069-1070, 1080-1084, 1088, 1118
saving PowerPoint, 299
searching for online, 58
Simple to-do list workbook, 49
Templates gallery
at Office.com., 19
text
adding animation to presentation, 368
adding text to slides, 306
aligning using tabs, 216
applying formatting in presentations to, 285, 349
customizing in Publisher, 1094-1098
disappearing when copying slides, 285
formatting
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about, 185-190
changing case of text, 202-203
exploring character, 202-203
exploring paragraph, 198-200
setting section formatting, 192
using styles for, 194-198
fuctions, 478-479
making circular, 350
selecting in documents, 158-162
using Eyedropper Text Fill tool, 342
working in Excel with
changing case of text, 487-489

combining into one string, 481-484
copying and pasting range of cells, 487
pasting formulas as resulting values, 486-487

removing extra spaces, 484-486

text boxes

adding to slides manual, 310

in Publisher, 1094

rotating, 314
Text Box Tools, Publisher, 1100
Text Effects button

in WordArt Styles group, 648
text effects, in Publisher, 1077
Text File Export Wizard, 918
Text Formatting group

on Access Home tab, 929
Text group, Publisher, 1086
Text Highlight Color button, 189
Text Import Wizard, 511-512
text wrapping

turning off, 446
Theme Colors gallery

in PowerPoint, 280, 282
theme effects, 47
Theme Effects sets

in PowerPoint, 282
Theme Font gallery

in PowerPoint, 274, 279
Theme gallery, 49

in PowerPoint, 272
themes

applying, 47

changing, 12

creating in Excel custom, 548-551

1176 text boxes

Themes button, 49

themes, presentation
applying background styles to, 283
applying to existing presentations, 271

creating presentations using variants, 270

customizing, 274, 275, 279

theme colors vs. direct colors, 343
theme variant

starting presentation using, 270
Thesaurus, as research tool, 154
threaded comments

in Word, 128
tilde (~), entering from keyboard, 170
time() function, 479-480
Timeline bar, 641
Timeline button, 640
timelines

adding to charts, 418, 639
Timeline Tools Options tab, 641, 643
title bar

in Excel, 415

in Office, 7

in OneNote, 785

in Outlook, 663

in PowerPoint, 257

in Publisher, 1073

in Word, 120

Word, 132
Title Slide, 306
TODAY() function, 479
To-Do bar, Outlook, , 692
To-do lists

creating, 732-735

email messages and, 739
To field, email messages, 672, 673
Toggle case option, 204
tool tabs, 8
top page margins

toggling in Print Layout view, 122
Total Row formatting, 225
total screen count, in Read Mode, 148
totals queries, 984
touch-enabled devices

gesture to zoom on slide, 402



touch mode
about, 103-105
disabling, 105
handwriting recognition vs. ink, 109
selecting content in, 108-109
using, 105-108
working with ink in, 109
touch mode, Office applications, 47
touchpad
scrolling documents on, 136-137
tracking changes in documents
using simple markup, 128
transitions
applying to animations in slides, 373
Translate feature, as research tool, 153-154
translating service, 153-154
Transparent Wand tool, 364
trig functions, 476-478
TRIM() function, 479, 485
Trim Video dialog box, 374
troubleshooting
bullet points, 308
business information in Publisher, 1089
chart error messages, 320
Click Here To Add A New Task box, 732-735
Favorites section (Outlook), not seeing, 677
Folder pane, Outlook, not seeing, 676
getting embed code from YouTube, 377
Presenter view, 404
Quick Entry mode, 708
resizing presentation, 302
right-clicking objects, 340
selecting placeholders, 368
selecting sections, 383
size of Shapes gallery in PowerPoint, 311
size of text in SmartArt diagrams, 327
Slide Show view, 398
Start On Click setting in Video Tools Playback
tab, 373
text disappearing when copying slides, 285
validation of email messages, 674
Trust Locations
managing, 912
Twitter
connecting to personal cloud service in, 82

Type group
Change Chart Type button in, 629, 635

U

Undo button, 158
Undo icons, 925
unpinning
files, 20
Quick Access Toolbar ribbon, 936
ribbon, 924
Unprotect Sheet option, 493
unread email messages
about, 666
count of, 676
filter for viewing, 690
marking, 692
Up and Down arrows
using in Animation pane, 372
Uppercase option, 204
UPPER() function, 479

USB flash drive, sharing OneNote notes using, 875

user interface
Access, 933
customizing, 25-31
navigating Access, 920

V

validating email messages, Outlook, 674
validation rules
field, 955
table, 957
Values button
in Paste Special, 488
in Paste Values group, 487
values, in Excel, 428, 431
Variants gallery
in PowerPoint, 272, 279, 282
variants, in PowerPoint
about, 270
applying to existing presentations, 270
creating presentations using theme, 270

variants, in PowerPoint

1177



versions, file
opening previous, 24

video
canceling conversion of presentation into, 379
editing, 373

inserting and playing in presentations online, 376

inserting into presentations online, 67
linking files to PowerPoint, 373
placement in documents of, 129
playing back in Office documents online, 45
previewing, 69
saving presentation as, 377
Video Tools Playback tab
Start On Click setting in, 373
View bar
at top of Outlook message list, 690
seeing additional views of email messages, 691
View Ruler command

in Word, 125
views
Access, 905

Preview Datasheet, 1043
Summary, 1059-1061
Access Web App
Datasheet view, 1047-1048
Preview Datasheet, 1043
automatic Access, 905
in forms, 993
in reports, 994
modifying document, 121
of calendar, 723-724
OneNote, 785-786
setting options in Excel for, 576-580
View Side By Side button, 580
View tab
Change View in the Current View group of email
messages, 691
changing document view in, 121
Navigation pane from, 138
Slide Master view, 293
VLOOKUP() function, 480
Voting Messages option, Outlook, 704

1178 versions, file

W
Weather bar, 667, 768-769
web addresses
Excel format for, 434
selecting in Excel, 437
Web App, Access
about, 907, 1031-1032
adding blank table, 1051-1053
creating
blank, 1035-1036
lookup queries, 1053-1058
tables in, 1041
templates, 1062-1063
importing data
from database, 1039-1040
from spreadsheet, 1037-1038
launching, 1043-1044
navigating
with Navigation pane, 1042-1043
with Table selector, 1041
opening Web App, 1035-1036
openinng database from Team Site, 1044-1046
views
Datasheet view, 1047-1048
List Details view, 1049-1050
Preview Datasheet, 1043
Summary, 1059-1061
window, 901-903
Web App databases
about, 909
web browser
accessing notes in, 864-866
displaying Access results in, 903-904
Web Layout view
in Word, 122
WEEKDAY() function, 479
What-If Analysis, performing, 500-504
Where, query field value, 984
wide-screen format
changing presentation to, 299
Widow/Orphan Control option, 206
wiki links, 830



wildcard text match
in queries, 980
Window control buttons
Access
desktop databases window, 901
in Access, 903
in Excel, 415
in Office, 7-8
in Outlook, 663
in PowerPoint, 258
in Publisher, 1073
in Word, 120
Windows 7
modifying screen resolution, 14
starting Office application in, 4-5
Window control buttons, 7-8
Windows 8
modifying screen resolution, 14-18
starting Office application in, 4-5
tablet edition of, 103
Window control buttons, 7-8
Windows Explorer vs. File explorer, 94
Windows 8 tablet, using Onenote on, 873-874
Windows Explorer vs. File explorer, 94
Windows Live Messenger
Outlook email message responding options if
using, 704
Windows Phone
sharing notes via SharePoint on, 849
using Onenote on, 872-873
Windows Phone 8, adding new note in, 873
Windows RT, 103
on Windows 8 tablet, 874
Word
alignment guides in, 129
composing documents, 171-173
inserting symbols, 167-168, 170
using AutoCorrect, 169-170, 174-177
using building blocks, 178-182
using formatting marks in, 163-166
using international characters, 169-170
correcting proofing errors, 232-234
creating across applications coordinating
documents, 130

documents, 136-137
documents created in earlier versions of, 132
editing documents
moving cursor by keyboard shortcuts, 157-158
selecting document content, 159
selecting text, 158-162
editing PDF files in Word, 126
file extension for, 117
formatting documents
about, 185-190
changing case of text, 202-203
exploring character formatting, 202-203
exploring paragraph formatting, 198-200
managing pagination through, 205-209
setting default documents, 190
setting section formatting, 192
using styles for, 194-198
heading styles in documents, 143-146
importing documents into Publisher, 1116-1118
inspecting documents before publishing, 235-239
Layout Options button in, 129
Live Layout in, 129
making documents final, 240
modifying document view, 121
new features in, 125
opening files from cloud, 92
OpenType fonts, 1099-1100
PDFs
creating, 241-246
editing, 241, 245
presentating information in
inserting tables, 219-225, 225-229
using bulleted lists, 211, 212-215
using numbered lists, 211, 212-215
using tabbed lists, 212, 215-219
using tables, 212
Read Mode
exploring reasearch tools in, 150
viewing documents in, 146-150
resume reading feature in, 126
ribbon, 117
saving files on cloud, 87
setting default formatting for documents, 130
splitting screen in, 124
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starting, 117
tables, 127
threaded comments in, 128
tracking changes in documents, 128
turning on ruler display, 124
using Navigation pane, 137-143
vs. Publisher, 131
word completion, in touch mode, 107
Zoom group in, 122
WordArt
working in publisher with, 1099-1102
WordArt button, Publisher, 1086
WordArt Styles group
from Drawing Tools Format tab, 648
Text Box Tools in, 1100
Text Effects button from, 350
Text Effects button in, 648
word completion
in touch mode, 107
Word Start screen, 117
Word Web App
viewing documents in, 241
workbooks
changing number of sheets setting in, 420
creating multisheet, 608-611
creating new worksheet, 426
displaying separate windows, 416
managing multiple, 620-623
manipulating sheets in, 612-615
summarizing multisheet, 612-615
WORKDAY() function, 479
worksheets
cellsin, 426, 427
deleting, 589
inserting, 589
maximum number of rows, 460
changing widths of columns, 425
changing widths of rows, 428
chartsin, 625
creating and sharing graphics, 644
creating PivotTables, 528-535
exporting data to Web App, 1037-1038
formatting
applying number, 540-543

1180 WordArt

applying percentage format to numbers, 560-
562
cells, 552-553
Clear Formats option, 548
creating custom themes, 548-551
custom number formats, 553-560
dates, 566-572
setting view options, 576-580
with styles, 544-547
working with fractions, 562
inserting columns, 585-589
inserting rows, 585-589
moving and copying columns and rows on, 447
moving around, 441
page layout options, 593-601
pages in
adjusting page breaks, 604
printing row and column labels, 601-604
panes, 593-601
performing What-If Analysis, 500-504
protecting, 572-574
sheet references in, 619-620
storing formats in templates, 581-582
using built-in templates, 497-498
Wrap Text button, 446
Wrap Text format, 428

X

XML Paper Specification (XPS) format
saving files in, 22

XPS format
exporting publications to, 1129-1130

XPS (XML Paper Specification) format
saving files in, 22

Y

Yes/No data type, 954

YouTube
getting embed code from, 377
inserting videos into presentations, 376
video page, 377



/

zoom
in touch mode, 108
Zoom button, 654
Zoom dialog box, 123
Zoom group
in Word, 122
Zoom group, OneNote, 789
Zoom slider, 391
Zoom tool, 698
in PowerPoint during presentations, 401-402
Zoom to Page button, in viewing presentation
comments, 391
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What do

you think of
this book?

We want to hear from you!

To participate in a brief online survey, please visit:

microsoft.com/learning/booksurvey

Tell us how well this book meets your needs—what works effectively, and what we can
do better. Your feedback will help us continually improve our books and learning
resources for you.

Thank you in advance for your input!
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