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INTRODUCTION

Microsoft Office 2016 is by far the most popular suite of productivity
applications in the world, and with good reason. Its applications are
powerful enough for business and professional use, and yet easy enough that
a beginner can catch on to the basics with just a few simple lessons.

If you're new to Office 2016, this book can help you separate the essential
features you need from the obscure and more sophisticated ones that you
don't. For the four major Office applications I cover in this book — Word,
Excel, Outlook, and PowerPoint — I walk you through the most important
and common features, showing you how to put them to work to make it easier
to do your job.

I designed this book for time-pressed Office users who simply want to figure
out the task at hand without spending a lot of time looking for answers. This
full-color book presents the most common Office tasks in illustrated, step-
by-step instructions and organizes them so that they're easy to find, read,
and apply. It covers classic Office tasks such as typing and formatting text,
calculating with spreadsheets, organizing email and to-do lists, and creating
PowerPoint presentations.

About This Book

This book is organized into chapters, each split into a series of common tasks.
It begins by familiarizing you with Office 2016 and showing you how to
perform basic tasks such as starting and exiting each application, entering text,
moving around, and saving your work. Then it covers each of the four main
applications:

Word (Chapters 2-6): A word processing application, suitable for creating
reports, newsletters, manuscripts, memos, and mail merges.

Excel (Chapters 7-11): A spreadsheet application, great for storing data lists,
calculating columns of numbers, and creating graphical charts that summarize
numeric data.

Outlook (Chapters 12-13): An email and personal information management
application you can use to send and receive mail, manage an address book,
and track your daily to-do list.

PowerPoint (Chapters 14-17): A presentation graphics application for build-
ing and delivering attractive presentations that include graphics, animations,
and even sound and video.

You can read the chapters in any order, at any time. Although each task is
explained step by step, if you have trouble with a particular task, I recommend
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reading the entire chapter for that task — it’s just possible that you'll find a
different, better approach to accomplishing the task.

Foolish Assumptions

This book assumes that you can start your computer and
use the keyboard and mouse (or whatever device moves the
pointer onscreen).

Office 2016 runs on Windows 10 (the newest version of
Windows), Windows 8, and Windows 7 computer operating
systems, so I assume you're using one of these. The examples
in this book show Office 2016 running in Windows 10, but
Office works mostly the same on all operating systems. If
you are using Office applications on some other platform,
like Linux, Mac, or a tablet or smart phone, things may not
look or work exactly the same as described in this book.

Icons Used in This Book

The following icons highlight important or useful informa-

W tion in this book.
Tips can save you time or make it easier to do something.

<MBER
This icon emphasizes useful information to keep in mind
when using Office.

V?‘“\NG! Watch out! This icon alerts you about something that can
S hurt or wipe out important data. Read this information

before making a mistake that you may not be able to recover
from.

Beyond the Book

www . dummies . com has a heaping handful of additional
Office information:

® You can find a cheat sheet with shortcuts for working in
Office 2016 at www.dummies .com/cheatsheet/
office2016atwork.

® Visit www.dummies . com/go/dummiesvideo to access the
Office 2016 For Dummies online video course, featuring 150
how-to videos on Office 2016.

9781119144601-intro.indd 2 October 15, 2015 4:23 PM



To gain access to the online video, all you have to do is regis-
ter. Just follow these simple steps:

O rind your PIN code.

e Print book: If you purchased a hard copy of this
book, turn to the inside back cover of this book to
find your PIN.

¢ E-book: If you purchased this book as an e-book,
you can get your PIN by registering your e-book.
Go to www.dummies .com/go/dummiesvideo and
follow the instructions. You'll be asked to fill in
some registration information and answer a security
question to verify your purchase. Once you handle
those steps, you'll receive an e-mail with your PIN.

e Go to www.dummies.com/go/dummiesvideo.

e Follow the onscreen instructions to create an
account, enter your PIN, and establish your own
login information.

Now you're ready to start watching your videos! Your PIN
gives you access to watch as often as you want for 12 months
after you register. Once you create your registration, simply
return to the video site and log on with the username and pass-
word you created. No need to enter your PIN a second time.

W If you have trouble with your PIN or can’t find it, contact

Wiley Product Technical Support at 877-762-2974 or go to
http://support.wiley.com.

Where to Go from Here

This is your book; use it how you want. You can start at the
beginning and read it straight through, or you can hop to
whatever chapter or topic you want. For those of you who
are pretty new to computers, you might want to start at the
beginning. If you're new to Office, the beginning part will
give you a good foundation on what features work similarly
in all the programs.

If you're new to Office 2016, I recommend that you start by
reading Chapter 1, which introduces Office 2016 concepts
you may not be familiar with, and explains what all (or
most) of the Office apps have in common.
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CHAPTERONE

Getting to
Know Office

icrosoft Office is a suite of applications. In This Chapter

A suite is a group of applications
designed to work together and that have w=Starting and exiting an
similar user interfaces in order to cut down Office application
on the learning curve for each one. Office

2016 includes a word processor (Word), a "=Using the Ribbon
spreadsheet program (Excel), a presentation = Using the File menu
graphics program (PowerPoint), and an )

e-mail program (Outlook). Depending on "= Creating a new document

the version of Office, it may also include w=Changing the view
other programs. Sweet, eh? Er . . . suite.

u=>Saving your work
Because all the Office apps have similar
interfaces, many of the skills you pick up
while working with one program also trans-  w=Qpening a saved file
late to the others. In this lesson, I introduce
you to the Office interface and show you
some things the programs have in common.
For the examples in this lesson, I mostly use
Word and Excel, because they are the most
popular of the applications. Keep in mind,
though, that the skills you learn here apply
to the other applications, too.

u=Closing a file

Throughout the book, the examples all
show Windows 10 as the operating system.
Where Windows 7 or 8 are substantially
different, I let you know what to expect.
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Start and exit an Office application

There are several ways to start Office applications. For example,
you can select it from the Start menu’s All Apps list. (Hint: Its in
a folder called Microsoft Office 2016, so look in the “M” section.)
You can also use the Search feature: with the Start menu open,
begin typing the application’s name and then click its name when
it appears. Depending on how your PC is set up, you might also
have shortcuts to one or more of the Office apps on your desktop
QWP or taskbar, or pinned to the top level of the Start menu.

You can also double-click a data file that's associated with one of
the Office applications to start that application.

The following steps explain how to start an Office application in
Windows 10; if you are using earlier versions of Windows, check
out the Tips throughout this book that point out differences:

6 On the taskbar, click the Start button.

If the application you want to run appears at the top of
the Start menu, click it and you're done with these steps.

/ b Faithe Wempen Life at a glance

ed

Word 2016

Qutlook 2016 Calendar

PowerPoint 2016

Excel 2016 e

Snagit 12 Microsoft Edge - Photos . | Cortana

" Get Started

<1 M

Weather Phone Compa... OneNote

File Explorer Play and explore

@ Settings

& o ® © =

= Al apps New Xbox Groove Music Movies & TV

Ll Ask me anything [ |

Figure 1-1: Click Start and then click All Apps.
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e Click All Apps.

If you have Windows 8.1, the All Apps button is a down-
pointing arrow at the bottom of the Start screen. If you
have Windows 7, click All Programs instead of All Apps.

e Scroll down to the section for the first letter of the
application name. For example, to run Word, scroll down
to the W section.

In step 3, if you have Windows 8.1, the applications won't
be in the lettered sections because the alphabetical list

is only for modern apps, not desktop apps; scroll to the
right to find the Microsoft Office 2016 section. If you have
Windows 7, all the folders and shortcuts are arranged in a
single alphabetical list, so it should be fairly easy to find
Microsoft Office 2016.

e Click the desired application.

Life at a glance

Weather

Windows Accessories
Calendar

Windows Administrative... ™

3

Windows Ease of Access ™ e

Windows Feedback
Windows Media Player

Windows PowerShell

Vv

w
B
B
B
I
O]
B
B

Windows System Weather Phone Compa...  OneNote

Word 2016 4 Play and explore

=
11}

X
';‘ Xbox ';‘ @

e Back Xbox Groove Music
-
-

Figure 1-2: Scroll to the W section and click the desired
application.

5. Press the Esc key to bypass the Start screen that appears.

In Word, Excel, and PowerPoint, a Start screen appears
when you run the application from which you can select
a template for a new document or open an existing
document.
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O Click the Close (X) button in the application window’s
upper-right corner to close the application.

W If you have any unsaved changes, you are prompted to

save them here. See “Save your work” later in this chapter
for more information about saving.

| - ><¢

Figure 1-3: The Close button shuts
down an application.

Now let’s try opening and closing again, this time using a
different method for both.

e Click in the Search box on the taskbar.

Figure 1-4: Click in the Search box.

Q Begin typing the name of the application to open (for
example, type Excel).

e In the search results that appear, find the name of the
application you're typing, then click that name. The
application opens.

Best match 0
Excel 2016

Desktop app

Store
[0 Excel Mobile

Spreadsheet Editor - Edit Excel & CSV Files
Folders

excel - in Tools

excel - in Tools

excel - in Tools

excel - in Tools

== My stuff 2 web

Ei(cel

Figure 1-5: Search for the application’s
name and then click it in the search results.
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10. Press Alt+F4 close the application.

Now that you know how to start and exit Office applications,
let’s take a look at the interface of a typical Office application.

Work with the Ribbon

All Office applications have a common system of navigation
called the Ribbon, which is a tabbed bar across the top of the
application window. Each tab is like a page of buttons. You click
different tabs to access different sets of buttons and features. To
explore the Ribbon, follow these steps:

1. Open an Office application, as discussed in the previous
section, and if needed press Esc to bypass the Start screen.

9 On the Ribbon, click the desired tab.

3. Click the desired command.

. Document1 - Word m - x
Hume@ Design Layout References  Mailings  Review View  Q Tell me what you want to do Faithe Wempen
Cut - M - . A LOFind -
Do Calibri (Body, - |11 KA A~ & 2l 1 | naBbcepd AaBbCeDd AaBbC¢ AaBbCcl AaB ab
Cop) - &cReplace
Paste - s M-l A - L. |y . . -
S romatpainter B I U T X X A A - Nomal | TNoSpac.. Heading1 Heading2 Tl < [\ solertr

Clipboard 5 Font paragraph 5 Styles

Editing ~

Figure 1-6: Click a tab, and then click the desired command.

Here are some key facts to know about Ribbon commands:

0 Not all commands are available all the time. For example,
you can't paste content until you first cut or copy it.

Commands that appear gray (dimmed) are currently
unavailable.

9 Buttons are organized into groups. The group names
appear at the bottom.

e Some groups have dialog box launchers; these open a
dialog box or task pane relating to the commands in that

group. The one in the Font group, for example, opens the
Font dialog box.

Q Some buttons, such as Bold or Italic, are on/off toggles.
Each time you click the button, it switches its state from
one to the other.

G Some groups contain drop-down lists from which to
choose settings such as fonts or sizes.

G Some buttons work as a group from which only one
button can be selected at a time. One example is the four
buttons in the Paragraph group that control horizontal
alignment of paragraph text.
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@ Some buttons have a small arrow on them. In some cases,
if you click the button face (not the arrow), the current
setting is applied. If you click the arrow, on the other
hand, a menu opens for changing the current setting. In
other cases, clicking the arrow or the button face has the
same effect: opening a menu.

@ Some groups, such as the Styles group, contain galleries
from which you can choose settings by graphical example.

0You can hide the Ribbon to save space by clicking the
Collapse the Ribbon arrow or pressing Ctrl+F1. When you
do so, the tab names remain onscreen; click a tab name
to reopen the Ribbon. Then click the Pin the Ribbon icon
(the tiny pushpin) at the far right end of the Ribbon to
re-pin it open.

Document1 - Word = - X
Home | Insert  De layout  References  Mailings  Review  View  Q Tell me what you want to do Fal(heWempen

LOFind ~
= 2L 1 | aaBbcend| Aabcedd AaBbC( AaBbCcl AaB &, Replace

g} TNormal | TNoSpac.. Heading1 Heading2  Title  [<| [\ select~
6 - m 5 Ediing A

Calibri (Body *[11 =| A A Aa~ A E

Cop)
Paste ay .
" Formatpainter BT U 7o X X A~ 33
Clipbpard o Parsgraph

Figure 1-7: Ribbon controls.

o Depending on the width of the application window, some
groups may appear collapsed. When a group is collapsed,
it appears as a single button with the group’s name. When
you click the button, a palette appears containing all the
group’s individual commands.

d 3] - O X
Eview View Q Tell me... Faithe Wempen
AaBbCeDd AaBbCeDd AaBbCc (- R
T Normal | TNoSpac.. Heading1 |+ Editing
Styles ] ~
LOFind -
b _Replace
l} Select -
Editing

Figure 1-8: When the application window is not
wide enough to display all the Ribbon content,
some groups appear collapsed.

10
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Use the File menu

In each Office application, clicking the File tab opens the File
menu, also known as Backstage view. Backstage view provides
access to commands that have to do with the data file you're
working with — commands such as saving, opening, printing,
mailing, and checking the file’s properties. The File tab is a differ-
ent color in each application. In Excel, for example, it's green. To
explore Backstage view, follow these steps:

1. Click the File tab. Backstage view opens.

< e Click the desired page from the navigation pane at the left.

The pages are the same between applications. Table 1-1
summarizes them.

9 If applicable, click a section. Not all pages have sections.
@ Click the desired command.
OR

@ Click the back arrow or press Esc to leave Backstage view
without making a selection.

Document - Word ? - X
Faithe Wempen
o Share Email
pen

§ Everyone gets a copy to review

Save &%  Share with People wij
. Send as
Bl 0 Attachment
= ;
Print Email
Everyone works on the same copy
Share . Everyone sees the latest changes
&  Present Online
a5 Keeps the email size small
Export
§. Document must be saved in a shared location

Close Post to Blog

0 Everyone gets a PDF attachment

ipdtl Preserves layout, formatting, fonts, and images
Account ‘—‘

Send as Content can't be easily changed
Options PDF
ptions.

Feedback > Everyone gets an XPS attachment

e Preserves layout, formatting, fonts, and images

Send a5 XPS Content can't be easily changed
No hi ded -
- o fax machine neede

Figure 1-9: After clicking File, click a page and choose the command to issue.

11
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Table 1-1 Pages on the File Menu in Word, Excel,
and PowerPoint

Page What You Can Do

Info See and edit file properties
Password-protect the file and restrict editing
Inspect the file for privacy, accessibility, and
compatibility
Recover unsaved versions

New Start a new file using a template

Open Open an existing file

Save Save the active file for the first time, or save changes to
an existing file using the same settings

Save As Save changes to an existing file using different
settings

Print Print the active file

Share Invite others to view or edit the file online

Send the file via email to others

Present online (Word and PowerPoint only)
Publish slides (PowerPoint only)

Post to blog (Word only)

Export Create a PDF or XPS version
Change the file type
Create a video (PowerPoint only)
Package a presentation for CD (PowerPoint only)
Create handouts (PowerPoint only)

Account View and change the active Microsoft account

Change the background and theme for the application
window

Connect to online services (OneDrive, YouTube,
Facebook)

Manage updates and subscriptions

Options Control application settings

Close Close the active document

12
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Create a new document

When you start an application, a Start screen appears. From
there, you can choose a template on which to base a new doc-
ument. (I'm using document generically here to refer to a Word
document, Excel workbook, or PowerPoint presentation file.) If
you just want a blank file with default settings, press Esc to start
one without having to choose a template. (Choosing the Blank
template is the same as pressing Esc.)

You can also create additional new files without exiting and
restarting the application. If you want an additional blank file
with default settings, the easiest way is to press Ctrl+N. If you
want a new file based on a template, follow these steps:

6 Click the File tab, and click New. A gallery of templates
appears.

D Type a keyword in the Search for online templates box
and press Enter.

OR
@ Click any template you want, then skip to step 4.

Document1 - Word r - X
Faithe Wempen
New

Open Search for online templates @ p
Save Suggested searches: Business Personal Industry Print Design Sets Education Event
Samis FEATURED  PERSONAL
Print -
Share 6 Title a Aa @
Export
o Take a
Account tour
Gians Blank document Welcome to Word Blog post Single spaced (bla...
Feedback

Title Title Title

Heading Heading 1 Herome

=1

Figure 1-10: Select a template thumbnail, or type a keyword to search for templates.

13
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Open

Save

Save As

Print

Share

Export

Close

Account

Options

Feedback

9 In the search results, click the desired template to see

details about it.

New

3 Home

report

Report (Essential... School book report

Project status rep... Student report wi...

Document1 - Word g

“/ Category

I
| l Business

Reports
Industry

Small Business
Education

Finance - Accounting

Annual report wit...

Presentations
Logs
Student

Projects.
Teacher

— Orientation
Personal
Database
Report Sections

Project status rep... | Blue

e X

Faithe Wempen

Figure 1-11: Choose a template from the search results.
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e Click Create to download the template and start a new file

based on it.

ANNUAL
REPORT

£ [YERR]

4 Morelmages »

Annual report with

cover photo (Timeless..
Provided by: Microsoft Corporation

Use this template to create an Annual Report for
your company. Includes how-to information as well
as pre-formatted titles for traditional Annual Report
sections. Select a different cover from the Insert tab
on the ribbon. Change the colors by selecting
different built-in themes. Find matching templates
in the Timeless design set by clicking the See Also
link above.

Download size: 1141 KB

o

Create

Figure 1-12: Choose a template from the search results.

Depending on the template you choose, the document might
not behave exactly like a blank document would. There might be
pre-entered content, special formatting, or text placeholders. You
are not locked into any of the content or formatting that comes
with a template. You can delete any content that you don’t want,
and make any changes as desired.
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Enter text

Because of the layout differences among Excel, Word, and
PowerPoint, the process of entering text in each program differs.

Word

Word places text directly on the document page (unless you
happen to be using a template that employs text boxes, which is
common for complicated layouts like newsletters). To type text
in a Word document, just start typing. The insertion point

(a flashing vertical line) shows where the text you type will
appear. (See Figure 1-13.)

Press Enter to start a new paragraph. (You don't have to press
Enter at the end of each line, because Word wraps text to the next
line automatically as needed.)

To edit text, press Backspace to erase the character to the left of
the insertion point or Delete to erase the character to its right.
You can also select text (see “Select text” in Chapter 2) and then
press either of those keys to delete the selection or type new text
to replace the selection.

B ©- 0 M Document - Word @ X
Home | Insert Design Layout References  Mailings  Review  View  Q Tell mewhatyou want to do. Fai(heWempen

X cut Dfind -
3 Replace
=] 1% select-
Clipboard 5 Font 5 Paragraph 5 Styles 5 Eding ~

Calibri (Body) ~|11  ~| A" A Aa~

8l | aasbcend masbcend AaBhC( AaBbcet AQB .
TNomal | 1NoSpac.. Heading1 Heading2 Title

Paste R - AN R Al
T s romatpainter B T U Tasexe ) [

The annual revenues for the North region are well within the projected esnmates._l

Insertion point

Figure 1-13:Type text directly onto the document page in Word.

Excel

Excel stores text in cells, which are boxes at the intersections of
rows and columns. To type text in an Excel cell, click the desired
cell to make that cell active, and then type.
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It's okay if the text is so long that it doesn't fit in the cell. The
text can spill over into cells to the right if they are empty. In
Chapter 7 you will learn how to format an Excel worksheet to
correct cell width problems.

A\

When you are finished typing in that cell, click a different cell,
or press an arrow key on the keyboard to move one cell in the
direction of the arrow, or press Enter to move to the cell below
the active one.

If you need to edit the text in a cell, double-click the cell to
move the insertion point into it, or click the cell to select it and
then make your edits in the formula bar, which lies between the
Ribbon and the column headings. (See Figure 1-14.)

Formula bar

B &- 4 = Book - Excel m = x
Home  Insert Pagelayout Foroulas Data  Review View  Q Tell me whatyou want to do. Faithe Wempen
% o AR Wrap Text General z- p

e I delete

B IuU- i . Conditional Format as Find &

A e B CEn Fomiatiig® “Bhie es- EFormats & ol Gelect~

Clipboard = Font n Alignment Number Styles Cells Editing ~
B2 - X v [f Revenue v

A B C D E F G H J K L M N [¢] P &

| e

Insertion point

[LIFSITITI N

Figure 1-14:Type text and numbers into cells in Excel.

PowerPoint

PowerPoint places text in movable, resizable boxes on slides.
Different slide layouts come with different placeholder boxes,
and you can change layouts if you want a slide to have different
placeholders. You can create your own text boxes, but you can’t
type text directly onto the slide. Everything has to be in some
sort of box or frame. To place text in a placeholder, click inside
it and start typing. At that point, text editing is the same as in
Word. (See Figure 1-15.)
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Text placeholder with text

= ‘ _‘ [ Layout -

0 E9Reset
Paste | New

Clipboard & Slides

1

side10f1 % English (United tat

H -0
Home Insert Design Transiions Animations  SlideShow  Review View  Format @ Tell me what you want to doJ [EENC 2 sharc |

Slide ~ & Section~

L I Presentation - PowerPoint Drawing Tools ] - X

= - BNNOoa| O (¥ DsppeFil- OFind
s a1 uooel (0 S Zaboe outiner SRepiace -

=. — A K
=0 . [0} e [s|Aenee S?y“l'ei_as bpe Effects - [y Select -

Font 5 paragraph 5 Drawing 5 Ediing ~

Calibri Light (t-[60  ~| A A A =

B I U SacA-na- A-

ACME Research, LLC—

Click to add subtitle —‘

tes)

Empty text placeholder

Figure 1-15:Type text into placeholders on a slide in PowerPoint.

Move around in an application

9781119144601-ch01.indd 17

As you work in one of the Office applications, you may add

so much content that you can't see it all onscreen at once. You
might need to scroll through the document to view different
parts of it. The simplest way to scroll through a document is by
using the scroll bars with your mouse.

Scrolling through a document with the scroll bars doesn’t move
the insertion point, so what you type or insert doesn’t necessarily
appear in the location that shows onscreen.

You can also get around by moving the insertion point. When you
do so, the document view scrolls automatically so you can see the
newly selected location. You can move the insertion point either
by clicking where you want it or by using keyboard shortcuts.

Figure 1-16 provides how to move around in a file using the
scroll bar:

0 Click a scroll arrow to scroll a small amount in that
direction. In Excel, that’s one row or column; in other
applications, the exact amount varies per click.

9 Click to one side or another of the scroll box (or above or
below it on a vertical scroll bar) to scroll one full screen
in that direction if the file is large enough that there’s
undisplayed content in that direction.
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e Drag the scroll box to scroll quickly in the direction you're
dragging.

Q Hold down the left mouse button as you point to a scroll
arrow to scroll continuously in that direction until you
release the mouse button.

gt

Figure 1-16: You can use a scroll bar to move through a file.

Figure 1-17 summarizes the ways you can move around by using
the keyboard:

0 Press an arrow key to move the insertion point or cell
cursor in the direction of the arrow. The exact amount
of movement depends on the application; for example,
in Excel, one arrow click moves the cursor by one cell.
In Word, the up and down arrows move the cursor by
one line, and the right and left arrows move it by one
character.

@ Press Page Up or Page Down to scroll one full screen in
that direction.

e Press Home to move to the left side of the current row or
line.

Q Press End to move to the right side of the current row or
line.

G Hold down Ctrl and press Home to move to the upper-left
corner of the document.

@ Hold down Curl and press End to move to the lower-right
corner of the document.

Home
End Mv Up

Caps j . . Enter Insert Pause MvDn

Shift z X C v b n m Shift PrtScn  Scrlk
Fn  ctrl < F  Alt Alt Ctrl | < g Options Help  Fade

Figure 1-17:You can use keyboard controls to move through a file.
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Change the view

9781119144601-ch01.indd 19

All Office applications have zoom commands that make the data
appear larger or smaller onscreen. Zoom is measured in percent-
age, with 100 percent being the baseline. A lower number makes
everything appear smaller and farther away; a higher number
zooms in for a closer look at a smaller portion of the file.

Figure 1-18 shows how the zoom controls work.
0 Click Zoom Out to decrease the zoom.
@ Drag the slider to change the zoom quickly.
Q Click Zoom In to increase the zoom.
Q Click the current percentage to open a Zoom dialog box.
G Use the Zoom dialog box to select a preset zoom amount.

G Use the Zoom dialog box to select an exact numeric zoom

value.
Zoom ? X
Zoom to
O 200% O Page width O Many pages:
'B ®'100% O Text width
O 15% ) whole page ==

Percent: | 100%

Preview

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

—— AaRbCANAEaYVATe

100%

Figure 1-18: Each application enables you to zoom in and out on
your data.

In addition, depending on what you're doing to the data in a
particular application, you may find that changing the view is
useful. Some applications have multiple viewing modes you
can switch among; for example, PowerPoint’s Normal view is
suitable for slide editing, and its Slide Sorter view is suitable for
rearranging the slides.
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To change the view, use the buttons on the View tab, in the
Views group. The views are different for each application.

Figure 1-19 shows them for Word.
QThe Views group contains buttons for the available views.

@Turn optional screen elements on/off with the check
boxes in the Show group.

QThe Zoom group provides an alternative method of
controlling zoom.

©- 0 Document1 - Word = - X
Home Insert  Design  Layout References  Mailings  Review = View = Q Tell me what you want to do. Faithe Wempen
™ D ] Eloutine Ruler Q [‘i, [E] One Page = E EEJ r
D Sonr Gridlines BEMultiple Pages B
Read | Print Web Zoom 100% New Armange Split Switch  Macros

Mode Layout Layout

Navigation Pane ErrageWidth  \window Al Window Position  windows -

Macros

vi

Qom

)

6 &

Figure 1-19: Choose a view from the View tab.

Save your work

20
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As you work in an application, the content you create is stored in
the computer’s memory. This memory is only temporary stor-
age. When you exit the application or shut down the computer,
whatever is stored in memory is flushed away forever — unless
you save it.

Each Office application has its own data file format. For example:
e Word: Document files, .docx

e Excel: Workbook files, .x1sx

e PowerPoint: Presentation files, .pptx

e Outlook: Outlook data files, .pst

Word, Excel, and PowerPoint use a separate data file for each
project you work on. Every time you use one of these programs,
you open and save data files. Outlook uses just one data file for
all your activities. This file is automatically saved and opened for
you, so you usually don't have to think about data file manage-
ment in Outlook.

Each application has three important file types:

® Default: The default format in each application supports most
Office 2007 and higher features except macros. The file exten-
sion ends in the letter X for each one: Word is . docx; Excel is
.x1sx; PowerPoint is . pptx.

October 15, 2015 3:24 PM




® Macro-enabled: This format supports most Office 2007 and
higher features, including macros. The file extension ends in
the letter M for each one: .docm, .x1sm, and .pptm.

Macros are recorded bits of code that can automate certain
activities in a program, but they can also carry viruses. The
default formats don’t support macros for that reason. If you
need to create a file that includes macros, you can save in a
macro-enabled format.

A\

® 97-2003: Each application includes a file format for backward
compatibility with earlier versions of the application (Office
versions 97 through 2003). Some minor functionality may be
lost when you save in this format. The file extensions are .doc,
.xls, and .ppt.

The first time you save a file, the application prompts you to
enter a name for it. You can also choose a different save loca-
tion and/or file type. When you resave a previously saved file,
the Save As dialog box doesn’t reappear; the file saves with the
most recent settings. If you want to change the settings (such as
the location or file type) or save under a different name, choose
File &> Save As.

Follow these steps to save a file for the first time:
<P c Click the File tab, and click either Save or Save As.

Because you have not previously saved this file, the Save
As page displays regardless of which you choose.

e Click the general location in which to save:
e This PC: Saves to your own computer

e OneDrive: Saves to your online OneDrive storage, which
is a free Microsoft-provided online storage space associ-
ated with your Microsoft account

@ Click one of the recently used folders on the right side of
the screen. These are all specific folders within the general
location you chose in step 2.

OR

@ Click Browse to open the location you chose in step 2 to
its default folder.
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Document1 - Word

Save As

OneDrive - P |
6 = DI - e Older
faithe@wempen.com
Faithe Wempen's OneDrive
1 This PC
E:l Documents @
Faithe Wempen's On2Drive » Documents
+ Add a Place Master document
Faithe Wempen's OneDrive » Documents » Master document
Browse @ Lesson 6 Blueprint
Faithe Wempen's OneDrive » Documents » Blueprints » Lesson 6 Blueprint
Documents

https;//d.sn3301.docs.live.net » a5b80fda8aef011f » Documents

Figure 1-20: Choose File &> Save As, and then select a general location in which to save.

oType the desired file name in the File name box, replacing
the generic name there.

(5 ) (Optional) Change the file type by choosing from the
Save as type drop-down list.

@ (Optional) Change the save location if desired. See
“Change locations when saving or opening files” later in
this chapter for details.

0 Click Save.
[ save As X
T™ > This PC > Documents >o ~ Q| Search Documents r
Organize ~ New folder - o
& -~
= This PC Custom Office Templates
& Deskiop [ My Data Sources

Documents Notes
& Downloads OneNote Notebooks

R Qutlook Files
b Music
) Snagit
= Pictures .
Allgnmentducx
Videos
8 BandB‘docx
- Local Disk (C) Baseball‘ducx
a . . R -V e
File name: ‘ Memo 0 -
Save as type: ‘Word Document (*.docx) 0 v
Authors:  Faithe Wempen Tags: Add atag
[[] Save Thumbnail

* Hide Folders Tools ~ 7 Cancel

Figure 1-21: Specify a file name, location, and file type.
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When you save your work on an already-saved file, you can use
File > Save or the Ctrl+S keyboard shortcut if you want to save
using the same name, location, and file type. If you want to
change any of those things, you must use File o> Save As so that
the Save As dialog box reopens.

If you want the Save As dialog box to appear immediately when
you choose File > Save As, rather than showing the general
locations first on the Save As page, choose File => Options. Then
in the Options dialog box, click Save on the left and then mark
the Don’t Show the Backstage When Opening or Saving Files
check box.

Close a file

When you exit an application, you automatically close any
open files in it. Closing each file is not necessary before opening
another file because each application can have many data files
open at once. However, you might want to close files anyway to
free up your computer’s memory, which may make it run a little
better.

To close a file without exiting the application, click the File tab
and click Close. If you are prompted to save your changes, click
Save or click Don't Save, as appropriate.

Open a saved file

9781119144601-ch01.indd 23

When you open a file, you copy it from your hard drive (or other
storage location) into the computer’s working memory, so the
application can access it in order to view and modify it. To open
a saved file, follow these steps:

6 Click the File tab, and click Open.

2. Click the general location from which to browse files to
open:

e Recent (selected by default): Shows a list of recently used
files.

e This PC: Shows files from your own computer.
e OneDrive: Shows files from your online OneDrive storage.

@ If you chose Recent in step 2, click one of the files on the
list. Skip the rest of the steps.

OR

@ If you chose This PC or OneDrive in step 2, click one of
the location shortcuts that appear, or click Browse.
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Save

Save As

Print

Share

Export

Close

Account

[

Feedback

Document1 - Word 7 -

Open

@ Recent Last Week
Fishing.docx 9/3/2015 1:40 PM
. Documents
f@a OneDrive - Personal c Notes.d
faithe@wempen.com \,E ontestant Notes.docx 9/3/2015 1:14 PM
Faithe Wempen's OneDrive
T Thisec Older
6-Hour Course Outline docx 8/20/2015 1145 AM
+ Add a Place Faithe Wempen's OneDrive
borders.docx 8/27/2015 10:30 AM
Documents
Browse

Employee Fishing Trip.docx 872672015 655 P
Documents
Eventdoc

8/26/2015 6:57 PM
Documents

Memoir.dotx 8/26/2015 5:54 PM
Documents » Custom Office Templates

Baseball.docx

Documents

On Writing.docx

Documents

8/26/2015 5:45 PM

8/13/2015 10:17 AM

Late Bloomers Garden Club.docx

X

Faithe Wempen

Figure 1-22: Select a location from which to browse available files to open.
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O 1f needed, browse to a different folder. See “Change
locations when saving or opening files” later in this
chapter.

e Click the desired file name in the Open dialog box.
@ Click Open.

@ Open x
1T » This PC > Documents >0 v O Search Documents r
Organize v New folder B - m 0
A . ~
@ Microsoft Word Custom Office Templates
. (28] My Data Sources
“& OneDrive Not
otes
% This PC OneNote Notebooks
m Desktop Outlook Files
Documents Snagit
s Downloads Alignmem docx
b Music Annual Report.doc
& Pictures BandE docx
g vid Baseball‘ducx
ideos
% Local Disk () Blueprint.doo(
. Local Disk (C:
= Blueprintz.docx
¥ Network ~ burdels docx 4
File name: ‘Easeball.docx V‘ All Word Documents (*.doog*.d ~
Tools ~ Cancel

Figure 1-23: Choose the file to open and then click Open.
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Change locations when saving
or opening files

Office 2016 uses the current Windows user’s OneDrive as the
default storage location. OneDrive is a secure online storage
area hosted by Microsoft. Anyone who registers for the service,
or who logs into Windows 8 or later with a Microsoft ID, is
given a certain amount of free storage space, and can purchase
more.

You can also save your files locally, where the default location is
your Documents personal folder. In Windows, each user has his
or her own separate Documents folder (based on who is logged
in to Windows at the moment).

To understand how to change save locations, you should first
understand the concept of a file path. Files are organized into
folders, and you can have folders inside folders. For example, you
might have

e A folder called Work
e Within that folder, another folder called Job Search
e Within that folder, a Word file called Resume . docx

The path for such a file would be

C:\Work\Job Search\Resume.docx

When you change the save location, you're changing to a dif-
ferent path for the file. You do that by navigating through the
file system via the Save As dialog box. The Save As dialog box
provides several ways of navigating, so you can pick the one you
like best.

Figure 1-24 points out some ways of changing the location in the
Save As or Open dialog box.
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[ Save As ¢ x
0? [5 > | This PC ¥YDocuments ~ O Search Documents £

m Desktop
Organize ~ New folder @ Documents M
‘;ﬂ' Quick access a = R :
b Music
m Desktop * = Pictures
4 Downloads A B Videos
[§] Documents A& & Local Disk (C)
. pictures + UUTIO0K FITES
Snagit
[ Microsoft Word @ Alignment.docx
& OneDrive %) BandB.docx
| Baseball.docx
= This PC @ Blueprint.docx
m Desktop [ Blueprint2.docx
4 Documents @ borders.docx ©

v

-~ - F=- N

& File name: | Docl.doox v

Save as type: |\ Word Document (*.docx)

Authors:  Faithe Wempen Tags: Add atag

[] Save Thumbnail

= Hide Folders Tools ~ Cancel

Figure 1-24: Use the controls in the Save As or Open dialog box to
change locations.

0 Click one of the right arrows in the address bar to open a
menu of locations.

9 Click the Up One Level arrow to go up one level in the
folder hierarchy.

eThe Quick access list holds shortcuts to commonly used
locations; you can place your own favorite locations here
too by dragging them here.

QTO browse your OneDrive from the top level, click
OneDrive.

GTO browse the local PC from the top level, click This PC.

G Click a location in the navigation pane to jump to that
location.
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CHAPTERTWO

Creating
a Word
Document

Microsoﬁ Word is the most popular of
the Office applications because nearly
everyone needs to create text documents of
one type or another. With Word, you can
create everything from fax cover sheets to
school research papers to family holiday
letters.

In this chapter, I explain how to create, edit,
format, and share simple documents. By the
end of this chapter, you'll have a good grasp
of the entire process of document creation,
from start to finish, including how to share
your work with others via print or email.
Later chapters build on this knowledge,
adding in the fancier aspects such as using
styles, graphics, and multiple sections.

The type of formatting covered in this
chapter is commonly known as character
formatting (formatting that can be applied to
individual characters). Character formatting
includes fonts, font sizes, text attributes
(such as italics), character spacing (spacing
between letters), and text color. You can
apply each type of character formatting
individually, or you can use style sets

or themes to apply multiple types of
formatting at once.
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In This Chapter

u=Starting a new Word
document

u=Selecting and formatting
text

= Applying themes and
style sets

u=Checking spelling and
grammar

u=>Emailing a document to
others

u=Sharing a document in
other formats

ul»Printing your work
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Start a new document as Word starts

When you start Word, a Start screen appears, as in Figure 2-1.
From here you can:

0 Click one of the shortcuts to recently used documents to

Treopen one.

e Click Blank Document to create a new blank document.

You can also press Esc to do this.

G Click one of the template thumbnails to start a new

document with that template.

Q Click in the Search for online templates box, type a
keyword, and press Enter to look for more templates, as

you learned to do in Chapter 1.

Word

Recent
Last Week

A Fishing.docx
Documents

A Contestant Notes.docx
Faithe Wempen's OneDrive

Older

 6-Hour Course Outline.docx
Faithe Wempen's OneDrive

& borders.docx
Documents

B Employee Fishing Trip.doox
Documents

& Eventdoc
Documents

Memoir.dotx
Documents » Custom Office Templates

[ Open Other Documents

Figure 2-1: From Word’s Start screen, click Blank Document.

Event

FEATURED  PERSONAL

Take a
tour

Blank document Welcome to Word

Aa Title

Heading

Single spaced (bla... lon design (blank)

Search for online templates 0 L

Suggested searches: Business Personal Industry Print Design Sets  Education

Faithe Wempen

faithe@wempen.com

Title Eo

Blog post

Title

Heading

Facet design (blank)

?

- X

’\
Switch account l

The Start screen shown in Figure 2-1 appears only when Word
starts up; you can’t get back to it without exiting Word and
restarting. However, you can access all its features in other loca-
tions in Word at any time. You can choose Files> New to start a
new document (covered in Chapter 1), or press Ctrl+N to start a
new blank document based on the default settings. Or, to access
the list of recently used documents, choose Filer> Open.
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Even when you start a blank document, you're still (technically)
using a template — a template called Normal. The Normal
template specifies certain default settings for a new blank
document, such as the default fonts (Calibri for body text and
Cambria for headings), default font sizes (11 point for body
text), and margins (1 inch on all sides).

If you stick with the default values for the Normal template’s
definition, the Normal template doesn't exist as a separate file.
It's built into Word itself. You won't find it if you search your
hard drive for it. However, if you make a change to one or more
of the Normal template’s settings, Word saves them to a file
called Normal.dotm. If Word at any point can’t find Normal.
dotm, it reverts to its internally stored copy and goes back to the
default values. That's useful to know because if you ever acciden-
tally redefine the Normal template so that it produces documents
with unwanted settings, or if it ever gets corrupted, all you have
to do is find and delete Normal.dotm from your hard drive, and
you go back to a fresh-from-the-factory version of the default
settings for new, blank documents. The template is stored in
C:\Users\user\AppData\Roaming\Microsoft\Templates, where
user is the signed-in username.

A\

Select text

When you apply formatting, it affects whatever is selected.
Selecting blocks of text before you issue an editing or format-
ting command allows you to act on the entire block at once. For
example, you can select multiple paragraphs before choosing a
certain text font, size, or color.

Here are some mouse methods of selecting text:

Q Drag across the text with the mouse (with the left mouse
button pressed) to select any amount of text.

Your budget projectionsﬂue by December 1.
N

Figure 2-2: Select text by dragging across it.
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9 Double-click a word to select it or triple-click within a
paragraph to select the entire paragraph.

Your budget projections are due by Deceq}?erﬁ

Figure 2-3: Double-click a word to select it.

@ Click to the left of a line to select that line; drag upward or
downward from there to select additional lines.

ﬁar budget projections are due by December 1.

Figure 2-4: Click to the left of a line to
selectit.

Here are some keyboard methods of selecting text:
® Press Ctrl+A to select the entire document.

® Move the insertion point to the beginning of the text and then
hold down the Shift key while you press the arrow keys to
extend the selection.

® Press the F8 key to turn on Extend mode, and then use the
arrow keys to extend the selection.

Choose between manual and
style-based text formatting

In the next several sections, you will learn various ways of apply-
ing manual formatting to text, such as changing the font, size,
color, and effects. But are you sure that's what you really want to
do? Give me a moment of your time to convince you that style-
based formatting should be the norm, and manual formatting
should be done only on an occasional basis.

Word works best when you allow it to use its Styles feature

to consistently format text based on the style applied to it.
Chapter 3 covers styles in detail, but here’s a quick preview. A
style is a named collection of formatting settings. The default
style is called Normal, and in new blank documents it uses a
font called Calibri. If you wanted to change the font used in your
document, you could do it in one of these ways:

@ Select all the text and then manually apply a different font
choice.

® Redefine Normal style to use a different font, which you can do
in any of these ways:
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e Choose a different style set.

e Change the definition of the Normal style to use a different
font.

e Apply a different theme that defines Normal style differently.

e Apply a different set of theme fonts that define Normal style
differently.

It might seem like you get the same result any way you go.
However, as you start using some other Word features that work
using styles, you will realize that they aren’t really the same at all.

Manual formatting overrides any formatting that comes from
the style, so if you apply a font manually to a paragraph, that
formatting will not change when you redefine the paragraph’s
style in a way that would otherwise change it. Therefore, if you
try to do style-based formatting later with a document that
you've manually formatted, you may find that your style-based
formatting is not working as planned, perhaps in unexpected
and frustrating ways.

Does that mean you should never use manual formatting? No.
Manual formatting can be very useful sometimes. For example,
you might want to emphasize a particular word or phrase by
making it bold, italic, or a different color. And, if you are creating
a very short memo or letter and you're in a hurry, you might find
that manual formatting is right for the situation.

However, if you are creating a multipage document that is going
to hang around for a while, take a look at what style-based for-
matting has to offer. Style-based formatting features are covered
in the following places in this book:

® How to apply a different theme (Chapter 2)
e How to change the style set (Chapter 2)

e How to apply styles (Chapter 3)

e How to modify styles (Chapter 3)

® How to create new styles (Chapter 3)

Remove manually applied formatting
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If you apply manual formatting to some text and then later decide
that you would rather allow the formatting to be determined by
the style, you can easily remove it. Just follow these steps:

1. Select the text to affect.

9 Choose Homer Clear All Formatting. You can also press
Ctrl+spacebar.
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Document1 - Word szl - X

Home | Insert Design Llayout References  Mailings  Review  View  Q Tell mewhatyou want to do Fai(heWempen

cut - R OFind ~
- Calibri (Body)~[11  ~| A A Aa~ %05 "
Copy

8l 1 | aagbced Aasbcend AaBbC( AaBbcet A B #_Replace
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BIU -sexx A-W-A-== TNomal | TNoSpac.. Heading1 Heading?  Title  |<| |\ gefect-

Paste

~ Format Painter

Clipboard 5 Font 5 Paragraph 5 Styles 5 Editing ~

Figure 2-5: Remove manually applied formatting.

Change the text font

The text in the document appears using a certain style of letter-
ing, also called a font or a typeface. Office comes with dozens

of typefaces, so you're sure to find one that meets the needs of
whatever project you create. To change a font, follow these steps:

6 Select the text to affect. See the previous section to learn
some ways of selecting text.

@ On the Home tab, click the down arrow to the right of the
<P Font box. The Font list opens.

You can point at a font to see the selected text previewed
in it before clicking to make your selection in step 3.

e Click the desired font.

B ©-0 s Document1 - Word il - X
Home | Insert  Design lyout ~ References  Mailings ~ Review  View  Q Tell me what you want to do. Fai(heWempen

ot Cut LFind -
% Cu AaBbCend | Aasbceod AaBbC( AaBbce AQB "

Calibri =11 -

Ex Copy 3, Replace
Paste Theme Fonts . X _
S ¢ Format Painter TNomal | TNoSpac.. Heading1 Heading2  Title [5| [y select~
Calibri Light (Headings)
Clipboard 5 . paragraph 5 styles 5 Editing ~
Calibri (Body)

Recently Used Fonts

O arial Black

All Fonts

O hgercy FB

O ALGERIAN 3r 1. Please send your projections to Angie 0
O Arial

O Arial Black

O Arial Narrow ﬂ
O Arial Rounded MT Bold

O Avial Unicode M$

O Baskerville Old Face

O Bavhaus 93

O Bell MT

O Berlin Sans FB

O Berlin $ans FB Demi -

pagelof1 13of13words [I% English (United States) 3

Figure 2-6: Choose a font from the Fonts list on the Home tab.
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Notice the Theme Fonts section in Figure 2-6 contains a
(Headings) font and a (Body) font. These are the fonts that the
document currently defines as the default heading and body
fonts, respectively, based on the theme or style set in use. If
you apply fonts from the Theme Fonts section, you aren’t really
applying the listed fonts manually; you are applying the place-
holder. If the style definitions change, any text you have for-
matted using the choices in the Theme Fonts section will also
change.

Change the text size

9781119144601-ch02.indd 33

Each font is available in a wide variety of sizes. The sizes are
measured in points, with each point being /72 of an inch on a
printout. (The size it appears onscreen depends on the display
zoom. You learned about zoom in Chapter 1.) Text sizes vary
from very small (6 points) to very large (100 points or more).
An average document uses body text that’s between 10 and

12 points and headings between 12 and 18 points. To change
the text size, follow these steps:

6 Select the text to affect.

@ On the Home tab, click the down arrow to the right of the
Size box. The Size list opens.

e Click the desired size.
Here are a few points to remember about changing text size:

Q Instead of steps 2 and 3, you can alternatively click in the
Size box and type a number directly. This is useful if you
want a size that’s not on the list. Word accepts decimal
points in font sizes, so you can have 10.5 point text, for
example.

@ Clicking Increase Font Size increases the font size by one
setting from the Size list. Depending on the size, that
might be more than 1 point. For example, notice that the
list jumps from 36 straight to 48.

Q Clicking Decrease Font Size button decreases the font size
by one setting from the Size list.
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Figure 2-7: Choose a font size from the Size list.

Select colors from a palette

34
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When selecting a color in Word or any other Office applica-

tion (for text, borders, shapes, and so on), it's important that
you understand how Office applications handle color. Take a
moment to review this information, as you'll need it many times
in the rest of this book.

Every document, workbook, or presentation has a theme. Even
plain blank ones have a theme (the default theme). One of the
theme’s duties is to define a set of color placeholders.

When you are choosing the color for an object, if you choose a
color from one of these placeholders, that color choice is depen-
dent upon the theme. If a different theme is applied that defines
the colors differently, the object changes color.

As an alternative, Word also offers a set of colors it calls Standard
colors, which are fixed choices no matter what theme is applied.

When you make a color choice, you work with a palette like the
one shown in Figure 2-8. Here are a few things to note about
selecting colors:

0 Click Automatic to return the selection to the default. On
a white or light-colored background, Automatic is black;
on a dark background, it is white.

@ Click one of the theme colors, or a variant of one, to select
a color that may change if the theme changes.

G Click a color from Standard Colors to choose a fixed color
that will not change.

® click More Colors to choose from a wider variety of
standard colors.
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M Automatic

Theme Colors

Ol EHEENEN

Standard Colors

? | EEEENR
11 More Colors...
D Gradient ]

Figure 2-8: Select an appropri-
ate color from the palette

If you choose More Colors, the Colors dialog box opens.
This dialog box has two tabs: Standard and Custom.

GThe Standard tab contains swatches of common colors.
Click the one you want.

Colors ? X

[ Stendard | custom

Colors:

~ .j New

Current

Figure 2-9: The Standard tab of the Color
dialog box.

GThe Custom tab contains a color grid. Click anywhere on
the grid to select a color.

@The chosen color appears here.

@ Drag this slider up or down to change the color’s
lightness.
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0 If you want a specific color that has a numeric value in a
particular color model, select the color model here, and
then enter the numeric values.

Colors 7 X

Standard Custom

Colors:

Cancel

Color model: |RGB L
Red: 102, [
T MNew
Green: |255 :
Blue: 102 : ] r

Current

Figure 2-10:The Custom tab of the Color
dialog box.

Change text color

You can choose a specific color for selected text to draw attention
to it, or to dress up a document to make it more attractive. You
can either apply color manually (covered here), or redefine the
style to use a different font color (covered in Chapter 3).

To manually change the text color, follow these steps.
a Select the text to affect.

9 On the Home tab, click the down arrow to the right of the
Font Color button. A palette appears.

W To apply the color already shown on the face of the Font

Color button, click the button face. Opening the palette is
necessary only if you want a different color.

e Click the desired color. See “Select colors from a palette”
earlier in this chapter for guidance.
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Figure 2-11: Choose a font color.

Apply text effects

Word supports two kinds of text effects. The basic ones, such

as bold, italic, and underline, are supported by just about any
word processing program you might work with. Stick to these

if you are going to be sharing the document with others who
might not have a recent version of Word. The more advanced
set, such as glow and outline, work only in Word 2007 and later.
Figures 2-12 and 2-13 show the effects available of each kind.

Bold Double Strikethrough
Italic Superscript!
Underline Subscript,

Double Underline SMALL CAPS
Strikethrough ALL CAPS

Figure 2-12: Basic effects, which work in almost any document
format.

Outline
Shadow

Reflection

Glow

Figure 2-13: Advanced
effects, which may not trans-
late well into other document
formats.
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Certain basic effects are available on the Home tab, in the Font
group. To apply one of these, select the text and click its button.
Figure 2-14 points out the available effects:

O Bold
9 Italic

Q Underline

Q Strikethrough
e Subscript

G Superscript

Calibri (Body) ~ 3& A A Aa- A

QB I U-abex, X A-W%-A-

Font [F]

Figure 2-14: Some basic effects can be
applied from the Home tab on the Ribbon.

Other basic effects are available only in the Font dialog box. To
open it, click the dialog box launcher in the Font group, or press
Ctrl+D. Figure 2-15 shows the Font dialog box:

@ More underline styles are available from the drop-down list.

@You can use a different color for the underline than for
the text.

(1) Double-strikethrough runs two horizontal lines through
the text.

o Small caps make all letters capital style but retain their
uppercase/lowercase statuses by the size of the letters.

@All caps makes all letters uppercase and the same height.

OThe Preview area shows a preview of your chosen options.
In this case, it shows small caps and italic with a dotted
underline.
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Font Advanced
Font: Font style: Size:
+Body Italic 1
A | |Regular 8 ~
*readings cisem |5
Agency FB Bold 10
Algerian Bold Italic _
Arial A 12 e
Font color: Underline style: Underline color:
Automatic LA e (g Automatic 0
Effects G
D Strikethrough small caps 0
Double strikethrough D All caps
D Superscript |:| Hidden

D Subscript

Preview

This is the body theme font. The current document theme defines which font will be used.

Set As Default Text Effects... Cancel

Figure 2-15: The Font dialog box provides a complete
set of basic effect options.

Do apply the effects shown in Figure 2-13, you must use
the Effects button’s menu, as shown in Figure 2-16. Point
to an option on the menu to open its submenu, and then
make your selection.

O ror quick formatting, click one of these preset
combinations of the various effects.

@ Each menu option opens a submenu.

e Click the Options command at the bottom of the
submenu to open a task pane where you can fine-tune the
settings.

W The Number Styles, Ligatures, and Stylistic Sets commands in

Figure 2-16 affect the typesetting of the text in subtle ways; these
options are rarely used except by publishing professionals.
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Figure 2-16: Use the Effects button to apply special effects such as the ones shown in
Figure 2-13.

Copy formatting with Format Painter

It might take several different operations to get some text exactly
the way you want it. Once it's perfect, you can copy its format-
ting to other text by using Format Painter. This not only saves
time, but it ensures consistency. To format text with Format
Painter, follow these steps:

@ select the text that already has the formatting you want
to copy.

9 Click Format Painter. The mouse pointer appears as a
paintbrush.

e Drag across the text that should receive the formatting.

After step 3, Format Painter shuts itself off automatically.
If you would like it to stay on so you can copy that same
formatting to multiple selections, double-click rather than
clicking the button in step 2.

A\
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This text is already formatted.

This text is going to be formatted with
Format Painter. &

Figure 2-17: Use Format Painter to copy formatting.

Change the style set

In “Choose between manual and style-based text formatting”
earlier in this chapter, you learned that each document has
default definitions of the formatting. Formatting can be manu-
ally applied, or it can be indirectly changed by making a change
to the underlying style applied to that text.
One way to change a document’s look without manually tamper-
ing with individual paragraph settings is to apply a different style
set. A style set is a collection of definitions for the most commonly
used styles in a document, such as Normal, Heading 1, Heading 2,
and so on. When you apply a different style set, you redefine these
styles without having to manually do so.

1. Start with a document that already has some text typed

in it.

W If you just want some dummy text to practice with and
don’t know what to type, type =RAND (5) and press Enter
to generate five sample paragraphs.

e On the Design tab, roll your mouse over several of the
samples in the Style Sets gallery to see the different
formatting available.

3. Click the sample that best represents what you want.

Click More for more choices. (See Q in Figure 2-18.)
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Figure 2-18: Apply a style set from the Design tab.

Apply a different theme

A theme is a named collection of settings for three types of
formatting: fonts (one for headings and one for body), colors
(one for each of 12 placeholders), and graphic object formatting
effects. Themes are useful for ensuring document-wide consis-
tency, but they go even further than that. Applying the same
theme to multiple documents can ensure consistency across your
entire library of work, including work you do in other Office
applications like Excel and PowerPoint.

Each document starts with a default theme applied, which it
inherits from the template on which it is based. The Normal
template by default uses a theme called Office.

O on the Design tab, click Themes.
9 Click the desired theme.

d ©
Home

- O

TITLE

Insert

Design

Layout References Miailings

Title

TITLE

G

Select content to apply the copied formatting, or press Esc to cancel.

& Browse for Themes...
Fg Save Current Theme...

Reset to Theme from Template

Office

Aa 1 Aa l Aa Acl
TS e

Aa ] Aa } Aa Aa 1
nboa. Omame | hewspent sice
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Dudend Droplet | Frome Heaaines

Document Fe

Figure 2-19: Apply a theme to affect the
documents colors, fonts, and effects.
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You can modify each of the theme's three aspects separately by
choosing a color, font, or effect set from the Design tab. These
sets do not correspond one-to-one with the themes on the

Themes button’s list; there are more color, font, and effect sets
than there are themes:

0 Click Colors and choose a different color set.
@ Click Fonts and choose a different font set.
Q Click Effects and choose a different effect set.

Document1 - Word B szl - X

8 Faithe Wempen
=/ Paragraph Spaging * D @ D
Qweay@
Colors Fonts. Watermark Page Page
1015 FONY @) et as Default J 9

Color - Borders
Page Background ~

Figure 2-20: Change one aspect of a theme individually from the Design tab.

Home Insert = Design = Layout  References  Mailings  Review  View  Q Tell mewhat vany

TITLE

Title £

Document Formatting

Check spelling and grammar

Word automatically checks spelling as you type, comparing each
word to its dictionaries. If you type a word that doesn’t appear,

it places a wavy red (non-printing) underline on it, flagging it for
your attention.

You can right-click a red-underlined word to see spelling sugges-
tions, as shown in Figure 2-21:

O cclicka suggestion to change to it.

@ Click Ignore All to mark this word as correct in the current
document only.

G Click Add to Dictionary to mark this word correct in this
and all other documents.

E)%ckutive Summary
0Exe:u1ive

Executives
&lgnore All
OAdd to Dictionary

@, Hyperlink...
9 New Comment

Figure 2-21: Right-click a word with a wavy
red underline to see spelling suggestions.
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Grammar errors are similar, except they appear with a wavy
blue underline. A grammar error might be a usage error such as
“is” versus “are” or a punctuation error such as too many spaces
between words, as in Figure 2-22:

Q Click a suggestion to change to it.

e Click Ignore Once to ignore this error but not errors
similar to it.

G Click Grammar to open the Grammar task pane, which is
explained next.

Calibri Body) - [11 ~| A A A"j-
B I U¥-A-i=

P= - Styles

When you gef{ the report, please forward it to Human Resources.

0“” get
&lgnore Once

Grammar...

% Hyperlink...
[ New Comment

Figure 2-22: Right-click a wavy blue underline to correct a
grammar error.

In a long document, you may find it easier to use the full
Spelling and Grammar tool in Word rather than handle each
underlined item individually. Here’s how to use it:

6 On the Review tab, click Spelling & Grammar. A task pane
opens. It is either the Spelling task pane or the Grammar task
pane, depending on which type of error it encounters first.

©- 0 = Document1 - Word m - X

Home Insert Design Layout References  Mailings = Review = View  Q Tell me what you want to do Fal(heWempen

25 Y (B Previous - B8 Eild

f/ Spelling & Grammar ;D a% _A? +j ous i) 9 E5|simple Markup o 75 Eﬂ
[EE Thesaurus 4 [2) show Markup ~ € B =]
oc Smart  Translate Language  New  Delete (s Treck o . Accepty  Compare Profect Start  Linked
5 Word Count lookup - - | comment Show Comments. & ¢y e - 5] Reviewing Pane . - Inking ~ Notes

Proofing Insights Language Comments Tracking 5 Changes  Compare ink__ OneNote ~

Figure 2-23: Choose Spelling & Grammar to start a full check of the document.

In the Spelling task pane, you can do any of the following:

e Click Ignore to ignore this instance only but mark
other instances in the same document.
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e Click Ignore All to mark this word as correct in the
current document only.

0 Click Add to mark this word correct in this and all
other documents.

Q Click a suggestion and then click Change to change
this one instance to the selected word.

G Click Change All to change all instances in the current
document to the selected word.

Spelling T

Pese

0!gnore lgnore All Add 0

w——ghange Change All 0

Pose )

1. to set forth or offer for attention or
consideration

2. to put or set in place

3. to assume a posture or attitude usually for
artistic purposes
See more...

Powered by: Merriam-Webster

-

Figure 2-24: Choose what to do
with a spelling error.
In the Grammar pane, you can:
G Click Ignore to mark this instance as correct.
@ Click the desired correction and then click Change.

2. Keep working through the spelling and grammar errors
Word finds until you see a message that the check is
complete.

O click ok
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powerful way

&lgnore

powerful way

'Change

Spacing
Generally, words in a sentence should have
only one space between them.

+ Instead of: The line was extra long.
= Consider: The line was extra long.

+ Instead of: She laughed all the way to the
bank.
= Consider: She laughed all the way to the

-

Grammar M

Figure 2-25: Choose what to do

with a grammar error.

Microsoft Word

o Spelling and grammar check is complete.

o €

X

Figure 2-26: Click OK to close the
message box.

) To customize how the spelling and grammar are checked, choose
Filer> Options and click the Proofing tab. You can add and
remove words from custom dictionaries, ignore certain spelling
and grammar errors, and set up automatic corrections for words
you frequently mistype.

Email a document to others

Email can be an efficient way of delivering a document to

other people. You don’t have to leave Word in order to send
it, provided you have a compatible email application already
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Open
Save
Save As
Print

1 Share
Export

Close

Account

[

Feedback

configured on your computer, such as Microsoft Outlook. (Word
doesn’t support web-based email applications such as gmail and
Yahoo! Mail for sending documents.) To email a document with
Word, follow these steps:

a Click File, and click Share.

e Click Email.

e Click Send as Attachment. A new email opens in your
default email application. The file is already attached.

Share
Share

&% share with People

B9 Email 0

E&  present Online

Post to Blog

Document1 - Word

Email
[@:I

Send as
Attachment

Send as XPS

Everyone gets a copy to review

Everyone works on the same copy
Everyone sees the latest changes

Keeps the email size small
Document must be saved in a shared location
Everyone gets a PDF attachment

Preserves layout, formatting, fonts, and images
Content can't be easily changed

Everyone gets an XPS attachment
Preserves layout, formatting, fonts, and images
Content can't be easily changed

No fax machine needed

7 - X

Faithe Wempen

Figure 2-27: Choose to send a file as an attachment.
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0 Click in the To box and type the email address of the

recipient.

(5 ) Change the subject if desired. The default is the name of

the file being attached.

@ Click in the message body and type a message if desired.

0 Click Send.

If the file is saved on a sharable drive, such as OneDrive, the
Send a Link button is available, and in step 3 you can choose
to send a link rather than the attachment. Linking rather than
attaching ensures that the recipient sees the latest version.
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wSend
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Subject Video script.docx 0

sttached =§ Video script.docx .
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GHerE is that video script that we discussed in the meeting,

Figure 2-28: Compose the email message.

Save a document in other formats

When you share a document with other people, you are assuming
they have Microsoft Word or another application that opens Word
files. These days that's actually a pretty safe bet, with all the options
available for opening Word files. WordPad, which comes free with
Windows, opens Word documents, and the Word Online program
at office.live.com is free to anyone with a Microsoft account.

Nevertheless, you might still want to convert a Word document
to some other format in some cases. For example, you could save
a document in Word 97-2003 format for backward compatibil-
ity with early versions of Word, or you could save in Rich Text
Format (.rtf) for compatibility with just about any word process-
ing program in the world.

Here’s how to save a document in another format:
c Click Filew> Export.
9 Click Change File Type.
e Click the desired file type.
e Click Save As. The Save As dialog box opens.
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Video script.docx - Word ? - X

Faithe Wempen

Export

[ Create PDF/XPS Document Change File Type

Document File Types

Document (*docx)
2 B Change File Type W

Word 97-2003 Document (doc)
Uses the Word Document format

Uses the Word 97-2003 Document format

a OpenDocument Text (*.odt)

Template (*dotx)
Uses the OpenDocument Text format o

Starting point for new documents

Other File Types

Plain Text (*.6xt)
Contains only the text in your docum!

Y Single File Web Page (*mh, “mhtmi) Save as Another File Type
G web page is stored as a single file EA

Rich Text Format (%.rtf)
Preserves text formatting information

Account

Options

Save As

Figure 2-29: Choose another format in which to save the document.

W Instead of steps 1-4, you can choose Filer> Save, click
Browse, and then change the setting in the File type drop-
down list.

e Navigate to the desired save location.

@ If desired, change the file name. The Save as type setting
should match what you chose in step 3.

@ Click Save.

@ Save As X
(|2 « faith > Documents > v ) Search Documents »r
Organize ¥ New folder B= ~ @
i Desktop " Name . Date modified Type
4 Downloads  # Custom Office Templates 5/8/2015 146 PM  File folde
o@ Documents Snagit 4/28/20159:23 AM  File folde
& Pictures b 4
@ Microsoft Word
& OneDrive
18 This PC
&7 Removable Disk (I~ < >
File @Video smp‘d v
Save as type: Rich Text Format v
Authors: Faithe Wempen Tags: Add atag
4 Hide Folders Tools @) Cancel

Figure 2-30: Choose another format in which to save the
document.
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Create a PDF or XPS version of your document

You can also save your document in PDF or XPS format. These
are both page layout formats, and files in this format are
designed to show pages exactly as they will print. They are not
designed to be easily editable. You might save a contract in this
format, for example, or a ready-to-print brochure.

PDF stands for Page Description Format. It is a very popular for-
mat by Adobe. Anyone with the free application Adobe Reader
can read PDF files. XPS is the Microsoft equivalent; is has similar
features and properties, and can be opened using the XPS Reader
application that comes with Windows Vista and later.

o Click Filew> Export.
e Click Create PDF/XPS Document.

e Click Create PDF/XPS. The Publish as PDF or XPS dialog
box opens.

- X

Faithe Wempen

Export

0 Create a PDF/XPS Document

L—E‘j Create PDF/XPS Document
— Preserves layout, formatting, fonts, and images

B Change File Type Fre

-

Create
PDF/XPS

Figure 2-31: Save a document as a PDF or XPS file.

(4] Change the file name in the File name box, if desired.

e Open the Save as Type drop-down list and choose PDF or
XPS Document as desired.
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G In the Optimize For section, click Standard or Minimum
Size.

In step 5, use Standard in most cases. Minimum Size
decreases the resolution of the file as it decreases its size.
The smaller size may be useful when sending a document
via email, provided the document’s quality (resolution) is
not important.

After step 6 you can click the Options button for a dialog
box containing even more options for the resulting PDF
or XPS file.

e Mark or clear the Open file after publishing check box as
desired. If marked, this option opens the PDF or XPS file
in an appropriate reader application, outside of Word,
after you save.

@ Click Publish.
[ Publish as PDF or XPS X
1 (|£ » ThisPC > Documents v O Search Documents »
Organize ~ New folder B= ~ (%]
Quick access Name Date modified Type
i Deskiop b4 Custom Office Templates 5/8/2015 1:46 PM File foldei
4 Downloads # Snagit 4/28/20159:223 AM  File folde
|2 Documents  #
s Pictures b

@ Microsoft Word

& OneDrive
< >

v
File name: | Video script 0 v
Save a&PDF v

i Open file after publishing Optimize for: () Standard (publishing

[

online and printing)

(O Minimum size
(publishing online)

“ Hide Folders Tools 0 Publish Cancel

Figure 2-32: Specify saving options for your PDF or XPS file.

Print your work

To print a hard copy of your work, first make sure you have a
printer set up in Windows. Follow the instructions that come
with a new printer to set it up, or use the Add Printer wizard
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in Windows to install a driver for an existing printer. (See the
Devices and Printers section of the Control Panel.)

After the printer is set up and ready, follow these steps.

1. (Optional) If you only want to print a certain part of the
document, select the part you want to print.

e Click File, and click Print.

e In the Printer section, make sure the correct printer name
appears. If needed, open the drop-down list and choose a
different printer.

e In the Copies box, type the number of copies you want,
or use the up or down increment arrows to change the
setting.

Contestant Notes.docx [Compatibility Mode] - Word 7

X

Faithe Wempen

Print

open (=)

Save Print

Save As D=

Printer

Buu Brother MFC-9320CW Printer 0
0 ofiine

Share.

Printer Properties

Export

Settings

Close ”;D Print All Pages 0

The whole thing
Account Pages:

. r Print One Sided
Options D -
Only print on one side of th...
Feedback Collated

[E5]

123 123 123
D Portrait Orientation -

D Letter .
85" x 11"

- 1 Jof1 » H% = + &

Figure 2-33: Check the printer name and other settings.
O n the Settings section, if you don't want to print the
entire document, do any of the following:

e Open the drop-down list and choose Print Selection. If
you didn't select anything in step 1, this option is not
available.

e Open the drop-down list and choose Print Current Page.

eType page numbers in the Pages box. You can specify
a contiguous range with a dash like this: 2-15. You
can specify individual pages by separating them with
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Open
Save
Save As
Print

Share

Export

Close

Account

Options

Figure
the ent

6.

commas like this: 2, 4, 5. Specifying a page range
automatically sets the drop-down list setting to
Custom Print.

Document Bs.
Print All Pages

The whale thing
D Print Current Page 0

Just this page
Ej_)j Custom P_rl_nt _

Type specific pages, sections or ranges
Document Info

Document Info
List of properties, such as file name, author and fitle

List of Markup

Venr trarkad channac

v Print Markup
Only Print Odd Pages
Only Print Even Pages

rn Custom Print ‘

P -
Type specific pages, section...

Pages: | 2,4,5-10 0
E Print One Sided .
Only print on one side of th...
2-34: Set the print range if you don’t want to print
ire document.

Set any other printing options as desired. For example:

Q Print one-sided or two-sided. When you click this
button, you have the option of printing on both
sides automatically (if your printer supports that) or
manually by flipping the paper over after the first side
has been printed.

e Print collated or uncollated. This is an issue only when
printing multiple copies of a multiple-page document.
Collated prints the pages in sets (1, 2, 3, 1, 2, 3);
uncollated prints all copies of each page together (1, 1,
2,2,3,3).

G Portrait or landscape orientation. Portrait prints along the
narrow edge of the paper; landscape prints along the
wide edge.

Q Paper size. Change this setting to correspond to the
actual paper size you are using.

e Margins. Change to a preset such as Wide or Narrow, or
choose Custom Margins to enter your own settings.
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G Pages per sheet. The default is 1, but you can print
multiple pages per sheet, shrinking down each page
so that they all fit. You probably won’t be able to read
each page very well, though.

E Print One Sided 0
Only print on one side of th...
— Collated 4)
EE <

123 123 123

D Portrait Orientation o -
D Letter 0
b

85" x 11"

@ Normal Margins 0 .

Left: 1" Right: 1"
D 1Page Per Sheet <) =

Figure 2-35: Modify any other print
settings as desired.

0 When all the settings are the way you want them, click
Print.

»

! Copies: |1 -

Print

Figure 2-36: Click Print to print
the document with the settings
you have specified.

54

9781119144601-ch02.indd 54 October 15, 2015 3:30 PM



Word has a Quick Print feature that enables you to print with the
default settings with a single click. It’s not readily available by
default, though. To add it to the Quick Access toolbar:

a Click the Customize Quick Access Toolbar arrow.
e Choose Quick Print.

= o & 4

Home Insert [ Customize Quick Access Toolbar ilings
s Cut — New P
D Calib =iz
Copy 1 Open

Paste | B |
- * Format Painter v Save

Clipboard I} Email
v Quick Print@

Print Preview and Print
Spelling & Grammar
Undo
Redo
Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Figure 2-37: Add Quick Print to the Quick Access toolbar.
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CHAPTERTHREE

Paragraph
Formatting

Paragraphs are essential building blocks
in a Word document. Each time you
press Enter, you start a new paragraph. If
you've ever seen a document where the
author didn't use paragraph breaks, you
know how important paragraphs can be.
They break up the content into more easily
understandable chunks, which helps the
reader both visually and logically.

Paragraph formatting is formatting that
affects whole paragraphs and cannot

be applied to individual characters. For
example, line spacing is a type of paragraph
formatting, along with indentation and
alignment.

If you apply paragraph formatting when no
text is selected, the formatting affects the
paragraph in which the insertion point is
currently located. If you apply paragraph
formatting when text is selected, the format-
ting affects every paragraph included in that
selection, even if only one character of the
paragraph is included. Being able to format
paragraphs this way is useful because you
can select multiple paragraphs at once and
then format them as a group.

In this chapter, you learn how to apply
various types of formatting to paragraphs
and how to simplify and automate para-
graph formatting by using text formatting
presets called styles.
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In This Chapter
u=Changing a paragraph’s
horizontal alignment
u=|ndenting a paragraph

= Adjusting a paragraph’s
vertical spacing

u=Placing a border around
a paragraph

u=>Shading a paragraph’s
background

= Creating a bulleted or
numbered list

= Applying styles

u=Creating and modifying
styles
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Change a paragraph’s horizontal alignment

The horizontal alignment choices are Align Text Left, Center,
Align Text Right, and Justify. Figure 3-1 shows an example of
each of the alignment types. Each of these is pretty self-evident
except the last one: Justify aligns both the left and right sides of
the paragraph with the margins, stretching out or compressing
the text in each line as needed to make it fit. The final line in the
paragraph is exempt and appears left-aligned.

") If you apply Justify alignment to a paragraph that contains only
one line, it looks like it is left-aligned. However, if you then type
more text into the paragraph so it wraps to additional lines, the
Justify alignment becomes apparent.

hhis paragraph is left-aligned. Each line begins at the left margin. This paragraph is left-aligned. Each
line begins at the left margin. This paragraph is left-aligned. Each line begins at the left margin. This
paragraph is left-aligned. Each line begins at the left margin.

This paragraph is centered. Each line is centered at the midpoint between the margins. This paragraph
is centered. Each line is centered at the midpoint between the margins. This paragraph is centered. Each
line is centered at the midpoint between the margins.

This paragraph is right-aligned. Each line ends at the right margin, and begins in whatever position is
required for that to happen. This paragraph is right-aligned. Each line ends at the right margin, and

begins in whatever position is required for that to happen.

This paragraph is justified. Its lines are stretched so that they align with both the left and right margin.
This happens for every line except the final one, which is left-aligned. This paragraph is justified. Its lines
are stretched so that they align with both the left and right margin. This happens for every line except the
final one, which is left-aligned.

Figure 3-1: Example of horizontal alignment.

To affect a single paragraph, click anywhere in the paragraph and
then set the alignment. To affect multiple paragraphs, select the
paragraphs first.

Use the alignment buttons in the Paragraph group on the
Ribbon’s Home tab to set an alignment for one or more para-
graphs. You can also use the keyboard shortcut for a button:

O Left (Cul+L)
G Center (Ctrl+E)
@ right (Cul+R)
@ justify (Ctrl+)
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Paragraph F

Figure 3-2: Use the alignment buttons on
the Home tab.

Indent a paragraph

The indentation of a paragraph refers to the way its left and/or
right sides are inset. In addition to a left and right indent value,
each paragraph can optionally have a special indent for the first
line. If the first line is indented more than the rest of the para-
graph, it's known as a first-line indent. (Clever name.) If the first
line is indented less than the rest of the paragraph, it’s called a
hanging indent. Here are some things to remember about indent-
ing paragraphs:

QWhen a paragraph has no indentation, it’s allowed to
take up the full range of space between the left and right
margins.

0 When you set indentation for a paragraph, its left and/
or right sides are inset by the amount you specify. Many
people like to indent quotations to set them apart from
the rest of the text for emphasis, for example.

Q First-line indents are sometimes used in reports and
books to help the reader’s eye catch the beginning of
a paragraph. In layouts with vertical space between
paragraphs, however, first-line indents are less useful
because it’s easy to see where a new paragraph begins
without that help.

Q Hanging indents are typically used to create listings. In
a bulleted or numbered list, the bullet or number hangs
off the left edge of the paragraph, in a hanging indent.
However, in Word, when you create bulleted or numbered
lists (covered later in this lesson), Word adjusts the
paragraph’s hanging indent automatically, so you don't
have to think about it.
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This paragraph has no indentation, so it occupies the full range of space between the left and right
margins.

0Thi5 paragraph is indented 0.5” on hoth the right and the left. This paragraph is
indented 0.5” on both the right and the left.

This paragraph has a first-line indent. The first line is indented 0.5” on the left, and subsequent
lines have no indentation.

®This paragraph has a hanging indent. The first line has no indentation, and subsequent lines are
indented 0.5” on the left.

Figure 3-3: Indentation examples.

® To increase or decrease a paragraph'’s left indent:

e Click the Decrease Indent button to move the paragraph'’s
left indentation 0.5” to the left.

G Click the Increase Indent button to move the paragraph’s
left indentation 0.5” to the right.

Paragraph F

Figure 3-4: Controls for changing
indentation on the Ribbon.

You can also change indentation by dragging indent markers
<P on the ruler.

If the ruler doesn’t appear, mark the Ruler check box on the
View tab.

Select the paragraphs to affect and then drag a marker, as
follows:

@The upper triangle on the left is the First Line Indent
marker. Drag it to affect only the first line.

@The lower triangle on the left is the Hanging Indent
marker. Drag it to affect all except the first line.

@ The square on the left is the Left Indent marker. Drag it to
affect all lines on the left. If you drag it when the First Line
Indent and Hanging Indent markers are set to different
values, it moves them both, maintaining the relative
distance between them.
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°The triangle on the right is the Right Indent marker. Drag
it to affect the right indent (all lines).

@The margins for the entire document are indicated by the
spot where gray meets white on the ruler. You can drag
that spot to change the margins for the while document
(not just the selected paragraphs).

Figure 3-5: Drag markers on the ruler to change indents.

\\J
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You can also create a first-line indent by positioning the inser-
tion point at the beginning of a paragraph and pressing the Tab
key. Normally this would place a 0.5-inch tab at the beginning
of the paragraph, but the Word AutoCorrect feature immediately
converts it to a real first-line indent for you.

To set left and/or right indents with precise numeric values, use
the Left and Right text boxes on the Layout tab, in the Paragraph
group. For each of these, enter a number or use the increment
buttons:

G Left indent.
@ Right indent.
Indent Spacing
3= Left: [0" 0 : IZ Before: |0 pt :
=€Right: 0" m S Y= After |8 pt :
Paragraph ]

Figure 3-6: You can use the Layout tab’s
Paragraph group to control left and right
indentation.

For the ultimate in indent control, follow these steps to use the
Paragraph dialog box:
6 Select the paragraph(s) to affect.

2. Click the dialog box launcher in the Paragraph group on
the Home or Layout tab.
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Paragraph )
Figure 3-7: Click the dialog box launcher.

e Set left and right indents in the Left and Right text boxes,

respectively.

e (Optional) Open the Special drop-down list and choose

First Line or Hanging.

e Enter the amount of first-line or hanging indent in the

By box.
Paragraph ? X
Indents and Spacing Line and Page Breaks
General
Alignment: Left v
Qutline level: | Body Text v Collapsed by default
Indentation
Left: o >0 Special: By:
Right: 0" = First line 0 v 0‘5“0
D Mirror indents
Spacing
Before: 0 pt = Line spacing: At:
After: 8 pt = Multiple v | 108 =
[Jpon't add space between paragraphs of the same style
Preview
This paragraph has 2 first-fine indent. The first line is indented 0.57 on the lef, and subsequent lines have
o indentation
Tabs... Set As Default Cancel
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Figure 3-8: Set up indents in the Paragraph dialog box.

0 click OK.
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Adjust a paragraph’s vertical spacing

Vertical spacing refers to the amount of space (also known as the
leading) between each line. A paragraph has three values you can
set for its spacing:

e Line spacing: The space between the lines within a multi-line
paragraph

e Before: Extra spacing added above the first line of the
paragraph

o After: Extra spacing added below the last line of the paragraph

Adjust line spacing within the paragraph
To change the line spacing, follow these steps:
1. Select all the paragraphs to affect.

@ On the Home tab, in the Paragraph group, click the Line
and Paragraph Spacing button to open its menu.

e Click a number that represents the desired line spacing.
1.0 is single-spaced, 2.0 is double-spaced (one blank line
between each line), and so on. The exact amount of space
in points depends on the font size used.

Document2 - Word

gilings Review View Q Tell me what you want to d

i .4, [ e=EE A
i=-5z- €32 8 T | aaBbcedd . AaBbC

I
[
i
Il
.-

=- - - T Normal | T No 5p

30
Line Spacing Options...
Add Space Before Paragraph

=1

Remove Space After Paragraph

Figure 3-9: Choose a line spacing amount
for the selected paragraphs.
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Adjust spacing before or after the

paragraph

To change the spacing before or after the paragraph(s), follow
these steps:

1. Select all the paragraphs to affect.

e On the Home tab, in the Paragraph group, click the Line

and Paragraph Spacing button to open its menu.

9 Click the Add Space or Remove Space command for
before or after the paragraph as needed. The default

amount of space before a paragraph is 12 points, and
the default amount after a paragraph is 8 points, both

regardless of font size.

Document2 - Word

gilings Review View Q Tell me what you want to d

. e=3= A
€32 2 T | pabCeDd AaBbC

= 1=- - D . 1 Normal T No Sp|

30

Line Spacing Options...
Add Space Before Paragraph —__|
Remove Space After Paragra oh/

Ny

Figure 3-10: Turn the spacing before and/or
after the paragraph on or off.

Use custom spacing values

You can use the Paragraph dialog box to control vertical spacing
for much more precise control than is possible with the Ribbon
method. For example, you can specify a certain amount of space

tom values for line spacing.
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1. Select all the paragraphs to affect.

(in points) before and after the paragraph, and you can use cus-

e Click the dialog box launcher in the Paragraph group on

the Home or Layout tab.
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Paragraph I

Figure 3-11: Click the dialog box launcher.

e In the Spacing section, change the values in the Before
and After boxes as desired.

e Open the Line spacing drop-down list and choose a unit
of measurement:

e Single: No extra space between lines.

e 1.5 lines: One-half a line of extra space between lines.
The actual amount of space depends on the largest font
size used in the paragraph.

e Double: One line of extra space between lines. The
actual amount of space depends on the largest font size
used in the paragraph.

o At least: Sets the minimum line height to a precise
amount for each line of the paragraph. Depending on
the largest font size used in the paragraph, the actual
amount of space each line occupies may be greater than
the setting.

e Exactly: Sets a precise line height for each line of the para-
graph and does not take font size into consideration.

If you aren’t sure what font sizes you will be using in
the final version of your document, don't use Exactly. If
you specify a line height that is smaller than needed for
the font size you have chosen, some letters may appear
cut off at the top or bottom.

e Multiple: Like Double except you specify the multiplier.
For example, entering 3 results in triple-spacing (two
blank lines between each line). You can use decimal
places in the number, such as 3.25.

e Enter the measurement in the At box if a measurement is
required for the setting you chose in step 4.

0 click OK.
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Paragraph ? X

Indents and Spacing Line and Page Breaks

General

Alignment: Left 7
Outline level: | Body Text &7 Collapsed by default
Indentation
Left: 0" = Special: By:
Right: 0" = (none) v =

[ Mirror indents
Spacing
Before: 12 pt }0 Line spacing: 4 At
After: 8 pt = At least 12pt 0

D Don't add spage between paragraphs of

Preview

This i aparagragh

Tabs.. Set As Default 6 Cancel
Figure 3-12: Adjust line spacing in the Paragraph
dialog box.

Place a border around a paragraph

You can add a border around the outside of a single paragraph
to make it stand out from the rest of the document. You can also
place a border around multiple paragraphs to visually group
those paragraphs together, separate from the rest. Here are some
things to remember about placing borders around paragraphs:

0 If you place the same border around two or more
consecutive paragraphs, the border surrounds them as a
group, as in Figure 3-13. That way, you can create groups
of paragraphs that appear “boxed” together for special
emphasis.

0 This paragraph has a border around it.

This one does t00.|

Figure 3-13: A border around two consecutive paragraphs.
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@ A border need not be on every side of the paragraph. You
can place a border only on the bottom side, for example,
to make it look like there is a horizontal line under the
paragraph.

eYou can also put differently formatted lines on different
sides. For example, you could have a thick border on
the bottom and right sides and a thinner border on
the top and left sides, resulting in a border that looks
somewhat 3-D.

Video provides a powerful way to help you prove your point. When you
click Online Video, you can paste in the embed code for the video you
want to add. You can also type a keyword to search online for the video
that best fits your document.

To make your document look professionally produced, Word provides
header, footer, cover page, and text box designs that complement each
other. For example, you can add a matching cover page, header, and
sidebar. Click Insert and then choose the elements you want from the

different galleries.

Figure 3-14: Paragraphs with custom borders applied.

® To apply a basic border on one or more sides of a paragraph
(or a group of paragraphs), use the Borders button in the
Paragraph group of the Home tab.

QTO place a border on just one side of the paragraph, use
the Bottom, Top, Left, or Right Border command. Repeat
to apply to multiple sides.

GTO remove all borders from the paragraph, choose No
Border.

GTO apply borders to all sides, choose All Borders. Note that
if multiple paragraphs are selected, borders apply to each
side of each paragraph; they don't appear in a single box
as in Figure 3-13.

@To apply borders to all sides of the selected block of
paragraphs, choose Outside Borders. In a multi-paragraph
selection, this results in a single border around the
contiguous group, as in Figure 3-13. In a single-paragraph
selection, it is identical to All Borders.
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@The Inside border options apply to multi-paragraph
selections only, and place borders only between
paragraphs, not around the outsides. These same border
options are also used for table border formatting, and
Inside options are more relevant in tables than for
paragraphs.

To create custom borders that include different line thicknesses,
patterns (such as dashed or dotted), and colors, use the Borders
and Shading dialog box. Follow these steps:

1. Select the paragraphs to affect.

e On the Home tab, in the Paragraph group, click the down
arrow on the Borders button to open its menu, as in
Figure 3-15.

e Click Borders and Shading. The Borders and Shading
dialog box opens with the Borders tab displayed.

e In the Style list, select the desired line style. Some of the
styles are dashed or dotted; others consist of multiple
lines or different line thicknesses.

e Open the Color drop-down list and choose a color for the
border.

6 Open the Width drop-down list and choose a width if you
want a different width than the default for the style you
chose in step 4.

@ Click one of the presets under Setting, such as Box, to
apply the border to all sides.

OR

@ Click a button in the Preview area for a certain side of the
paragraph. Repeat for other sides as needed.

O click oK.

If you want different border formatting for different sides, per-
form steps 1-6 and select certain sides in step 7, and then repeat
steps 4-6 and select different sides in step 7.
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AaBbCcDd AaBbCcDd
Normal | TNo Spac...
Bottom Border | o
Top Border

Left Border

Right Border __|
No Border0
All Borders

Outside Borderso
Inside Bordersﬂ

Inside Horizontal Border

0

Inside Vertical Border

Horizontal Line
Draw Table

View Gridlines

Borders and Shading.@

Figure 3-15: Choose borders from the
Borders button’s menu.

Borders and Shading

[ Setting:

Borders | Page Border | Shading

-

Style: Preview
Click on diagram below or use buttons
None to apply borders
Shadew | | _._ . __ __________
Color:
3D '
.
Custom
Apply to:
[—

oK

@ Cancel

Figure 3-16: Set up custom borders.

Shade a paragraph’s background

Shading a paragraph helps it stand out from the rest of the doc-
ument and adds visual interest to the text. You can use shading
with or without a border.

9781119144601-ch03.indd 69

69

October 15, 2015 3:32 PM



As with a border, shading follows along with any indent settings
you may have specified for the paragraph. If the paragraph is
indented, the shading is also.

To shade a paragraph’s background, follow these steps:

a On the Home tab, in the Paragraph group, click the down
arrow on the Fill button to open its palette.

e Click the desired color.

You can also click More Colors and then choose from the
Colors dialog box. (See ) in Figure 3-17.)

T, E=3= A
=7 =32 2 T aapbeedd AaB
t=- [B5-<f) | tnomal |TNo

Theme Colors

.Illllllllﬂ

Standard Colors
HE EEEEER

No Color

P
% More Co ors.‘ﬂ

Figure 3-17: Choose a paragraph fill color.
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Paragraph

Word applies only solid-color shading to paragraphs. If you want
a gradient shading behind a paragraph or you want some other
special shading effect such as a pattern, texture, or graphic, place
a text box (choose Insert &> Text Box) and then apply the desired
shading to the text box as a Fill, like you would with a graphic.

\\3

Create a bulleted or numbered list

Use a bulleted list for lists where the order of items isn't signifi-
cant, and the same “bullet” character (such as ® or =) is used in
front of each item. You might use a bulleted list for a packing list
for a trip, for example, or a to-do list.

Use a numbered list for lists where the order of items is signif-

icant and where a sequential step number is used to indicate
order. A numbered list might contain the steps for a recipe or a

meeting agenda.

Word makes it easy to create bulleted and numbered lists in your
documents. You can create a list from existing paragraphs, or you
can turn on the list feature and type the list as you go.
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Convert text to a list

To convert existing text to a list, follow these steps:

c Select the paragraphs to convert to a list.

9 On the Home tab, in the Paragraph group, click the
Bullets button or the Numbering button.

=] - 0 ‘[E? N Document? - Word
Home Insert Design Layout References Mailings Review  View Q Tel
aln
& Cut Calibri (Body, -[11 ~| A A Aa- Ao [=-iz -0~ V|
Past B2 Cony I
aste . 2 4\ . abe L E=== 1=, . .
- ~ Format Painter B I U-aexx A-¥-A = = = == :O, i
Clipboard ] Font ] Paragraph ]
o Milk
e Bread 0
e Eggs
e Salt

Figure 3-18: Apply bullets or numbering to an existing list.

Type a new list
To enter new text into a list format, follow these steps:

1. Position the insertion point at the desired location.

9 On the Home tab, in the Paragraph group, click the

Bullets button or the Numbering button.

e Type the first list item, and then press Enter.

=] - 0 ‘[E? N Document? - Word
Home Insert Design Layout References Mailing: Review  View Q Tel
e
& Cut Calibri (Body) -[11 ~| A K Aa- R =-EENNE- E3E 40
Past B2 Cony I
aste . : ALy AL Sl == 1= . .
. & fomatpainer B I Y Tee X xR = = [oRg=
Clipboard ] Font ] Paragraph ]
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1. Setthe table.
2. Turn on the oven.

Figure 3-19: Apply bullets or numbering to an existing list.
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e Repeat step 3 until the list is complete.

5. Press Enter twice in a row, or click the Bullets button or
Numbering button again, to turn off the list feature.

Change the bullet character or
number type

The default bullet is a black circle, and the default number is an
Arabic numeral (1, 2, 3). Word offers a variety of other choices,
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however.

QWhen using the Bullets button or the Numbering button,
instead of clicking the button face, click the down arrow
to open a list of options.

@ Then select the desired bullet character or number type.

e For even more choices, click Define New Number
Format (or Define New Bullet if using bullets rather
than numbering). You can then set up a new format in a
dialog box.

o= e 3= A
H"’QE"; 20 T | aaBbceDd AaBbCeDd

Recently Used Number Formats bl Spac..

O

Numbering Library

——
None 2 2
3.

I A a)
I B. b)
. C. )

&

Change List Level 0 »

Define New Number Format.

[

~ Set Numbering Value...

Figure 3-20: Choose a different
numbering type.
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Apply styles
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A style is a named set of formatting specifications. Using a style
makes it easy to apply consistent formatting throughout a doc-
ument. For example, you might apply the Heading 1 style to all
headings in the document and the Normal style to all the regular
body text. Here are the advantages of this approach:

e Ease: Applying a style is easier than manually applying

formatting. And changing a style’s formatting is a snap. If you
want the headings to look different, for example, you can mod-
ify the Heading 1 style to change them all at once.

e Consistency: You don’t have to worry about all the headings

being formatted consistently; because they're all using the same
style, they're automatically all the same.

By default, each paragraph is assigned a Normal style. The
template in use determines the styles available and how they're
defined.

In Word 2016, in documents that use the default blank
(Normal) template, the Normal style uses Calibri 11-point font
and left-aligns the text, with no indentation.

O 1he Styles gallery on the Home tab contains shortcuts
for commonly used styles. The first row appears on the
Ribbon itself.

@You can see the rest of it by clicking the More button to
open the full gallery.

GTO open the Styles pane, click the dialog box launcher on
the Styles group.

Q Not all styles appear in the Styles gallery — only the ones
that are designated to appear there in their definition. The
rest of them appear only in the Styles pane.

GTO apply a style, select the paragraph(s) that you want
to affect or move the insertion point into the paragraph.
Then click the style you want to apply, either in the Styles
gallery or in the Styles pane.

G If the Show Preview check box is marked, the Styles pane
shows each style name using the formatting that style
applies.
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Figure 3-21: Choose a style from the Styles gallery or from the Styles pane.

Modify styles

You can modify a style in two ways: by example or by manually
changing the style’s definition. The by-example method is much
easier, but somewhat less flexible.

Modify a style by example
To modify a style by example, follow these steps.
6 Apply the style to a paragraph.

(2] Manually change the paragraph’s formatting. For example,
you might change the font, font size, color, indentation,
and/or line spacing.

O 1n the Style gallery or in the Styles pane, right-click the
style. A menu appears.

e Click Update stylename to Match Selection, where
stylename is the style’s name.
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Figure 3-22: Modify a style by updating it to match a paragraph’s current formatting.

9781119144601-ch03.indd 75

Modify a style by definition

To modify the definition of a style, follow these steps:

a In the Style gallery or in the Styles pane, right-click the

style. A menu appears.

@ Click Modify.

Title <@

Update Title to Match Selection
4 Modify.. <))

Select All: (No Data)

Remove All: (No Data)

Delete Title...

Remove from Style Gallery

[

Figure 3-23: Right-click a style

and choose Modify.

9 If desired, type a different name in the Name box.

e Use the controls under Formatting to redefine the style’s
character and paragraph formatting.

e Click the Format button. A menu opens.
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0 Calibri Light (Headin|v| |28 [v| B I U Automatic v

Modify Style ?

Properties
Name: Title
Style type: Linked (paragraph and character)
Style based on: T Normal

Style for following paragraph: | T Normal

Formatting

4= w= | o= 3=
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= = -

Annual Report

Font.
Paragraph.
Tabs...
Border...
Headings (Calibri Light), 28 pt, Condensed by 0.5 pt, Kern at 14 pt
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Frame. on't add space between paragraphs of the same style, Style: Linked, Show in the
- fority: 11
-Numbering.
Shorteut key.. s gallery ,_D Automatically update
ument () New documents based on this template
Text Effects...

Figure 3-24: Redefine the style.

O Click the type of formatting you would like to fine-

tune. A dialog box appears for that formatting type. For
example, Figure 3-25 shows the dialog box you see if you

choose Numbering.

0 Select formatting options and then click OK to return to

the Modify Style dialog box.

8. Repeat steps 5-7 to further define the style as desired.

Q (Optional) Mark or clear the Add to the Styles gallery
check box to determine whether or not this style appears

in the Styles gallery on the Ribbon.

@ (Optional) If you want these changes to be reflected in all
new documents based on the current template, click New

documents based on this template.

@ click ok
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? X
Properties B
4 Numbering and Bullets ‘ X L
Name: 1
style type: | Numbering | Bullets I
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Style for following paragraph: 1 v
Formatting 2.
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Define New Number Format...
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Line spacing: single, Space h
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(®) Only in this document () New dacuments based on this template

Figure 3-25: Define style settings in one or more of the
dialog boxes for individual formatting types.

Create new styles

You can also create your own styles. This is especially useful if
you want to build a template that you can give to other people to
make sure that everyone formats documents the same way, such
as in a group where each person assembles a different section of
a report.

When you create your own styles, you can name them anything
you like. Most people like to name styles based on their pur-
poses, to make it easier to choose which style to apply. For exam-
ple, Figure Caption would be a good name; Style13 would not.

Just like when modifying a style, you can create a new style either
by example or by manually specifying a style definition.

\‘&N\BEB Each new style is based on an existing style (usually the Normal

& style) so that if there’s a particular formatting aspect you don't
specify, it trickles down from the parent style. For example, sup-
pose you create a new style named Important, and you base it
on the Normal style. The Important style starts out with identical
formatting to the Normal style, which is Calibri 11-point font.
You might then modify it to have bold, red text. The definition
of Important is Normal+bold+red. That's significant if you later
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change the definition of Normal to 12-point font. That font size
change trickles down to Important automatically, and all text
formatted with the Important style becomes 12 points in size.

Create a new style by example
To create a new style by example, follow these steps.

a Apply a style to some text that is similar to the style you
want to create.

(2] Change the text’s formatting as needed to make it an
example of the style you want to create.

3. Select the text.

e Click the More button on the Styles gallery on the Ribbon
to open the Styles gallery and its menu.

B ©- ¢ &€ - Document2 - Word - X
Home = Inset Design Layout References Mailings  Review  View @ Tell me what you want to do the Wempen
= X cut - - [ A Prfind ~
Do Calibrilight (<[28 ~| A A Aa~ K Z-iZ-tC AL T | aambcend mssbcend AaBbCe Assbcer AQB S aeace
B Copy -
Paste - : LAyl A . . T T -
~ Format painter (B L U "abe Xz x* [ - 22 A LR Normal  1No Spac.. Heading1 Heading 2 Title ,dd,
Clipboard 5 Font 5 paragraph 5 Styles 5 Ediing ~

Figure 3-26: Set up some text for the new style’s formatting and then open the Styles

gallery.
e Click Create a Style.

AaBbCcDd AaBbCeDd AaBbhC( AaBbCcl Aa B‘
TNormal T NoSpac.. Heading1 Heading 2 Title
AaBbCcD AaBbCeDd AaBbCcDd AaBbCcDd  AaBbCeDe
Subtitle  Subtle Em.. Emphasis Intense E.. Strong
AaBbCcDd AaBbCcDd  AaBeCcDD AaBeCcDD  AaBbCcDa
Quote Intense Q.. Subtle Ref.. Intense Re.. BookTitle
AaBbCcDd

1 List Para...

-H Create a Style 0

£ Clear Formatting

24 Apply Styles...

Figure 3-27: Click Create a Style.
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Create New Style from Formatting ? X

Name:

Section Heading o

Paragraph style preview:

Stylel
¥ Modify.. Cancel

Figure 3-28: Assign a name to the new style and
click OK.

@ In the Name box, type a name for the new style.
@ click ok.

Create a new style by definition

To create a new style by defining its formatting, follow these
steps.

1. Apply a style to some text that is similar to the style you
want to create.

e If the Styles pane does not appear, click the dialog box
launcher for the Styles group on the Home tab to make it
appear.

9 Click the New Style button.
O 1n the Name box, type a name for the new style.

By default the Style for following paragraph setting is
set to the new style itself. This is appropriate if the new
style is for body paragraphs. If the new style will be
used for headings, and you will usually want the para-
graph that follows the heading to be some other style,
such as Normal, open the Style for following paragraph
drop-down list and choose the desired style. (See ) in
Figure 3-29.)

5. Go to step 4 in the section “Modify a style by definition”
earlier in this chapter and complete that procedure to
finish defining the style.
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Figure 3-29: Create a new style by definition.
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CHAPTERFOUR

Formatting
Sections,
Pages, and
Documents

SOme types of formatting cannot be In This Chapter
applied to individual words or para-
graphs, but only to entire pages and sec- = Setting the margins

tions at once. For example, you can't set

the paper size or orientation for individual
paragraphs. This chapter looks at a variety of
these document-wide settings. = Creating page headers

and footers

u=Setting page size and
orientation

The term “document-wide” is not entirely
accurate to describe these types of format- u=>Creating page and section
ting, however. It’s true that normally a doc- breaks

ument would have only one paper size, for

example, or only one number-of-columns "= Setting up multicolumn

setting. However, Word enables you to cre- documents

ate section breaks in d'ocume'nts, and have = Applying a page border
different document-wide settings on either )

side of the break. A section break enables "= Applying page

you to, for example, store an envelope in background shading

the same document file as a business letter.
This chapter explains how to create and use
section breaks to allow for flexibility in your
document layouts.

u= Adding line numbers

Set margins

Margins are the empty spaces on each side
of the page. A normal amount of margin
(or at least what Word calls “Normal”) is 1”
on all sides. You might want to change the
margins to accommodate special situations,
though. (Helpful hint: if you're a student,
don’t try to make your research paper seem
longer by increasing the margins. Teachers
are wise to that trick.)
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Word comes with several margin presets, such as Narrow (0.5”
all around) and Wide (1" at top and bottom, 2” on left and
right). You can also set custom margins, where you get to specify
an exact number for each side of the page individually.

\g . .

P Margins apply to the entire document. If you need part of the
document to have different margins from the rest, create a section
break, as explained in “Create section breaks” later in this chapter.

G On the Layout tab, click the Margins button.
@ Click one of the presets. You're done.
OR
@ Click Custom Margins to open the Page Setup dialog box
to the Margins tab.
H -
Home Insert Design Layout Ref
V =N "= Breaks ~
P ID % [ Line Numbers -
Marglns Orientation Size Columns
- - bc Hyphenation -
Nurmal - =
@ Top: " Bottom: 1"
Left: 1” Right: 1"
Narrow
Top: 05" Bottom:0.5"
@D left 05" Right: 05"
Mnderate
D Top: " Bottom: 1"
Left: 0 5" Right: 0.75"
Wide
@ Top: 1 Bottom: 1"
Left: 2" Right: 2"
Mirrored
m Top: 1" Bottom: 1"
Inside:  1.25" Qutside: 1"
? Custom Margins...
Figure 4-1: Choose a margin
preset from the Margins button’s
drop-down list.
e Enter the desired value in the Top, Bottom, left, and Right
boxes.
") The Gutter and Gutter Position settings are for situa-

tions where you are printing a double-sided publication
that will be bound like a book. The margin closest to
the binding should be somewhat larger than the rest to
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accommodate the binding; depending on whether it’s an
odd- or even-numbered page, that extra gutter amount
should be either on the left or right side of the page. Using
the Gutter setting ensures that each page has the gutter on
the correct side.

O Click OK.
Page Setup ? X
Margins Paper Layout
Margins
Top: L = Bottom: 1 = 40
Left: 1 = Right: 1 =
Gutter: o = Gutter position: Left v
Orientation
Portrai Landscape
Pages
Multiple pages: Normal v
Preview
Apply to: | Whole document | v
prya— Y corce

Figure 4-2: Set custom margins in the Page
Setup dialog box, on the Margins tab.

Set page size and orientation

Page size is the paper size on which you'll be printing your work.
You have a page size even if you aren't printing, though; docu-
ments that appear onscreen have a page size too, of course. The
default page size in Word is Letter, which is 8.5” x 11”.

Page orientation is the direction that the text runs on the page.
The default is portrait, in which the lines of text are parallel to the
narrower edge of the paper. The alternative is landscape, in which
the lines are parallel to the wider edge.
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Set page size

You can choose a page size preset from the Size drop-down list
on the Layout tab, or you can set a custom page size if none of
the ones on the list match the page size you want.

© on the Layout tab, click the Size button.
@ Click one of the presets. You're done.
OR

@ Click More Paper Sizes to open the Page Setup dialog box
to the Paper tab.

H - :
Home %n Design Layout References M4

E D@ % "= Breaks ~ Indent

{[Line Numbers~ 3= Left: |0
Margins Orientation ' Size Columns ,_ ) __
. & o . b Hyphenation~  Z€Right: 0"

Letter -
85" x 11"

Legal
85" x 14"

Executive
725" x 105"

Ad

827" x 11.69"
A5

583" x 827"

B5 (JIS)
716" x 10.12°

O O Om

Folio
85" x 13"

Envelope #10
412" x 95" -

More Paper 5&255‘”@

Figure 4-3: Choose a paper size preset from
the Size button’s drop-down list.

@ Open the Paper size drop-down list and choose a preset.
This list of presets is more extensive than the list on the
Size button.

OR

@ Enter the paper’s measurements in the Width and Height
text boxes.
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If you don’t know what the paper size is called, it may be

difficult locating it by name on the list in step 3A. You
may find it quicker to enter its measurements in step 3B.

O Click OK.

Page Setup ? X

Margins Paper Layout

Paper size:

Er—] )

Width: 85"

BIACIRS

:

Height: 11"

Paper source

First page: Other pages:

Automatically Select Automatically Select
Auto Select By Printer Auto Select By Printer
Trayl Tray1

Manual Manual

Preview

Applyto; | Whole document | Print Options...

) cone

Figure 4-4: Choose a custom paper size in
the Page Setup dialog box, on the Paper tab.

") When printing a multipage document, you might want the first
page to pull paper from a different paper tray in your printer.
For example, it is common in multipage business letters for the
first page to be on letterhead and subsequent pages to be on
plain paper. In the Paper source area of the dialog box (refer to
Figure 4-4) you can choose a different paper source for the first
page and for other pages.

Set page orientation

Page orientation is pretty simple; there aren’t any options for it.
Here's how you do it:

c On the Layout tab, click Orientation.
e Click Portrait or Landscape.
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Margins Orientation Size Columns ]
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D Jortra'ta
D Landscape

Figure 4-5: Switch between
portrait and landscape
orientations.

Use page headers and footers

Headers and footers contain content that repeats at the top and
bottom of each page, respectively, outside of the top and bottom
margins. Every document has a header and footer area, which
are both empty by default. The header and footer appear in Print
Layout view, Read Mode, and Web Layout view, and also on the
printed page. (If you're in Draft view, you might want to switch
to Print Layout view to follow along in this section more easily.)

You can place text in the header and footer that repeats on every
page, and you can insert a variety of codes in them that display
information such as page numbers, dates, and times.

Number the pages

Have you ever dropped a stack of papers that needed to stay in
a certain order? If the pages were numbered, putting them back
together was fairly simple. If not, what a frustrating, time-
consuming task.

Fortunately, Word makes it very easy to number your document
pages. And you can choose from a variety of numbering styles
and formats. When you number pages in Word, you don't have
to manually type the numbers onto each page. Instead, you place
a code in the document that numbers the pages automatically.
Sweet!

When you use the Page Number feature in Word, it automati-
cally inserts the proper code in either the header or the footer so
that each page is numbered consecutively.
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® Page numbers are visible only in Print Layout view, Read Mode,
Print Preview, and on the printouts themselves. You don't see
the page numbers if you're working in Draft view or Web Layout
view, even though they're there.

To number pages, follow these steps:
c On the Insert tab, click Page Number. A menu appears.

e Point to Top of Page or Bottom of Page, depending on
where you want the page numbers. A submenu appears.

e Click one of the presets. The document enters header/
footer mode, and the new page number appears in either
the header or footer.

W The Plain Number 1, 2, and 3 presets are identical except

for the placement of the page number, on the left, center,
or right, respectively.

B 9 M Document2 - Word = - X
Home | Insert = Design  Layout References  Mailings  Review  View  Q Tell me what you want to do. Faithe Wempen
B Cover Page - El J [ad @ TEySmartArt @ soe w E‘E« @ +j [ Header ~ [E-[Z- 7 Equation ~
[ Blank Page = 2 1l Chart 2

s [2) Footer - A4-E  Qsymbol~
Table Pictures Online Shapes 3 My Add-ins - Wikipedia Online  Links  Comment
- Pictures - v Screenshot= S8 MY Video - [2) Page Number |

Pages Tables Illustrations Add-ins Media comments | B Top of Page

= Page Break
Symbols. ~

,
Simple ~/[® Bottom of Page »
Plain Number 1 0 B page Margins K
[3] current Position »

' [ Format Page Numbers..

[Fx Remove Page Numbers

Plain Number 2

Plain Number 3

B More Page Numbers from Office.com »

Pagelof1 Owords [I4 English (United States) 3

Figure 4-6: Choose a page number position.

4. If you want to further edit the header or footer, do so.
Otherwise, double-click in the main part of the document
to exit from header/footer mode.

W In step 4 you can also click Close Header and Footer on

the Header & Footer Tools Design tab to return to normal
editing.

Here are some additional things you can do with page numbers
in Word from the Page Number button’s list (Figure 4-6):

® Point to Page Margins for a selection of presets in which the
page numbers appear in the right or left margin area.
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@ Point to Current Position for a selection of presets that enable
you to place the page number code in the body of the docu-
ment rather than in the header or footer.

® Click Format Page Numbers to open a dialog box in which you
can select a page number format. Format in this context does
not mean font, size, or color; instead it means the numbering
format, like Arabic numerals (1, 2, 3) versus Roman numerals
(I, 11, TI1).

® Click Remove Page Numbers to remove all page numbering
codes.

Type text in the header or footer area

In addition to a page number, you can put other content in the
header and footer areas of your document. For example, if you're
typing the minutes of a club meeting, you might want to put

the club’s name in the header so that it appears across the top of
each page.

Here are two ways of putting content into them: You can use
presets to insert codes and formatting, or you can type text and
insert codes manually into the headers and footers.

To use a preset, do the following:

c On the Insert tab, click the Header button, or click the
Footer button.

9 Click one of the presets that appears on the list.

B &- - Document2 - Word Header & Footer Tools m - x
Home | Insert | Design layout References Mailings  Review  View Design Q Tell me what you want to do... Faithe Wempen
4 Cover Page - 1) TESmartArt o Header - - [~ T Equation -
B Ml g D> s W [3e t8 RS
e = 1l Chart [7] Footer - 4-FE  QSymbol -
Table  Pictures Online Shapes ® My Add-ins - Wikipedia Online ~ Links  Commen s
Pictures - m+Screenshot~ Video ™ (LD =
Pages Tables lustrations Addins Media Comment Blank
e
Blank (Three Columns)
e e bl
Austin
8 More Footers from Office.com b
[ Edit Footer
[ Remove Footer

Pagel1of1 Owords [I4 English (United States) 3

Figure 4-7: Choose a header or footer preset.
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To create your own header or footer, follow these steps:

1A. In Page Layout view, double-click the top or bottom
margin area of the page.

OR

1B. On the Insert tab, click the Header button or the Footer
button and then choose Edit Header or Edit Footer from
the menu that appears.

The Header & Footer Tools Design tab appears on the
Ribbon.

. Position the insertion point where you want the header or
footer text to appear.

The header and footer have preset tab stops: a center tab
stop in the center, and a right-aligned tab stop at the right.
So, in step 2, if you want to place something in the center,
press Tab once; if you want to place something on the right,

press Tab twice.
3. Type the text that you want to appear.

(4] (Optional) If you want to switch between the header and
footer, click Go to Header or Go to Footer.

e Click Close Header and Footer.

o -

Home

03 [

Header Footer  Page
- = Numbe
Header & Footer

Document2 - Word = - X

Header & Footer Tools

Insert  Design Layout References  Mailings  Review  View Design Q Tell me what you want to do. Faithe Wempen
F [‘7 Q [, Previous Different First Page Z*Header from Top: 05" B
O = 0 49 Different Odd & Even Pages =+ Footer from Bottom: (0.5

[, Next

1k to Prey

' Close Header
and Footer
Close

Date & Document Quick Pictures Online  Goto Goto
Parts -
Insert

r- Time Info- Pictures Header Footer ous  [¥] Show Document Text [3) Insert Alignment Tab

Navigation

Options Position ~

Figure 4-8: Type text into the header or footer area.
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In a complex document, you can get very fancy with headers and
footers using some of the advanced options on the Header &
Footer Tools Design tab, as shown in Figure 4-9. For example:

eYou can choose to have a different header and footer on
the first page. That might be useful if the first page is a
cover sheet or title page.

@You can also have different headers and footers on odd
and even pages. That's handy when you're printing a
double-sided booklet, for example, so the page numbers
can always be on the outside edges.

GYou can also create section breaks (covered later in this
chapter) and have a different header and footer in each
section. When you use multiple headers and footers in a
document, you can move between them by clicking the
Previous and Next buttons.
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QTO adjust the header and footer size and positioning,
use the settings in the Position group. You can specify a
Header from Top and Footer from Bottom position there.
For example, if you want a taller header section, increase
the Header from Top setting.

B - Document2 - Word Headl oter Tools m - X
Home Insert Design  layout References  Mailings  Revi View ign Q Tell me what you want to do. Faithe Wempen
A == E £ previous Different First Page = Header from Top:  [05° 0 [
= O = 0 49 [ Next 0 Different Odd & Even Pages =+ Footer from Bottom: |0.5" -
Header Footer  Page Date & Document Quick Pictures Online Goto Goto N Z| Show D Te I Al Tab Close Header
- - Numbers Time Info Pars~ Pictures  Header Footer + Link to Previous ow Document Text =] Insert Alignment Ta and Footer
Header & Footer Insert Navigation Options Position Close A

Figure 4-9: Use the Header & Footer Tools Design tab to set options for your headers and

footers.
Insert a page number code
in a header or footer
If you already have the header or footer open for editing (steps 1
and 2 of the previous procedure), you can easily insert a page
number code at the insertion point’s current position by doing
the following:
a On the Header & Footer Tools Design tab, click Page
Number.
9 Click Current Position.
e Click Plain Number.
B - Document2 - Word Header & Footer Tools m - x
Home Inset Design Layout References  Mailings  Review  View Design Q Tell me what you want to do... Faithe Wempen
5 [, Previous Different First Page % Header from Toj 0.5" .
D D Eﬂ Q B F@ U [ Next Different Odd &gEven Pages [+ Footer from But[:um 05 : m
Header Footer  Page Date & Document Quick Pictures Online Goto Go to v y Close Header
- - MNumber~ Time Info- Parts~ Pictures  Header Footer + Linkto Previous Y] Show Document Text B3 insert Alignmen Tab and Footer
Header &F [B) Top of Page ) ot Navigation Options Position Close -~
[ Bottom of Page »
[ Page Margins »
[&) current Position » | Simple -
[ FormatPage Numbers.. | Plain Number 9
[ Remove Page Numbers M
Page X
Accent Bar 1
=)
[B More Page Numbers from Office.com »

Page1of 1 Owords [[¢ English (United States) £

Figure 4-10: You can insert a page numbering code at the insertion point.
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Insert a date or time code
in a header or footer

If you want to insert a date or time code that automatically
updates, do the following:

o On the Header & Footer Tools Design tab, click Date &

Time.

9 Click the desired format.
e Mark the Update automatically check box.

B -
Home

Header Footer  Page
- = Number
Header & Footer

Page1of 1 Owords L[4 English (United States)

Insert  Design  Layout

ADGQB R B

Date & Document Quic
r~  Time Info~  Parts
Insert

Header & Footer Tools
References ~ Mailings ~ Review  View Design Q Tell me what you want to do...
g [l Previous Different First Page i+ Header from Top
G ag [} Next Different Odd & Even Pages  =* Footer from Bottom: (0.5
Dicturas_Cul Gt "
Date and Time , « [tAlignment Tab

==l

Available formats:

Tuesday, SeptemBem®P2015
September 8, 2015

/8/15

2015-03-08

8-Sep-15

982015

Sep. 8, 15

8 September 2015
September 15
Sep-15

9/8/2015 11:21 PM
9/8/2015 11:21:06 PM
1121 PM

Language:

3

Set As Default

4 .

English (United States) | v

[V]Update automatically;

Cancel

Position

=]

Faithe Wempen
05" N m

“ Close Header

and Footer
Close ~

Figure 4-11: Insert an automatically updating date and time code in the header or footer.

Create page breaks
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Word automatically creates a page break when you reach the bot-
tom of a page. That's called a soft page break because it is variable.
If you delete some content on the previous page, the page break
point changes. You can also create hard page breaks, which are
manually created breaks that don’t change when the document
content changes. For example, you might insert a hard page
break to start a new chapter of a story on a new page.

The easiest way to create a hard page break is to press Ctrl+Enter.
That way you don’t even have to take your hands off the
keyboard. You can also choose Layout, Breaks, Page.
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To delete a hard page break, move the insertion point to the top
<P of the page that follows the break, and then press Backspace.

If you have a hard time finding the page break to delete it, switch
to Draft view.

Create section breaks

Word has a lot of settings that are considered document-wide—
in other words, they affect every page of the document. These
include vertical page alignment, page size and orientation, line
numbering, newspaper-style columns, page watermarks, and
headers and footers. These settings are stored in the document’s
end-of-file marker.

However, there are plenty of times when you might want differ-
ent document-wide settings in a certain portion of a document,
like a different number of columns or a different chapter title in
the footer. For those situations, you can create section breaks. A
section break is a divider that separates one section of a document
from another. A section break can store all the same settings as
an end-of-file marker, so you can have different document-wide
settings on each side of the section break.

It’s important to understand that a section break is not the same
thing as a page break, although some types of section break also
serve as page breaks. There are five types of section breaks:

e New page: Starts a new section on a new page.
e Continuous: Starts a new section on the same page.

e Even page: Starts a new section on a new page, and that page
must be even-numbered.

® Odd page: Starts a new section on a new page, and that page
must be odd-numbered.

® New column: Starts the new section in a new column. This
is relevant only in a multicolumn layout. (See “Set up a
multicolumn document” later in this chapter.)

If you select text before you insert a section break, you actually
get two section breaks, one on each side of the selection. This
places the selection in its own separate section from the rest of
the document. If you do not select text before inserting a section
break, you get a single break at the insertion point.
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To create a section break, follow these steps:
1A. Select the content that you want to be in its own section.
OR

1B. Position the insertion point where you want the section
break to occur.

e On the Layout tab, click Breaks. A menu opens.

e Click the desired section break type from the Section
Breaks area of the menu.

=] - M Document?|
Home Insert Design Layout References Mailings Review View

@ @ IE 'HBreaks'Q Indent Spacing

N N Page Breaks - bi
Margins Orientation Size Columns F

Page _m
Mark the point at which one page ends
and the next page begins.

[T -

Page Setup

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping

Separate text around objects on web
pages, such as caption text from body text.
Section Breaks

Next Page

Insert a section break and start the new
section on the next page.

[ E

Continuous
Insert a section break and start the new
section on the same page.

Even Page

Insert a section break and start the new
section on the next even-numbered page. |+

BH i

Figure 4-12: Choose a section break type from the
Breaks button’s menu.

To delete a section break, position the insertion point just below
the section break and then press Backspace. If you have trouble
locating the section break, switch to Draft view. Both page and
section breaks appear as horizontal lines in Draft view, as shown
in Figure 4-13.

._E--‘---l‘--uw-z 4. ] B 6 .

Quality and Safety Newsletter

ction Break (Continuous)

Welcome to our first issue!

Figure 4-13: Section breaks are easily visible in Draft view.
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Set up a multicolumn document

There are two kinds of multicolumn layouts you can create in
Word: tabular and newspaper-style.

A tabular layout is a table that’s used for text positioning. Create
a table, as you will learn in Chapter 5, and remove the borders
from all cells. The text lines up neatly in the table columns, and
your audience is none the wiser that you used a table to make
the layout. A tabular layout can coexist in a document with nor-
mal text without using section breaks. Tabular layouts are good
for aligning the entries in multiple columns with one another,
such as a grid of names and addresses.

Newspaper columns, which I cover here, are entirely different.
Text snakes down a narrow column from top to bottom, and
then starts up again at the top of the next column. In order to use
varying numbers of newspaper-style columns in different parts
of a document, you have to employ section breaks. Newspaper
columns are good for creating newsletters, brochures, and other
graphical publications.

Follow these steps to use multiple newspaper-style columns:
1A. To affect only certain paragraphs, select them.
OR

1B. Position the insertion point within the section that you
want to affect. If the document has no section breaks, the
setting will apply to the entire document.

9 On the Layout tab, click Columns.
e Click the desired number of columns.

QThe Left and Right settings in Figure 4-14 represent
two-column layouts where one column is wider than
the other.

9 If you want more control over the column widths,
choose More Columns from the menu, and then
specify exact column widths in the Columns dialog
box.
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Figure 4-14: Select a number of columns.

If you selected certain paragraphs in step 1A, Word creates two
new section breaks in step 3: one at the beginning of the selected
text and one at the end of it. The setting you choose in step 3
applies only to the section between those two breaks.

To return a section to using only one column, repeat the steps,
selecting One as the number of columns.

Create a page border

A page border is a decorative border around the entire page. It is
positioned according to the margin settings for that page. So, for
example, if you have 1” margins set up for all sides of the docu-
ment, the border will appear 1” from the edge on all sides.

Create a simple page border

You can apply a border to an entire page in much the same way
you did with a paragraph in Chapter 3. You can use any combi-
nation of line style, weight, and color you like.

To create a page border, follow these steps:

6 On the Design tab, click Page Borders. The Borders and
Shading dialog box opens with the Page Border tab
displayed.

95

9781119144601-ch04.indd 95 October 15, 2015 3:36 PM



e Choose a line style from the Style list.

e Choose a color from the Color list.
e Choose a line thickness from the Width list.

Page1of1 Owords

None

Shadow .

to apply borders

Custom

9/0mm W

Automatic

(none)

=l
B O

i to:

‘Whole document ~

Options.

0%  English (United States)  #3

B ©-
Home Insert | Design = Layout References Mailings Review View  Q Tell me what you want to do Faithe Wempen
o TITLE i Title e e n =/ Paragraph Spacing ~ D @
o [@leffects -

Colors Fonts g Watermark Page  Page

1% TN @ setas Default o e
o, = Page Background ~

Borders and Shading 7 X
Borders  Page Border  Shading
Style: Preview
A Click on dliagram below or use buttons

Figure 4-15: Set the options for a page border.
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Apply BorderArt

BorderArt uses a repeated graphic image to create a page border.
You can select an image and then select a size at which the image
should appear. That size determines the border thickness.

To apply BorderArt, follow these steps:

1. On the Design tab, click Page Borders. The Borders and
Shading dialog box opens with the Page Border tab
displayed.

e Open the BorderArt list and click the desired image.

e In the Width box, use the arrow buttons to increase or
decrease the size.
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e Check the border in the Preview area to see how it will
appear.

O click ok

Borders and Shading

Borders Page Border shading

Style: Preview

__________________ 2 Click on diagram below or use buttons
None to apply borders

@

S

2
|
i
i
i
i
i
i
i
i

Shadow

i () [
]

Color:

i
=]

Automatic

it (5] R
Custom | |31pt :0
Apply to:
Whole document 4

Art:
Bmme
)2

Options...

Cancel

B o |

Figure 4-16: Create a graphical border with BorderArt.

To turn off BorderArt, repeat the steps but choose (none)
in step 2.

Apply a page background color

9781119144601-ch04.indd 97

Pages have no background by default. That's usually a good
thing, because printer ink is expensive, and you'd go broke print-
ing a colored background on every page. Sometimes, though,
you might want a background, such as in a document that you
plan to distribute online rather than in print.

To color the background, follow these steps:
a On the Design tab, click Page Color.

@ Click the desired color from the Theme Colors or
Standard Colors section.

OR

@ Click More Colors, and then select a color from the Colors
dialog box and click OK.
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Figure 4-17: Choose a page
background color.

Add line numbers

Line numbering can help people refer to specific locations in the
document more easily when they are collaborating on drafts.
Some legal documents also make use of line numbers.

Line numbering is a document-wide setting (although you can
apply it on a section-by-section basis, as with most other docu-
ment formatting).

You can enable line numbering at a basic level by choosing a
setting from the Line Numbers button’s drop-down list on the
Layout tab, as shown in Figure 4-18. Turn line numbering off by
choosing None from this list. (See @) in Figure 4-18.)

For additional numbering options, do the following:

a On the Layout tab, click Line Numbers, and then click
Line Numbering Options. The Page Setup dialog box
opens to the Layout tab.
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H ©- :

Home Insert Design Layout References Mailings Revi
@ FA'& = % "= Breaks ~ Indent
D ID §DLine Numbers 'ﬁeﬁ; o
Margins Orientation Size Columns
- - - - None
Page Setup Continuous aragraph
Restart Each Page
Restart Each Section
Suppress for Current Paragraph
Line Numbering Opﬂons.‘.o
Figure 4-18: Choose a line numbering setting.

9 Click the Line Numbers button.
e Mark the Add line numbering check box.

o Set any line numbering options as desired.

O cliick ok

Suppress endnotes

Headers and footers

From edge:

Preview

Pa etup ? X
Margins Paper Layout
Section
Section start: New page ~

r
L] bifferert odd & 3 Numbers ? %
[ vifferent first o § .
Add line numbering

Start at: 1 =

From text: | Auto =
Page

Countby: |1 =
Vertical alignment:

Numbering:

N 5

(® Restart each page
(O Restart each section
) continuous

Applytor | Whole document

Set As Default

oK Cancel

Figure 4-19: Access the Line Numbers
button from the Layout tab.
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CHAPTERFIVE

Working with
Tables and
Graphicsin
Word

Tables help you present rows and columns
of data in an orderly way. You can draw
tables or create them by using a preset grid.

You can dress up Word documents with a
variety of graphics. Graphics can make a
document more interesting and can explain
visual concepts more easily than text alone.
You know the old saying . . . a picture is
worth a thousand words. You can import
pictures from online sources, use pictures
from your collection, or create artwork
inside of Word with drawing tools (which is
beyond the scope of this chapter).

In this chapter, you learn how to insert

and format tables and images and how to
position and format pictures in a document.
You also learn about the Caption feature

in Word, which can caption and number
images automatically.

Create tables

A table is a grid of rows and columns, some-
what like a spreadsheet. Each of the row-
and-column intersections is a cell. You can
type text into a cell as if it were a text box.
Tables are useful for displaying information
in multicolumn layouts, such as address
lists and schedules. You may be surprised at
all the uses you can find for tables in your
documents!
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In This Chapter

u= Creating tables

u=Selecting and resizing
rows and columns

= Adding and removing
rows and columns

= Applying borders and
shading to table cells

= |nserting a picture from
afile

m=>Changing a picture’s wrap
setting

= Moving and resizing a
picture

u=Captioning and
auto-numbering pictures
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To create a table in Word, you can either insert a table as a whole or
draw one line by line. In most cases, if you want a standard-looking
table (that is, one with equally sized rows and columns), your best
bet is to insert it. If you want an unusual-looking table, such as with
different numbers of columns in some rows, you may be better off
drawing the table. You can also convert existing text to a table.

Insert a table

When you insert a table, you have to tell Word to start with a
specific number of rows and columns. You can modify the table
later to add or remove rows and columns as needed. Creating a
table by specifying rows and columns works well when you want
a table in which all of the rows and columns are the same width
and height (or at least starting out that way).

There are two ways to create a table by specifying the rows and
columns you want. Here's the first way, which is quick and simple:

c On the Insert tab, click the Table button. A menu appears
that contains a grid of squares.

9 Drag the mouse across the grid to select the number of
cells you want. For example, to create a table with three
rows and three columns, drag across three squares across
and three squares down, as in Figure 5-1.

3. Release the mouse button. The table is created.

H - -
Home Insert Design Layout References
B Cover Page - D@ Q’g\ B SmartArt
[7] Blank Page = @ 1l Chart
Table Pictures Online Shapes
b Pictures -

>H Page Break &+ Screenshot ~

Pages 3x3 Table

/N

LI
IO
L]
N
L]
L]

le=2| Insert Table...
Ei Draw Table

I

LT] Excel Spreadsheet
[ Quick Tables »

Figure 5-1: Drag across the grid to select
the size of the table to create.
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And here’s the second way, which is a little more work but also
enables you to specify some options:

a On the Insert tab, click the Table button. A menu appears.
e Click Insert Table. The Insert Table dialog box opens.

H - 0 :
Home Insert Design Layout References
B Cover Page - w @\. T SmartArt
[ Blank Page = = ol Chart
Table Pictures Online Shapes
54 Pictures  ~

'H Page Break &+ Screenshot -

Pages Insert Table

I

I:l Insert Tab\e.‘.o

[ Draw Table

L_iﬁ Excel Spreadsheet
M Quick Tables »

Figure 5-2: Select the Insert Table
command from the menu.
e Enter a number of columns.
0 Enter a number of rows.

e Choose how you want the table’s column width to be
determined:

e Fixed column width makes the table as wide as possi-
ble given the document’s margin settings, and evenly
distributes the available space among the columns.

e AutoFit to contents allows each table cell to expand as
needed as you type text in it.

¢ AutoFit to window changes the size of the table as
needed so the table is fully visible onscreen. This
option is used when creating web pages and is not
common in regular documents.

0 click Ok
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Insert Table ? X

Table size
MNumber of columns: 5 0 =
Number of rows: 2 0 :

AutoFit behavior

'3§1' Fixed column width: |Auto
() AutoFit to contents 0

': ) AutoFit to window

D Remember dimensions for new tables

Figure 5-3: Specify the table’s number of
rows and columns and its AutoFit behavior.

Draw a table

Drawing a table is the best method when you need a table that
has unusual row and column arrangement, such as a row that is
broken into a different number of columns than other rows or
a column that is much wider than the others. When you draw a
table, you create each divider individually, so you have ultimate
control.

To draw a table, follow these steps:
ﬂ On the Insert tab, click the Table button. A menu appears.
e Click Draw Table. The mouse pointer changes to a pencil.

e Drag to draw a box that represents the outside of the
table.

e Drag to draw vertical and horizontal lines inside the box
to create the rows and columns.

GWBER . . . . .
If you make a mistake in drawing a line, click Eraser and

then click the line to erase. You can then click Draw Table
to return to drawing mode. (See @) in Figure 5-7.)

e On the Table Tools Layout tab, click Draw Table to turn
off the feature, or press the Esc key.
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™ Draw Table Q
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Figure 5-4: Choose the Draw Table command.

g

Figure 5-5: Draw the outside of the table.

a

Figure 5-6: Draw the inner lines of

the table.
©- 0 Document2 - Word Table Tools m - X
Home Insert Design layout References  Mailings Review View  Design  layout = (Q Tell me whatyou want to do. Faithe Wempen
1% Select ~ [ Draw Table 5 Insert Below Merge Cells  §[][0.18" g EEAE A3 A| [ Repeat Header Rows
i A
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[ Properties -~ Above [ InsertRight & SplitTable {5 AutoFit~ = & = pirection Margins fx Formula

Table Draw Rows & Columns 5 Merge Cell Size 5 Alignment Data ~
Figure 5-7: Turn off the Draw Table feature.
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Convert existing text to a table

If you already have some text, you can convert it to a table
without having to retype it. The catch, though, is that the text
must be delimited somehow. In other words, there must be some
consistent way that one column is to be distinguished from
another. For example, you might have some text in multiple
tabbed columns, with a paragraph break indicating the end of
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each row, as in Figure 5-8. (I've turned on the display of hidden
characters in Figure 5-8 so you can see where the tab stops and
paragraph breaks are.) For best results, there should be the same
number of potential columns in each row. The data in Figure 5-8
works because each line contains the same number of delimiter

characters (tabs).

First = Last -+ Positionf]
Shelby-Roth -+ Catcherq]
Luis- = Gonzalez - Pitcherv]

Nik -+ Rhoades -+ First-base"

Figure 5-8: These paragraphs
are delimited with tab stops,
ready to be converted to a table.
To convert text to a table, follow these steps:
c Select the text to be converted.
9 On the Insert tab, click Table.

e Click Convert Text to Table.

H -0 :
Home Insert Design Layout References Mailings Revi
B Cover Page - M‘E @,‘ T2 SmartArt @ store
[ Blank Page = = 11 Chart
Table Pictures Online Shapes i
= Page Break . pictiifas 'p &+ Screenshot - & My Add-ins
Pages Insert Table Add-i
>5itionm
tcherf]
-+ Pitcherq]
ez Insert Table... s
. —+  First-baseq
ZI Draw Table
E’E Conyer‘tTex‘ttoTahle.‘.O
L_|:'| Excel Spreadsheet
F Quick Tables »

Figure 5-9: Choose Convert Text to Table.

O Confirm the number of columns. Change the number if

needed.
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If the wrong number of columns is reported, you prob-
ably have an inconsistent number of delimiters in one
or more of the rows. The best thing to do is click Cancel,
check your delimiters, and then start over.

”

e Change the AutoFit setting if desired. See “Insert a table
earlier in this chapter for an explanation of the options.

@ Choose the delimiter character if it is not already correctly
selected.

0 Click OK. The text is converted to a table.

Convert Text to Table ? X

Table size

Mumber of columns: 3 0

ERARIENS

Mumber of rows: 4

AutoFit behavior

1k

(®) Fixed column width: | Auto

() AutoFit to contents

() AutoFit to window

Separate text at

(") paragraphs (_) Commas
(®) Tabs () other: |- 0

Figure 5-10: Specify the options for the
conversion.

Select cells, rows, and columns

9781119144601-ch05.indd 107

Working with a table often involves selecting one or more cells,
rows, or columns. Here are some of the many ways to do this:

e To select a single cell, do any of the following:
0 Triple-click the cell.
Q Click in the lower left corner of the cell.
G Choose Layout, Select, Select Cell.
Q Click in the cell and then press Ctrl+Shift+Right arrow.
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B ©9- 0 Document2 - Word Table Tools = - X
Home Insert ~Design  Layout References  Mailings  Review View  Design = layout =~ Q Tell me what you want to do. Faithe Wempen
[ Select~ [#] Draw Table F [Tj [ Insert Below Merge Cells  §[][0.18" JEF BEE A @ Al [ Repeat Header Rows
Select Cell aser X Dinsertleft  EsplitCells 216" - | BEEE —— ZY & Comertto Text
X
B Delete Insert = . . Text Cell Sort
[F Select Column - Above [ InsertRight &5 SplitTable £ AutoFit - = = = pirection Margins e Formula
B Select Row Draw Rows & Columns 5 Merge cell size 5 Alignment Data ~
[ select Table
|
0>Fim Last Position
Shelby Roth Catcher
Luis Gonzalez Pitcher
Nik Rhoades First base

Figure 5-11: Select a single cell.

e To select a rectangular block of cells, do either of the following:

G Drag across the cells with the mouse.

G Click in the first cell, and then hold Shift and press arrow
keys to extend the selection.

+
First Last Position
Shelby Roth A Catcher
Luis Gonzalez é Pitcher
Nik Rhoades First base

Figure 5-12: Select a rectangular block of cells

e To select a single row, do either of the following:

5]@

Click to the left of the row to be selected (outside the table).
You'll know you are in the right spot when the mouse

pointer becomes a white arrow that points diagonally up
and to the right. (This is different from the regular mouse
pointer arrow, which points diagonally up and to the left.)

@ On the Layout tab, click Select, and then click Select Row.

B ©- 0 Document2 - Word Table Tools @
Home Insert Design  Layout References  Mailings  Review  View  Design  layout @ Tell me what you want to do.
[ Select~ [ Draw Table F [1‘] [ Insert Below B3 Merge Cells  §[][0.18" B B58 Az @ Al Repeat Header Rows
B select el Eraser o linsertLeft  EH SplitCells 5217 HEEE ZY¥ 2 ComerttoText
) Delete Insert = Tet  Cell  Sort
[ Select Column ~ Above EZ InsertRight &= SplitTable £ AutoFit - & & = pirection Margins fe Formula
 Select Row raw Rows & Columns 5 Merge cell size 5 Alignment Data
[ select Table
#
First Last Position
Shelby Roth Catcher
G»Luis Gonzalez Pitcher
Nik Rhoades First base

[E—

x

Figure 5-13: Select a single row.
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@ To select a single column, do either of the following:

_I' © Click above the column to be selected (outside the table).
You'll know you are in the right spot when the mouse
pointer becomes a black down-pointing arrow.

0 On the Layout tab, click Select, and then click Select Column.

B ©- 0 s
Home  Insert

[3 Select~
B select Cel
[ select Column -
B SelectRow "

[ Select Table

Design

Eraser

Layout

Delete Insert
Above I8 Insert Right

Rows & Columns

Document2 - Word

References ~ Mailings ~ Review

[ Draw Table F m [ Insert Below B3 Merge Cells  §[](0.18"
X

E Split Cells
= Split Table

€ Insert Left

Merge

¢

View  Design

= S|

5 AutoFit -

Table Tools
Layout
B SISISHY.E
=N
Text Cell
(=1 =) = pirection Margins

Cel size Alignment

Q Tell me what you want to do.

A Repeat Header Rows
z

m - X
Fite Wermpen

i Convert to Text
fe Formula

Data ~

First

Last

Position

Shelby

Roth

Catcher

Luis

Gonzalez

Pitcher

Nik

Rhoades

First base

Figure 5-14: Select a single column.

@ To select multiple rows, click to the left of the first row to be
selected (outside the table) and then drag up or down.

23
First Last Position
Shelby Roth Catcher
ﬁ m Gonzalez Pitcher
Nik Rhoades First base

Figure 5-15: Select multiple rows.

o To select multiple columns, click above the first column to
be selected (outside the table) and then drag right or left.

-+ 1
First Last Position
Shelby Roth Catcher
Luis Gonzalez Pitcher
Nik Rhoades First base

Figure 5-16: Select multiple columns.

e To select the entire table, do either of the following:

@ Click the table selector icon in the upper left corner of
the table.

O On the Layout tab, click Select, and then click Select Table.
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Figure 5-17: Select the entire table.

Resize table rows and columns

Word handles row height automatically for you, so you usually
don't have to think about it. The row height changes as needed
to accommodate the font size of the text in the cells of that row.
Text in a cell wraps automatically to the next line when it runs
out of room horizontally, so you can expect your table rows to
expand in height as you type more text into them.

QNING/ If you manually resize a row’s height, the ability to auto-resize to
fit content is turned off for that row. Therefore, if you add more
text to that row later, Word doesn’t automatically expand that
row’s height to accommodate it, and some text may be truncated.

In contrast, in a default-formatted table that uses fixed column
widths, column width remains the same until you change it,
regardless of the cell’s content. If you want the width of a col-
umn to change, you must change it yourself.

Change the AutoFit setting

As you learned earlier in this chapter, there are three choices for a
table’s AutoFit setting. You can switch among these settings with
the AutoFit drop-down list on the Table Tools Layout tab, as
shown in Figure 5-18. Here are some things to remember about
AutoFit:

eAutoFit Contents allows each table cell to expand as
needed as you type text in it.

@AutoFit Window changes the size of the table as needed
so the table is fully visible onscreen. This option is used
when creating web pages and is not common in regular
documents.

G Fixed Column Width, the default, makes the table as wide
as possible given the document’s margin settings and
evenly distributes the available space among the columns.
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©- 0 Document2 - Word Table Tools m X
Home Insert Design Layout References Mailings Review View Design | Llayout —Q Tell mewhat youwant to do Faithe Wempen
I3 Select - [ Draw Table ’_—>\( 5 B insert Below 9 Merge Cells  §] 0.18" e EEAE A= @ Al Repeat Header Rows
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Figure 5-18: Change the table’s AutoFit setting.

Resize individual rows and columns
Here are several ways to resize rows and columns.
QTO resize a row, drag its bottom border up or down.
QTO resize a column, drag its right border right or left.

O specify an exact height for a row, enter it in the Height
box on the Table Tools Layout tab.

Q To specify an exact width for a column, enter it in the
Width box.

GTO make all rows of equal height, click Distribute Rows.

GTO make all columns of equal width, click Distribute

©- 0 Document2 - Word Table Tools m - X
Home Insert Design Layout  References  Mailings  Review  View  Design = Layout Q Tell me whatyouwant to do. Faithe Wempen
I3 Select ~ [ Draw Table ’_—>\( [‘rj [ Insert Below Merge Ci B A= @ Al Repeat Header Rows
[ View Gridlines [T Eraser X @ insert Left [ Split Cells B 7 z B Convert to Text
. Delete  Insert j——— Text Cell Sort
[ Properties - Above 3 InsertRight &5 Split Table = = = pirection Margins fx Formula
Table Draw Rows & Columns Merge Alignment Data ~
|

L ﬁ}‘# I \ \
\

& | | |

Figure 5-19: Resize rows and columns.

Add and remove rows and columns

To add a row to the bottom of a table, position the insertion
point in the bottom right cell and press Tab. Using this method
you can keep growing your table as you type.

To add a row or column anywhere else, follow these steps:

1. Select a row or column adjacent to where you want the
<P new one.

If you want to insert multiple rows or columns, select
multiple rows or columns.

9 On the Table Tools Layout tab, click one of the Insert
buttons in the Rows & Columns group.
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Figure 5-20: Insert rows or columns.

To remove a row or column, follow these steps:

1. Select the row(s) or column(s) to be deleted.

2. On the Table Tools Layout tab, click Delete.

You can also delete rows and columns without selecting entire
rows or columns beforehand like this:

1. Click in any cell in the row or column to delete.

9 On the Table Tools Layout tab, click the down arrow on
the Delete button, opening a menu.

9 Click Delete Columns or Delete Rows.

H -
Q Select -
[ View Gridlines
& Properties
Table

Home

Insert Design
Zi Draw Table

m Eraser

Document2
Layout References

[ Insert Below
E Insert Left

Delete Insert

Draw

[222]

Y X

Delete Cells...
Delete golum%
Delete Rows

Delete Table

Above E Insert Right

[

- Word

Mailings Revie
Merge Cells

== Split Cells

& Split Table

Merge

Figure 5-21: Delete rows or columns.

Apply borders to table cells

Gridlines are the dividers that separate a table’s rows and col-
umns. Gridlines can be displayed or hidden onscreen (via
Table Tools Layout => View Gridlines). Gridlines do not print,
and when displayed onscreen, they appear as thin blue or gray
dashed lines.

You probably won't see the gridlines in most tables because
they're covered by borders. A border is formatting applied to a
gridline that makes it appear when printed. By default, table
gridlines have a plain black %2 border.
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You can change the borders to different colors, styles (such
as dotted or dashed), and thicknesses or remove the borders
altogether.

When you apply a border to an individual cell, it's pretty
straightforward: right, left, top, and bottom. When you apply a
border to a group of cells, though, there are additional options,
such as inside (applies only to the borders between the selected
cells) and outside (applies only to the borders around the edge
of the selection block).

A\

Follow these steps to apply a border.

1. Select the cell(s) to affect. See “Select cells, rows, and
columns” earlier in this chapter.

@ On the Table Tools Design tab, click the down arrow on
the Border Styles button and click the desired border
style. The colors of the border styles depend on the theme
colors in the document.

B - s Document2 - Word Table Tools @ - X
Home Insert ~Design  layout References Mailings Review View  Design  layout @ Tell mewhatyou wan o. Fal(heWempen

v| Header Row  [v/ First Column (% R
et X
¢

ml: g B
~ Shading |Border Borders Border
- [Styles~

~  Painter

Total Row Last Column

,,,,, 2 pi
v Banded Rows [ | Banded Columns | ————— ~~ "~~~ ~°°°° ===== "7°°"7 “°"°7° LZ Pen Color -

Table Style Options Table Sty Theme Borders.

1% Border sampler

Figure 5-22: Choose a border style to apply.

OR

@ On the Table Tools Design tab, use the Line Style, Line
Weight, and Pen Color lists to define the border you want.

P

12 p;—— - -
Border Borders Border

Styles ~ ZPen Lafare - Painter

Borders [
Figure 5-23: Define the border
using the tools in the Borders

group.
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@ Click the down arrow under the Borders button to
open its menu, and then click the desired border to
apply. Repeat as needed to apply additional borders. For
example, you might apply Top Border and then apply
Bottom Border.

OR

@ Click the Border Painter button, and then click on each
gridline individually in the table to apply the border
settings to it. Press Esc or click the Border Painter button
again to turn the feature off.

3l - X
hnt to do... Faithe Wempen
- @ ....‘
% pt -l —
Border Borders Border
Styles ~ ZPen Color~ ~  Painter

Border [i.i.:

Bottom Border

Top Border

Left Border

Right Border

No Border

All Borders

Qutside Borders

Inside Borders

Inside Horizontal Border
Inside Vertical Border

Diagonal Down Border

Diagonal Up Border
Horizontal Line
Draw Table

View Gridlines

&
fird
(Wi

Borders and Shading...

Figure 5-24: Apply the border using
either the Borders button’s list or the
Border Painter feature.

To remove all borders from the table, open the Borders
button’s list and choose No Border.

You can copy border formatting with the Border Sampler feature,
which is somewhat like the Format Painter feature. Open the
Border Styles button’s list (refer to Figure 5-22) and click Border
Sampler. The mouse pointer turns into an eyedropper. Click a
border to be copied, and the mouse pointer turns into a pen
tool. Then click the border to receive the formatting. Press Esc to
turn the feature off when finished.

A\
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Apply shading to table cells

\\J
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Shading, in this context, refers to a background fill in a table cell.
Each cell can have a different shading, although that would be
uncommon. Shading is typically used to differentiate one row
or column from another. For example, you might shade every
other line a light green to simulate an old-style paper accounting
ledger, or you might shade the top row of your table differently
from the other rows to indicate that it holds column headings.

In Excel, you can apply special shading effects to cells, like gra-
dients and textures. You can’t do that to Word tables; shading is
strictly a solid-color proposition.

To apply shading to one or more cells, follow these steps:

1. Select the cell(s) to affect. See “Select cells, rows, and
columns” earlier in this chapter.

e On the Table Tools Design tab, click the down arrow on
the Shading button. A palette of colors opens.

3. Click the desired color.

0 Choose colors from the Theme Colors section of the
palette to apply theme colors (which change if you
change the document theme).

9 Choose from the Standard Colors section to apply
fixed colors.

G To remove shading from the selected cells, choose No
Color.

® Choose More Colors to open a Color dialog box with
more fixed color choices.

2l = X
[Fell me what you want to do... Faithe Wempen
== p 3 i
— ¥ | Shading Border Borders Border
= Styles - ZPE" Eolas = Painter
Theme Colors ers L ol
H EEN 1]
o I (T
Standard Colors
& No Color
w“ More Colors..

Figure 5-25: Choose a shading color for the
selected cells.
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Insert a picture from a file

Word accepts pictures in a wide variety of graphic formats,
including JPEG, TIF, GIF, BMP, and PNG. You can drag-and-drop
pictures from File Explorer directly into a Word document, or
you can insert them with the following procedure.

To insert a picture from a file, follow these steps:

1. Position the insertion point where you want the picture
to appear.

e On the Insert tab, click Pictures. The Insert Picture dialog
box opens.

e Select the picture you want to insert. You might need to
navigate to a different location.

e Click Insert.

Mailings ~ Review  View

B - v Table Tools
Home | Insert sign  Layout  References
(]

Design  Layout  Q Tell me what you want to do. Faithe Wempen
B Cover Page - ® = % E - [&- T Equation -
Insert Picture

[l Blank Page — 4-E  Qsymbol~
Ty Table Pictures = = Text
s=iPage Break N A T > ThisPC > Pictures > v O | search Pictures 2 |gox- o213

Pages Tables B Text Symbols ~

Organize > New folder =- m @

&
[ Microsoft Word

4@ OneDrive

= This PC
m Desktop Camera Roll Sav ures canyonjpg charlesjpg
[Z Documents
3 Downloads
b Music
= Pictures

@ Videos jumpjpg trioif

i Local Disk (C)

@ Network

y
. T

Tools v | Insert | ancel

Pagelof1 13words [%

English (United States) 23

Figure 5-26: Insert a picture from your own files.

Find pictures online

The bad news about online images is: there’s no more clip art.
Microsoft has discontinued their clip art repository, and clip art
is no longer available in Office products. The good news is that
you can search the entire Internet for pictures via Bing image
search without leaving Word. The search results include only

images that are licensed by Creative Commons, meaning you can
use them without having to pay a fee.
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Vg‘“\NG" Not all Creative Commons licensed images are free for every

usage. Some are free only for non-commercial use, for example.
Check a picture’s source and license before you commit to using
it in a publication.

To insert an online image, follow these steps:

1. Position the insertion point where you want the picture to
appear.

2. On the Insert tab, click Online Pictures. The Insert Pictures
dialog box opens.

e In the Bing Image Search box, type keywords that
represent what you want.

e Click the Search button or press Enter to perform the
search.

Insert Pictures

I3 Bing Image Search 0 Jr— % m

Search the web

OneDrive - Personal
faithe@wempen.com

]

Browse »

Also insert from:

Figure 5-27: Type your keywords in the Bing Image Search box.

e Click the Close icon to clear the Creative Commons note
from the screen.

@ Click the desired image.
Scroll down to see more images. (See @ in Figure 5-28.)
e Click Insert.
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Figure 5-28: Type your keywords in the Bing Image
Search box.

Manage picture placement and size
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After you insert a graphic in a document, you may decide you
want to move it or change how the text around it interacts with
it. For example, you might want the text to wrap around the
graphic or even run on top of it.

You can size and position a graphic in several ways. You can
manually size or move by dragging; you can specify exact values
for height, width, or position on the page; or you can use the
Word placement commands to place the image in relation to
other content.

Change a picture’s wrap setting

By default, a picture is inserted as an inline image, which means
it's treated like a really large text character. That's not usually the
best way for an image to interact with the text, though. More
often you want the text to flow around the image so that if the
text moves (due to editing), the graphic stays where you put it.
You can change a picture’s text wrap setting to control this.

The most common wrap settings are:

e In Line with Text: The picture flows in with the text and is
treated like text.

® Square: Text wraps around the picture’s rectangular outer
frame.

e Tight: If the picture is rectangular, same as Square, but if the
picture has a transparent background, like with clip art, the text
wraps around the picture itself, not its frame.
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® Through: Text runs right through the picture, as if the picture
were not there.

® Top and bottom: The picture interrupts the text vertically; text

flows above and below it, but not on the sides.

To set a picture’s wrap:

a On the Format tab, click Wrap Text.
e Click the desired setting.

LT T

Tell me what you want to do...

= B

Pus‘.tmn }t:;lz Bi; Selection Pane ~ ZA~ Crf:p o312
=| In Line with Text size 3 ~
Square
Tight
Through

= = X
Faithe Wempen

Top and Bottom
Behind Text

In Front of Text

More Layout Options...
Set as Default Layout

Figure 5-29: Choose a wrap setting.

Here's a shortcut alternative. When a picture is selected, a
Layout Options icon floats to its right. You can click this
icon for a quick menu from which you can control text
wrapping, as shown at Q in Figure 5-30.

T 9

In Line with Text

With Text Wrapping

—

See more...

LAYOUT OPTIONS X

Figure 5-30: Another way of controlling text wrap.
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Move a picture

To move a picture, drag it. Position the mouse anywhere over
the picture (except not over a selection handle on the border)
and drag.

The mouse pointer becomes a four-headed arrow when it’s posi-
tioned correctly for moving, as shown at Q in Figure 5-31.

If it won't drag, the picture is probably as In Line with Text as
its wrap setting. Change this (for example, to Square), as you
learned in the previous section, and it will become draggable.

iy

Figure 5-31: Drag a picture to
move it.

Resize a picture

You can resize an inserted picture to any size you like. Here are
some things to know about resizing pictures:

QTO resize a picture, drag one of its selection handles. A
selection handle is a circular marker on the outer frame of
the picture.

G As you drag, a dotted outline shows the new dimensions,
and the mouse pointer appears as a crosshair.

GWhen you drag a side selection handle, the picture may
become distorted because you are changing its aspect ratio
(its height-width ratio).

QTO keep the picture’s aspect ratio constant, drag a corner
selection handle instead.

120

9781119144601-ch05.indd 120 October 15, 2015 3:39 PM



Figure 5-32: Drag a selection handle to
resize a picture.

Rotate a picture

To rotate a picture, drag its rotation handle. (See @Y in
Figure 5-33.)

Figure 5-33: Rotate a picture by
dragging its rotation handle.

If you want more precise control over the rotation, such as rotat-
ing to a specific angle, follow these steps:

1. Select the picture.

9 On the Picture Tools Format tab, click Rotate Objects to
open a menu.

e Click More Rotation Options. The Layout dialog box
opens to the Size tab.

121

9781119144601-ch05.indd 121 October 15, 2015 3:39 PM



B ©- O = Document2 - Word

Home Inset Design Layout References  Mailings  Review

r Corrections ~
P ) pm—— —_
& color - By ||| | [ ==
Remove  __ -
Background [CEJArtistic Effects ~ 21
Adjust Picture Styles

Picture Tools

View Format Q Tell me what you want to do.

LZ picture Border -
- | @ Picture Effects -
= | &2 Picture Layout -

Position Wrap .

Bring

Send

Forward

Backward

Text- Dl Selection Pane

Arrange

m - X

Faithe Wempen

[1268"

Gl ENPY

2\ Rotate Right 90° ~
42 Rotate Left 90°

< Flip Vertical
4L Flip Horizontal

T More Rotation Options 0

Figure 5-34: Choose More Rotation Options.

e In the Rotation box, type a number from 0 to 359.

O cliick ok

Layout
Position Text Wrapping Size
Height
®) absolute  2.34" =
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Width
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Scale
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Page

Page
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16.67"

s T

Reset

Cancel

Figure 5-35: Enter a precise value in the Rotation box.

Caption and auto-number pictures

In a business or academic document, you might have many pic-
tures or other illustrations, and you might want to refer to them
numerically. If you use the Caption feature, Word will keep the

figure numbers sequential even if you move content around and

add or delete content.
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To add a caption to a picture, follow these steps:

a Right-click the picture and choose Insert Caption.

J\ & .
style Crop =
L
% cut
"B cony
AD Paste Options:
# Ls La o]
Save as Picture..
Ba Change Picture.
he)
@, Hyperlink..
Insert Caption. 0
& Wrap Text 3
11 Size and Position..
ed States) &% Format Picture.

Figure 5-36: Right-click the picture and choose Insert
Caption.

N3 ) .
Instead of step 1, you can select the picture and then click

the Insert Caption button on the References tab.

O In the Caption box, after the figure number, type the
caption that should appear.

3. Set any other options as desired:

Q If appropriate, open the Label list and choose
Equation or Table. Equations, tables, and figures are all
numbered separately.

@ You can also click new Label to add another type to
the Label list, like Illustration, for example.

Q Open the Position list and select a position for the
caption if you don’t want the default setting.

Oir you don’t want the word Figure (or Equation, or
Table) to appear in the caption, mark the Exclude label
from caption check box.

G For more control over the numbering, such as number
format, click the Numbering button.

@i you want all figures to automatically be captioned,
click AutoCaption and then use the AutoCaption
dialog box to set up captioning options.

O click ok
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Caption
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Options
Label: Figure
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B
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Figure 5-37: Enter the caption to use, and set captioning

options.

In a technical document, you might w

ant to have a table of

figures. That's like a table of contents except it lists the figures

and their captions and tells what page
table of figures, use the Insert Table of
References tab.

each one is on. To set up a
Figures command on the
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CHAPTERSIX

References
and Mail
Merges in
Word

Need to create a long, complicated docu- In This Chapter
ment? Maybe one with research cita-

tions and a bibliography? Microsoft Word = Creating a table of
has you covered. Word offers a variety of contents

tools for automating the potentially arduous
tasks of creating footnotes, bibliographies,
indexes, and tables of contents. In this chap-
ter you learn how to create all of these. = Citing sources and

= |nserting footnotes or
endnotes

creating a bibliography

Word is also great for merging, too. A mail
merge combines a generic document with a u=>Creating an index
database to create individual, personalized
copies of the document for multiple recipi-
ents. If you have to send out similar copies
of a document to hundreds of people, mail
merge can save you hours and days of work.
Mail merge also can be used to address
envelopes and labels for mailing.

u=>Creating and printing a
mail merge

Create a table of contents

A table of contents (TOC) appears at the
beginning of a document, listing each of its
headings and its page number. This book
has one. A TOC can contain multiple levels
of headings, with the minor ones more
indented or in a smaller font to distinguish
them. Figure 6-1 shows an example.
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Contents
Using the Explorer Interface.. e

Understanding Windows Explorer

Displaying the Menu ............

Displaying the Folders List

Moving Between Locations ...

Browsing a Folder.....

Browsing a Different Disk

Opening the Folders Window......mene
Opening Additional Folder Windows ................
Changing How Folders and Files Appear ...........
Managing Files and Folders.......coiviciaececnas

Selecting Files and Folders ...

Creating a New Folder

Renaming a File or Folder.......

Copying or Moving a File or Folder ...

Copying or Moving with the Clipboard

Copying or Moving with Drag and Drop........

Figure 6-1: A multi-level TOC example.

Check heading outline levels

The TOC feature in Word relies on heading styles, so before you
create your TOC, you need to make sure that all the headings in
the document are assigned an appropriate heading level.

If you use the built-in styles in Word (Heading 1, Heading 2,

and so on), you don't have to worry about the outline levels. Just
apply the styles to the headings, as you learned in Chapter 3, and
you're good to go.

However, if you have created your own heading styles, they
might not be configured for the correct outline level. For exam-
ple, your major heading style in the document might not be
assigned Level 1 on the outline.

Here’s how to change a style’s outline level:

a On the Home tab, click the dialog box launcher in the Styles
group, opening the Styles pane.

e Point to the style, so an arrow appears to its right, and then
click the arrow to open a menu.

© Click Modify.
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al - X
vhat you want to do... Faithe Wempen
,OFlnd -
BbCcDd AaBbCcDd AaBbC( AaBbCcl [ ®_ Replace
Normal TNo Spac... Heading1 Heading2 |- l% Select -
Styles GO\ting ~
Styles X
)
Update Major heading to Match Selection
£ Modify..:
Select All: (No Data)
Remove All: (No Data)
Delete Major heading...
Remove from Style Gallery
[ Emphasis a
Intense Emphasis a
Strong a

Figure 6-2: Select the Modify command for
the heading style.

e In the Modify Style dialog box, click Format to open a menu.
e Click Paragraph.

Style for following paragraph: | T Major heading
Formatting

Calibri (Body) w11 v‘ B I U | Automatic L4

E

Modify Style ? X
Properties
Name: Major heading
Style type: Paragraph v
Style based on: 9 Normal v

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sampie Text
xtSample Text Sample Text Sample Text sample Text sampie Text Sample Text Sample Text

Font... t Sample Text Sample Text Sample Text Sample Text
— 0
Tabs...
Border...
Language... in the Styles gallery

Norma
Frame...
Numbering...
Shorteut key... Styles gallery [ ] Automatically update

Q q

Text Efects... document () New documents based on this template

== 1) ox

Cancel

outline level.

Figure 6-3: Choose to modify the paragraph formatting
for the style.

e Open the Outline level drop-down list and select the desired

e Click OK to close the Paragraph dialog box.
8. Click OK to close the Modify Style dialog box.
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Paragraph

Indents and Spacing | Line and Page Breaks
General

Alignment: Left v

Outline level:  Level 1 u |:| Collapsed by default

Indentation

Left: Spedial: By:
Right: (nonej v o
|:| Mirror inde
Spacing
Before: Opt o Line spacing: At
After: spt [ Multiple vl 108 |2

D Don't add space between paragraphs of the same style

Preview

il Tt Sl Tt Sl Tt Sl Tt
il Tt Sampla Tt Sl Tt gl Tt

Sl Tt Sl Tt Sl Tt S pla Tt Sampla Tt

Figure 6-4: Change the style’s Outline level
setting.

Generate the TOC

When your headings are just the way you want them, go ahead
and create the TOC. Here's how:

1. On the References tab, click Table of Contents. A menu opens.
2. Click Automatic Table 1. You're done.
Not enough options for you? Here's a more option-rich method:
@ On the References tab, click Table of Contents.
@ Click Custom Table of Contents.

3. Change any options as desired in the Table of Contents
dialog box. For example, you can:

0 Choose to include page numbers or not. That might seem
like a no-brainer because what good is a TOC without
page numbers? However . . .

© 1f you enable Use hyperlinks instead of page numbers,
each TOC entry is a live hyperlink to that section, so if
the reader is using the document on a computer, page
numbers might not be needed.
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Home Insert Design Layout

Add Text~ ABl [T Insert Endnote
Pl Update Table A Next Footnote ~

Table of Insert

Built-In
Automatic Table 1

Contents
Heading 1

Contents ~ Footnote (=l Show

No

References Mailings Revie

tes

@ 5y Manage Sour
[ Style: |APA

Insert ., __ .
£ [y Bibliography

Citation ~
|8 Bibliography

Heading 2

Heading 3

Automatic Table 2

Table of Contents
Heading 1

Heading 2

Heading 3

E More Tables of Contents from Office.com
Custom Table of Contents.‘ﬂ

E‘i Remove Table of Contents

Figure 6-5: Choose to customize your TOC.

P The Use hyperlinks instead of page numbers check box
is somewhat misleadingly named, because it doesn’t
automatically disable page numbers. It just turns on the

hyperlinks.

Q You can choose whether or not to right-align page
numbers. If you don't, the page number will appear to the

right of the heading.

(D )i} you do use right-alignment, a tab leader (a dotted line)
runs between the heading and the page number. You can

change the leader character.

GYou can choose a format for the TOC.

GYou can choose how many outline levels to show.

o Click OK to generate the TOC with the options you have

specified.

9781119144601-ch06.indd 129

129

October 15, 2015 3:42 PM



Table of Contents : X

Index Table of Contents | Table of Figures = Table of Autharities

Print Preview Web Preview
Heading 1 I Heading 1 ~
Major heading....coo.ceeeecrereeeeeas 1 Major heading
[RLEETs [ 3 R 3 Heading 2
Heading Jueeeressesseseesses 5 B Heading 3
v [N v
Show page numbers Use hyperlinks instead of page numbers

Right align page numbers
leader ... 0 v
General

Furmazs:&m v
Show |evels: 3 0

Options... Modify...

Figure 6-6: Customize the TOC settings.

Insert footnotes or endnotes

One of the simplest ways to provide additional information in a
document without cluttering up the main discourse is to create

a footnote or endnote. They're the same except that a footnote
appears at the bottom of the page on which it is referenced,
whereas endnotes appear at the end of the document. I call them
notes when I'm referring generically to either one.

People use notes for a variety of reasons. A note might include
a lengthy paragraph explaining the rationale or details behind
a statement, for example. Notes are also sometimes used to
cite sources, but source-citing is more properly done using the
Citations feature in Word, covered in the next section.

\\s

To insert a basic footnote, follow these steps.

@ On the References tab, click Insert Footnote. (If you want
endnotes, click Insert Endnote instead.)

e Type the note text.

To move the reference mark for a note (that is, the little number
in the body text of the document), you can drag-and-drop it

or cut-and-paste it. If the new position puts it out of sequence,
Word automatically renumbers it.

To delete a note, delete the reference mark. The footnote or end-
note disappears automatically.

If you change your mind about the footnote versus endnote
decision, you can easily switch. Right-click any existing note and
choose Note Options. Then click Convert, choose what you want

to convert to, and click OK.
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[l update Table

Document2 - Word szl - x
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+ r EgInsert Table of Authorities

n Layout References = Mailings  Review View  Q Tell me whatyou want to do,
I[ci Insert Endnote 3y, S Manage Sources [ Insert Table of Figures D [E] Insert Index
AE Next Footnote E@style:|apa - Update Table Update Index Update Table
Insert . Insert Mark Mark
Footnote = Show Notes Citation - £ aBibliography Caption (7 Cross-reference Entry Citation

Faotnotes itations & Bibliography Captions ndex Table of Authorities ~

|Art and music programs are not simply luxury programs that a school district may cut without harm to
students. Many studies have shown that students who are involved in music or art education programs
are 50% less likely to drop out of high school.!

&1 One such study was conducted by Dr. Mary Ann Blevins in the Chicago Metropolitan School System from 2013
through 2015. Dr. Blevins monitored the academic progress of over 2,000 public school students.

0%  English (United States) %3

Figure 6-7: Create a footnote.

Cite sources and create a bibliography

9781119144601-ch06.indd 131

When you quote someone else or repeat their ideas, either
directly or indirectly, that someone is a source. When working
with documents, the word source typically refers to published
material, like a book, web site article, or newspaper story. A
source could also be a speech (either live or recorded) or even a
private conversation you had with someone.

One of the difficulties that people who write research papers
have had for decades is that there are several different formatting
systems for citing sources, and each of those systems has compli-
cated, arcane rules for formatting the various source types.

Starting in Word 2007, academics and researchers rejoiced,
because Word introduced a formatting tool for citations that
took away all that frustration. You can choose the formatting
style, and Word will automatically create your in-text and bibli-
ography entries to match your choice.

Citing sources is three-step process.

1. Select a citation style. Make your initial selection upfront;
you can change later if needed.

2. Insert in-text references to the sources, and enter the bib-
liographic information about each source the first time you
refer to it.

3. Generate the bibliography. You can update the bibliography
later if you add more sources.

The following sections look at each step in more detail.
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Select a citation style

You probably already know which style you should be using,
because your employer or school will dictate it. But if not, use
APA for academic and scientific research, Chicago for journal-
ism, IEEE 2006 for science and technology, or MLA for English
literature.

To choose a citation style, open the Style drop-down list on the
References tab and make your selection. (See Q in Figure 6-8.)

B ©- 0 = Document2 - Word
Home Insert Design  Layout = References  Mailings ~ Review  View  Q Tell me what you want to

18 Add Text ~ ABl Iy Insert Endnote ) = Manage Sources i [ Insert Table of Figures

[l Update Table AB Next Footnote ~ (3 style: |BPA e
Table of Insert Insert

Contents - Footnote = Show Notes Citation *
Table of Conterts Footnotes 5 Citations & Biblio

€7y Biblio APA “e
Sixth Edition

Chicago

Sixteenth Edition

GBT714

2005

GOST - Name Sort

2003

GOST - Title Sort

2003

Harvard - Anglia

2008

IEEE

2006

1S0 690 - First Element and Date
1987

150 690 - Numerical Reference
1987

MLA

Seventh Edition ~

Figure 6-8: Select a citation style.

Cite a source

There are two ways to enter sources. You can enter their bib-
liographic information at the same time you make your first
in-document reference to that source, or you can enter a source
ahead of time, in a placeholder, and then refer to the source later.

To enter a source and cite it at the same time:

0 Position the insertion point where the reference should
appear in the document.

e On the References tab, click Insert Citation.
e Click Add New Source.

e In the Create Source dialog box, open the Type of Source list
and choose the source type (such as Book or Journal Article).

e Fill in the fields in the dialog box to identify the source.
O click oK.
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Art and music programs are not simply luxury programs that a school district may cut without harm to
students. Many studies have shown that students who are involved in music or art education programs
are 50% less likely to drop out of high school.

Figure 6-9: Choose to add a new source.

Create Source ? X

Type of Source Joumalamc\eﬂ v

Bibliography Fields for APA
Author | Bailey, Janet Edit
[ Corporate author
Title |The Effect of Art and Music Education on High School Retention Rates
Journal Name  Joumal of Educational Research
Year 2015
Pages 2330/

[] show All Bibliography Fields
Tag name Example: 50-62

Figure 6-10: Enter the source information.

The article is added to your document’s internal database, and
a reference to it appears in the text. The format of the reference
depends on the citation style you chose.

Here are some variations on that basic process:

@ After you have entered one or more sources, the Insert
Citation button’s menu contains those sources on it. You can
click a source to insert an additional in-document reference
to it.

Oir you aren't ready to create an in-document reference to the
source yet, in step 2 choose Add New Placeholder. The rest of
the steps are the same, except you won't get an in-document
reference at the end.

Q If you need to make edits to your source database, choose
References ™ Manage Sources.

©- 0O i Document2 - Word

Home Insert Design Layout | References = Mailings  Review  View  Q Tell mewha

19 Add Text - AR T Insert Endnoty 5, 3 Manage Sources [2) Insert Table
[ Update Table AE Noxt anlm» E@style: [apa 0 Update Tab

Table of Insert et nsert
Contents - Footnote (= Show Notes Citatien - ° 0 ©10llography Caption 35 Cross-refer
Table of Contents Footnotes B Bailey, Janct Captions

The Effect of Art and Music Education

on High School Retention Rates, (2015)

£ Add New Source.

% Add New Placeholder.

Figure 6-11: Choose an existing source from the Insert
Citation button’s menu if needed.
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Create a bibliography

When the document is complete, and includes all sources and
references to them, it's time to generate the bibliography. The
bibliography typically appears at the end of the document. Word
formats it correctly for the citation style you chose.

To add a bibliography, follow these steps:
1. Position the insertion point at the end of the document.
@ On the References tab, click Bibliography.

e Click one of the built-in bibliography styles on the list. The
only difference between the three presets on the menu is the
wording of the heading.

=] o - N Document2 - Word
Home Insert Design Layout References Mailings. Review View Q Tell me what you want to do...

12 Add Text - ABI I3 Insert Endnote @ = Manage Sources [E) Insert Table of Figures D [] nsert Index
Update Table u

D’ Update Table AE)’NE,Q Footnote ~ Eé Style: |APA - Tabl pdate Index
Table of Insert ) —— Insert Mark
Contents ~ Footnote Show Notes Cit: BB Caption Ej Cross-reference Entry
Table of Contents Footnotes ] Citatic Built-In -~
Bibliography
Bibliography
Chen, 1.{2003). Citationsand Refe 3
&Haﬂ;, 1.(2005). Cr i Baston: P Inc.
Kramer, 1. D. (2006). How it ies. Chi
References
References
Chen, J.(2003). Citationsand Refer
Haas, 1. (2005). Cr i . Boston: P I
Kramer, 1. D. (2008). How ies. Chi

E’D Insert Bibliography

Figure 6-12: Select a bibliography preset.

There aren't a lot of customization options for bibliographies.
You can choose Insert Bibliography from the list in Figure 6-12,
but it doesn’t open a dialog box; it just inserts a bibliography
without a heading.

Create an index

An index appears in the back of a book or other long publica-
tion. It's an alphabetical listing of important terms, along with
the page numbers on which those terms are discussed. This book
has one.
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The process of creating an index is as follows:
1. Decide on your indexing conventions.
2. Mark each instance to be indexed.
3. Generate the index.

Let’s look at each of these steps individually.

Decide on your indexing conventions

Do yourself a favor before you get started, and make some
decisions. For example, figure out your policies on the following
questions:

® In what forms will action verbs appear? For example, will
calibrating equipment be listed in the infinitive form
(calibrate) or the gerund form (calibrating)?

® What will your capitalization policy be? Most indexes
capitalize only proper nouns.

e Will you permit multiple forms of the same word? For
example, is it okay to have different entries for mature,
maturing, and maturation?

® Will you permit entries that begin with adjectives? (Tip: most
professional indexers don’t.) For example, will red flowers be
listed under R as red flowers, or under F as flowers, red?

® How will page numbers be formatted? Bold? Italic? Both?

® Will you use subentries to organize a broad class of words? For
example, under housing, you might have subentries of apartment,
duplex, house, and townhouse, as well as indexing each of those
words separately.

e Will acronyms be listed by their spelled out version, by the
acronym, or both? If both, will they both have the page
number, or will one be a cross-reference to the other?

® How will proper names be indexed? Will John Doe be listed
under J for John, or D for Doe?

Mark each instance to be indexed

Now comes the tedious part: marking the terms to be indexed.

It takes a long time because you have to go through each page of
the document and create an index code for each word that you
want to appear in the index. If the same word appears on multi-
ple pages, you have to re-mark the word on each page.
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To mark an index entry, follow these steps:

@ In the document, select text to include in the index (usually a
single word).

9 On the References tab, click Mark Entry.

B -0 = Document2 - Word m - x
Home Insert Design layout References Mailings  Review  View  Q Tell me whatyou want to do Faithe Wempen
) Add Text - ABl TG Insert Endnote @ 5y Manage Sources [E) Insert Table of Figures ¥ rtindex ¥ r EZInsert Table of Authorities
[ Update Table AE Next Footnote ~ [Bstyle:[aPA - pdate Table ate Index \date Table
Table of Insert In: Mark Mark

. sert e o . Insert o
Contents = Footnote (= Show Notes Citation - S BIDIODIEPNY * yprion (39 Cross-reference Entry Citation

Table of Contents Footnotes B Citations & Bibliography Captions Index Table of Authorities ~

Depending on the weather conditions, the technician may need to put up a tentﬁl the
equipment from rain, snow, or dust. Tents are available from the central warehouse; ®ach technician
should carry a tent in his or her service vehicle in anticipation of such a situation.

Figure 6-13: Select a word to include in the index and choose Mark Entry.

© Confirm the entry in the Main entry box. By default it is the
text you selected in step 1.

e In the Options section, choose the type of entry. The default
is Current page, but you can also create a cross-reference to
another entry (no page number) or a page range, which is
defined by a bookmark.

To use Page range in step 4, you must define the bookmark
ahead of time for the text to which you will be referring. To
create a bookmark, select the text to include, and then on the
Insert tab, click Bookmark. Type a name for the bookmark
and click Add. Then in step 4 above, after selecting Page Range,
select the bookmark from the Bookmark drop-down list.

\\J

(5 ) (Optional) If you want the page number formatted with bold
and/or italic, mark the appropriate check box.

@ Click Mark.

0 An XE code is inserted in the document for the index
entry, and the Show/Hide { feature is automatically
toggled on so you can see the index entry code if it wasn't
already on.

On step 6 if you click Mark All instead of Mark, every
instance of the word in the document is marked at once.
That might sound like a great time-saver, but it is usually a
bad idea because it results in instances being marked that
are not significant.

136

9781119144601-ch06.indd 136 October 15, 2015 3:42 PM



9781119144601-ch06.indd 137

De pending-on-the-weather-conditions,-the-technician-may-need-to-put-up-a-tentf-XE-"tﬂﬁ-ﬁE-to-
protect-the-equipment-from-rain,-snow,-or-dust.--Tents-are-available-from-the-central-
warehouse;-each-technician-should-carry-a-tent-in-his-or-her-service-vehicle-in-anticipation-of-
such-a-situation.f]

Mark Index Entry ? X

Index
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Bookmark:
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[]Bold
[ itatic 0

This dialog box stays open so that you can mark

multiple index entries.
Mark All 0 Close

Figure 6-14: Select a word to include in the index and choose Mark Entry.

7. With the dialog box still open, select another word you want
to mark.

8. Click anywhere in the Mark Index Entry dialog box. The word
in the Main entry box changes to the word you selected in
step 7.

9. Repeat steps 4-6 to mark the additional entry.

10. Keep marking more entries, or click Close to close the dialog
box.

Word has an AutoMark feature that enables you to create a list
of terms to index as a separate document, and then apply that
list to the document to be indexed. It marks every single instance
of each word in the document. That can result in a bad index
that doesn’t allow readers to easily identify where the important
discussions are. This book doesn't cover AutoMark, but you can
experiment with it on your own.

\\J

Generate the index

After all the entries are marked, you can generate the index.
To do so:

1. Position the insertion point where you want the index to
appear. Usually this is at the end of the document. You might
want to start a new page (Ctrl+Enter).

9 On the References tab, click Insert Index. The Index dialog
box opens.
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3. Set any options as desired for the index.

0 Mark this check box to right-align page numbers (not
common).

@ Open the Formats list and choose a format if you don’t
like the default format.

e Choose a formatting type for subentries. Indented is the
most common.

Q Choose a number of columns. Two is the default, but
<P three may work better on a wide page.

The number of columns you choose can make a big differ-
ence in the number of pages the index occupies.

e Click OK. The index appears in the document.

If you realize you left out a few words or want to make other
changes, you can edit the index manually as you would any other
text. Alternatively, you can delete the index and regenerate it.

HdH ©- 0 -
Home Insert Design Layout | References | Mailings Review View  Q Tell me what you want to do, Faithe Wempen
) Add Text - ABL TG Insert Endnote v 5y Manage Sources [] Insert Table of Figures @ Dlnsenlnder EgrInsert Table of Authorities
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Table of Insert y . . — Mark
Contents ~ Footnote (= 5| Index ? X litation
Table of Contents Footnd Table of Authorities ~
index | Table of Contents  Table of Figures | Table of Authorities
Print Preyiew
Aristotle, 2 A Type ® indented O Rupin
Columns: 2
Asteroid belt. See Jupiter Language: | English (United stm;)@ ~
Atmosphere
arth v
[ right align page numbers
Tab leader:
Formats: From template ~
Mark Entry. AutoMark. Modify.
4

Page20f2 48words [J4 English (United States) 3

Figure 6-15: Generate an index.

Mail merge: An overview

Mail merging enables you to create personalized copies of a stan-
dard document for multiple recipients. You can use mail merge
to create letters, envelopes, email messages, mailing labels, and
even entries in a directory.

A mail merge consists of two documents: a main document and

a data list. The main document is just like a regular document
except in certain spots there are codes that substitute for specific
information. For example, a letter might start Dear <<FirstName>>.
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A data list can be a document that contains a structured list (that
is, data in consistently organized rows and columns) in either
Word or Excel format, or an Access database table. The mail
merge feature can also pull data from the Contacts list in your
locally installed copy of Microsoft Outlook. If you do not have a
data list already, Word enables you to create one from inside of
Word by filling out a form. That process is explained in “Create a
data list for mail merge” later in this chapter.

Here's the overview of the mail merge process:

1. Start a new document, or open an existing one, to use for the
main document.

2. Use the Start Mail Merge command to select the type of
document it will be.

3. Select or create the data list source file.
4. Insert the merge fields in the main document.

5. Perform the merge, either to a new document or directly to a
printer.

This process is the same regardless of the type of document
(letters, envelopes, labels, or a catalog).

Word has a Mail Merge Wizard feature that walks you through
each step in the process, and you might want to try it the first few
times you merge, but ultimately you may find that it is faster and
easier to complete the steps on your own.

Start a mail merge main document

\\3
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A main document contains two important things: the text that
will remain the same between the personalized copies, and the
codes that tell Word what fields to insert at what points.

Follow these steps:
1. Start a new blank document. (Pressing Ctrl+N is a quick way.)

If you're creating letters or email messages, it's generally okay
to use an existing document as the main document. Maybe
you have a letter or message already written, for example,
and you just need to personalize each copy. If you're creating
labels, envelopes, or a directory, however, you should start a
new document.

e On the Mailing tab, click Start Mail Merge.
e Click the type of document you want to merge.

If you choose Letters, Email Messages, or Directory, your work is
complete at this point. Move on to the next step in the process:
selecting or creating a data list.
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Step-by-Step Mail Merge Wizard...

Figure 6-16: Select the type of document.

® A directory is just like a letter mail merge except that there is
no page break between copies. So, for example, instead of each
person’s copy being on its own page, a directory runs all the
merged data together on a single page, like in a phonebook.

Extra steps for creating envelopes

If you select Envelopes in step 3, the Envelope Options dialog
box appears after you complete the steps in the previous section.

<P O Choose the envelope size.
The standard U.S. business-size envelope is Size 10, the
default.
O click oK.
Envelope Options ? X

Printing Options

Envelope size:

Size 10 41/3%9 1/2in) 0 v

Delivery address

Font... From [eft: |Auto

A4

Fromtop: |Auto
Return address

Fant... From left: |Auto

Ak |4

From top: |Auto

Figure 6-17: Choose an envelope size.

Preview
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The document’s page size changes to reflect the envelope size
you chose. An empty text box appears near the bottom of the

document, ready to accept the merge codes for addressing the
envelopes.

Extra steps for creating labels

If you select Labels in step 3, the Label Options dialog box
opens.

e Open the Label vendors list and choose the brand of label
you have.

e On the product number list, choose the label’s product
number. It should be printed on the package.

The purpose of selecting a manufacturer and product number
is to ensure the label size, the number of labels per sheet, and
the spacing between labels is accurate in Word. If you don't
have the box the labels came in, you might have to enter the
information manually. Find a ruler so you can measure your
labels. Then click New Label and fill out the dialog box that
appears with your label sheet’s specifications.

O click OK.

Label Options ? X

Printer information

() Continuous-feed printers

(®) Page printers Tray: | Default tray (Automatically Select) | v
Label information
Label vendors: | Avery US Letter 0 v
Find updates on Office.com
Product number: Label infarmation
5153 Print or Write Flexible Mini Name Bad Type: Easy Peel Address Labels
5154 Print or Write Flexible Mini Name Bad Height: 1-
5155 Easy Peel Return Address Labels . .' .
5159 Mailing Labels GEE 2R
Page size 85 < 11
5161 Easy Peel Address Labels e
Details... MNew Label... 6 Cancel
Figure 6-18: Choose a label manufacturer and product

number.

If you are creating labels, Word creates a table with the dimen-
sions appropriate to the label size and arrangement you indi-
cated. By default the gridlines of this table do not appear. If you
want to see them, Choose Table Tools Layout= View Gridlines.
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Select an existing data list for a mail merge

After you choose the main document type, you next choose
the data list. A data list must be in a structured format, such as
a Word document containing a table, an Excel workbook, or a
database such as the Contacts list in Outlook.

If you plan on using an existing Word or Excel file, it's important
to set it up beforehand. You might need to open that file sepa-
rately to prepare it.

If it's a Word table, keep these points in mind:

Q Make sure that there is nothing above the table in the
document file.

eThe first row of the table must contain the field names
(column labels).

e All the rest of the rows must contain the data records.

)

First Last Address City State ZIP
Bob Smith 1208 Ponting Macon IL 62544
St
Bernice Regan 542 Mal\ard\ Boston MA 02134
Ave. 0
Margaret Colvin 2923 Orchard Fishers IN 46201
St
Pauline Hinsdale 351 E. Main St. | Moweagua IL 62550

Figure 6-19: A Word table suitable for use as a mail merge data list.

If it's an Excel worksheet, keep these points in mind:
Q Row 1 must contain the field names (column labels).

G All contiguous rows below row 1contain the data records.

A E C D E F G
0 1 |First Last Address City State ZIP

2 |Bob Smith 1208 Ponting St. Macon IL 62544
3 |Bernice Regan 542 Mallard Ave. Boston MA 2134
4 \Margaret Colvin 2923 Orchard St.  Fishers IN 45201
5 |Pauline Hinsdale 351E.MainSt. Moweaqua IL 62550
6

7

Figure 6-20: An Excel worksheet suitable for use as a
mail merge data list.
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When your data source file is ready, follow these steps to connect
it to your main document in Word:

0 With the main document open, on the Mailings tab, click
Select Recipients.

9 Click Use an Existing List.

H - :
Home Insert Design Layout References Mailingg
= F B
L
B 2| lse
Envelopes Labels Start Mail  Select Edit Highlight Addres
Merge - Recipients ~ Recipient List Merge Fields Block

Create L:] Type a New List...

[ usean Existing List...ﬂ

EJ Choose from Outlook Contacts..

Figure 6-21: Choose to use an existing list.

9 Navigate to the location containing your data file
and select it.

e Click Open.

[ Select Data Source X
€« © A 55 ThisPC » Documents » v &/ | search Documents P
Organize = New folder - M @

# Quick access Name Date medified Type
B Desktop ~ # My Data Sources File folder
3 Downloads # WI10-Chapter2 File folder
& Documents # B MergeData.doox g Microsoft W]
Sample.docx Microsoft W]
D Music »
|&=] Pictures -
& Videos #*
[ Microsoft Word
7@ OneDrive
[ This PC
& Network & ®
New Source...
File name: | MergeData.docx | | All Data Sources (*.odc;*mdb;* v

Figure 6-22: Select the data file and click Open.

Congratulations, your data file is now attached. You won't notice
anything different yet, though, because you must insert merge

fields. Skip down to “Insert merge fields in the main document”
later in this chapter.
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Create a data list for a mail merge

If the data list doesn’t already exist, you can choose to create it in
a Word table or in Excel, and then attach it to the main docu-
ment as you learned in the preceding section.

However, there’s another way to create a data list that is a little
easier (or at least a little more foolproof), especially if the

list you are planning to create contains people’s names and
addresses:

0 With the main document open, on the Mailings tab, click
Select Recipients.

e Click Type a New List.

B -

Home Insert Design Layout References Mailing

= 5 = i
L)
Envelopes Labels Start Mail  Select Edit
Merge ~ Recipients = Recipient List Merge Field
Create KT Type a New List
@ usean Existing List...
[ Choose from Outlook Contacts...

Figure 6-23: Choose to type a new list.

e Type the name and address, pressing Tab to move to the next
fields (column).
W You don'’t have to fill in all the fields for every person; just do
the ones that pertain to the merge you are going to perform,
such as name and mailing address.

e Click New Entry and then type another person’s information
on the next row.

5. Repeat step 3 until all the records are entered.
e Click OK. The Save Address List dialog box opens.
e Type a name for the list in the File name box.

9 Navigate to a different save location if desired. The default
location is My Data Sources in your personal Documents
folder.

9 Click Save.
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New Address List ? X

Type recipient information in the table. To add more entries, click New Entry.

Tile - | First Name w | Last Name w | Company Name I Address Line 1 v”
|| Mr Tim Moon Counseling Sel... 1433 Addisen R.
|| Ms Janet Ryan Photography U... 24113 Dixon Par...
|

£
MNew Entry 0 Find...

Delete Entry Customize Columns... oK ocancel

Figure 6-24: Choose to type a new list.

[ Save Address List X
4 (] « Documents » My Data Sources 0 &/ | search My Data Sources P
Organize = Mew folder 1=
[l Desktop ~ # A Name ’ Date modified Type

¥ Downloads
No items match your search.

 Documents #

B Music ”

& Pictures

*

& Videos

B Microsoft Word

(@ OneDrive
I This PC
a =l S >
File name: Mamnngstﬁ v
Save as type: | Microsoft Office Address Lists (%.mdb) v

4 Hide Folders Tools  ~ Can:e\

Figure 6-25: Specify a data file name and location.

If you later need to edit that file, choose Mailings=> Edit
Recipient List. The saved file is in Microsoft Access database for-
mat, so you can also open and edit it with Microsoft Access.

Insert merge fields in the main document

The next step in the merge process is to insert fields where you
want the personalization to be. First, position the insertion point
appropriately:

e For letters, click where you want the merge code to appear. You
will want the recipient’s name and address near the top of the
document, just below the date. You might also want a greet-
ing like (Dear name). You might want other personalization
too, such as a mention of the person’s city or state in a body
paragraph.
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® For email messages, click where you want the first bit of per-
sonalization to appear. There isn't a customary placement for
personalized data in email messages like there is for a business
letter.

® For envelopes, place the insertion point in the empty text box
in the center of the label.

e For labels, place the insertion point in the upper right cell
of the table. If you don't see a table, choose Table Tools
Layout=> View Gridlines.

e For a directory, click where you want the merge code to appear.
If you want some separator to appear between records, create
that (such as a horizontal line or a blank line) and then move
the insertion point above that separator.

After positioning the insertion point, you are ready to insert the
merge code. To simplify the process of inserting fields, Word
offers two special merge codes you can use:

® Address Block inserts all the fields needed to create a properly
formatted address block, including the spaces and paragraph
breaks between them, something like this:

Amy Jones
3855 W. Main St.
Arcadia, IN 46958

® Greeting Line inserts a greeting such as Dear followed by the
recipient’s name. When you insert the greeting line you can
choose whether to use their first name, last name, or both. It
might look something like this:

Dear Ms. Jones:

You can also insert individual merge fields. For example, you
might mention the person’s city in a paragraph like this:

Until June 30, our store in Indianapolis is offering 20% off all
clearance items.

Insert an address block

To insert an address block (for example, on an envelope or label,
or at the top of a letter), follow these steps:

0 On the Mailings tab, click Address Block.

@ Choose the format in which the person’s name should
appear.

e If you do not want the company name (if any) to appear,
click the Insert company name check box.
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e Specify how addresses outside of the default country should
be shown.

e Check the preview to make sure the address block appears as

expected.
\3 . . . .
< If the address preview doesn’t look right, click Match Fields
and use the dialog box that appears to match up the fields
from the merge data file with the fields used for the address
block.
e Click OK to insert the code.
The address block code appears in the document with double
angle brackets around it, like this: <<AddressBlock>>.
3 ©- E
Home Insert Design Layout References | MWW | Review View  Q Tell me what you wantto do, Faithe Wempen
= % B F\'. .".?' a EzRules' @y M [ D"
Envelopes Labels ' Start Mail Se‘l:n Edit Highlight Address Greeting Inse ge mMaKVhNHEVIéS‘ Preview [PFind Recipient Finish &
Merge - Recipients - Recipient List Merge Fields Block  Line Field - Update Labels oy [ Check for Errors Merge =
Create Start Mail Merge \Write & Insert Fields Preview Results Finish ~
Insert Address Block ? x
Specity address elements Preview
Insert recipient's name in this format: Here is a preview from your recipient list:
Josh ~ 1 ("]

Josh Randall Jr.

Josh Q. Randall . Anna Zimmerman

Joshua 123 West Main St 0
Joshus Rancall . ) Carmel, Indiana 46088

Joshua Q. Randall J. v

Insert company name

Insert postal address:

Never include the country/region in the address

Always indlude the country/region in the address

Correct Problems
nly include the country/region if different than:
Ifitems in your address block are missing or out of order, use Match Fields to

United States identify the correct address elements from your mailing list.
4 Format address according to the destination country/region Match Fields.
6

Page20f2 49words [J% English (United States) 3 B =———+ 100%

Figure 6-26: Specify options for the address block.

Correct the spacing issue on address blocks

One problem with the default address block is that it leaves
too much vertical space between lines, because of the default
paragraph spacing. (Each line of the address block is a separate
paragraph.) To see this for yourself, choose Mailings=> Preview
Results. Repeat that command to turn off the preview.

To correct the problem, follow these steps:
0 Select the <<AddressBlock>> code.

@ On the Home tab, click the Line and Paragraph Spacing
button to open its menu.

© Click Remove Space After Paragraph.
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[ - s Document2 - Word
Home Insert Design Layout References Mailings Review View Q Tell me what you want to do|

alln o
De o Calibri (Body) - |11 - A A Aa- B I=-i=-%z- &3 8 1 pAaBhCel AaBbCe
Copy
Paste - 2 AL LA L === = . ;
- ¥ Format Painter B I U-~abex, x A-X-L- ==== 42 ﬂ— TMajorh... | TNorm
Clipboard [ Font [ Parag 10

20

25

30

Line Spacing Options...
«AddressBlock» pacng e
Add Space Before Paragraph

Remove Space After Paragrapho

Ml =

Figure 6-27: Remove extra space after paragraphs within the address block.

Insert a greeting line
To insert a greeting line, follow these steps:
0 On the Mailings tab, click Greeting Line.

e Use the drop-down lists in the Greeting line format section to
specify how the greeting will appear.

e Specify a greeting line for invalid recipient names (for
example, a record where no recipient name was specified).

e Check the preview area to make sure the greeting line is as
you want it.

QYou can click the Next button to move through all the
records to check each one.

9 If the fields aren’t matching up, click Match Fields and
specify which fields from the data list should be included

in the greeting.

O click oK.

Insert an individual merge field
To insert an individual field, follow these steps:

© on the Mailings tab, click the arrow on the Insert Merge Field
button, opening a menu.

e Click the desired field to insert.
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H - O :
Home Insert Design Layout References Mailings Review View Q Tell me what you wan
8 L 7 Rules =
=g B R 2 5 Bel Z
= - & = J%Match Fields
Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge oot Previg]
Merge Fields Block  Line Field ~ vpdate Labels | pagy

Merge = Recipients ~ Recipient List

Create Start Mail Merge

Write & Insert Fields

Insert Greeting Line

Greeting line format:

Dear ~ | | Joshua Randall Jr.

Greeting line for invalid recipient names:

Dear Sir or Madam, 0 ~

Preview

Here is a preview from your recipient list:

(A 4 b

By 2

Dear Anna Zimmerman, 0

Correct Problems.

address elements from your mailing list.

If items in your greeting line are missing or out of order, use Match Fields to identify t

BF o |

vrred

Match Fields...

Cancel

Figure 6-28: Specify the settings for the greeting line.

H - 0 :
Home Insert Design Layout References
= R
= .
B [
Envelopes Labels StartMail  Select Edit Highlight

Merge ~ Recipients ~ Recipient List Merge Fields

Create Start Mail Merge

Mailings

Document2 - Word

Review

2 B

Line
Write & Ir

Block

View @ Tell me what y,
E 3 Rules~

& Match Fields

Field '0 Update Labels
Firs‘[ﬂ

Last

Address Greeting Insert Merge

Address
City
State

ZIP
Q1_Sales

Figure 6-29: Choose an individual field to insert.

\\J

Here's an alternate method. You can click the face of the Insert
Merge Field button (the graphical part, not the text and arrow

below it) to open the Insert Merge Field dialog box. From there
you can choose a field and click Insert.
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Perform a mail merge

After all the codes are inserted in the main document, it's time
to perform the merge. There are three ways to go about this: you
can merge to a new document, and then print that document as
a separate step after examining the merge results, you can merge
directly to your printer, or you can send email messages.

Which is better? It depends. How sure are you that you've set up
the merge correctly? I recommend merging to a new document
the first time you run a new merge to make sure that it works the
way you intended. But if you are running the same merge repeat-
edly (such as sending out the same form letters every month to
the same people), it's fine to merge directly to the printer.

") You can preview the merge results without having to create a
whole new document. Just choose Mailings = Preview Results.
Then use the arrow buttons in the Preview Results group to move
between results pages.

Merge to a new document

To merge to a new document, follow these steps:

a On the Mailings tab, click Finish & Merge. A menu opens.
e Click Edit Individual Documents.

= - X

Faithe Wempen
| D_)

Finish&0

P Merge ~

E Edit Individua Documents.@ ~
Qﬁa Print Documents...

D Send Email Messages...

Figure 6-30: Choose to edit individual
documents.

e (Optional) If you want to include only a certain range of
records, specify that range. Otherwise leave All selected.

e Click OK. The new document is created.
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Merge to Mew Document ? X
Merge records

(»

{

) Current record

) From: To:

o 4D one

Figure 6-31: Choose a range of
records.

5. Print and save the new document as you would any docu-
ment, and then close it.

6. Save your merge main document for later reuse if desired.

Merge to a printer

To merge to a printer, follow these steps:

0 On the Mailings tab, click Finish & Merge. A menu opens.
9 Click Print Documents.

= - X

Faithe Wempen

| D_)
Finish&0
Merge ~

Ehy Edit Individual Documents... ~
Qﬁa Print Documents...ﬂ

Q Send Email Messages...

Figure 6-32: Choose to merge to a printer.

e (Optional) If you want to include only a certain range of
records, specify that range. Otherwise leave All selected.

O Click OK.

Merge to Printer ? X
Frint records
®
i:l Current record
) From: To:
o D s
Figure 6-33: Choose a range of
records.
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5. In the Print dialog box, specify any print options as needed.

O click OK.
Print ? X
Printer
Mame: e Brother MFC-9320CW Printer ~ Properties
Status: Idle Find Printer...
Type: Brother Color Leg Type1 Class Driver
Where:  WSD-476a92fe-9504-4326-b488-ecc5e6a1 ebec.006a [T print to file
Comment: [[] Manual duplex
Page range Copies
@ Al

1 -

@ @ o

Humber of copies:

Current page Selection

() Pages:

Type page numbers and/or page ranges
separated by commas counting from
the start of the document or the
section. For example, type 1, 3, 5-12 or
pis1, p1s2, p1s3-p8s3

Print what: | Document oo
Print: All pages in range v| Pagespersheet  |1page e
Scale to paper size: | Mo Scaling v
Options... [P cncel

Figure 6-34: Choose printing options and complete the

printing.

Send merged email messages

To merge to a printer, follow these steps:

0 On the Mailings tab, click Finish & Merge. A menu opens.

e Click Send Email Messages.

=

Sl E-

Finish &

Merge ~

l:D Edit Individual Documents...
Qﬁa Print Documents...

E Send Emai \«1essages...€

¥

Faithe Wempen

X

Figure 6-35: Choose Send Email Messages.

e Open the To: drop-down list and select the field that contains
the recipients’ email addresses. This field might or might not

have been inserted in the message.

o In the Subject line box, type the desired message subject.
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e (Optional) If you want to include only a certain range of
records, specify that range. Otherwise leave All selected.

e Click OK. The messages are sent using your default email
application (probably Microsoft Outlook).

Merge to E-mail ? x

Message options

Ta: Email_Address 0 W
Subject line: | pew discounts on clearance items 0
Mail format: | yrpqp "]

Send records

T R

Figure 6-36: Specify email sending options.
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CHAPTERSEVEN

Creating
Basic Excel
Worksheets

Excel has many practical uses. You can use
its orderly row-and-column worksheet
structure to organize multicolumn lists, cre-
ate business forms, and much more. Excel
provides more than just data organization,
though; it enables you to write formulas
that perform calculations on your data. This
feature makes Excel an ideal tool for storing
financial information, such as checkbook
register and investment portfolio data.

In this lesson, I introduce you to the Excel
interface and teach you some of the con-
cepts you need to know. You learn how to
move around in Excel, how to type and edit
data, and how to manipulate rows, col-
umns, cells, and sheets.

9781119144601-ch07.indd 155

In This Chapter

u=nderstanding the Excel
interface

u=>Moving between cells
= Selecting cells and ranges

= Entering and editing text
in cells

u=>Using AutoFill to fill cell
content and Flash Fill to
extract content

= Copying and moving data
between cells

= |nserting and deleting
rows, columns, and cells

u= Creating and managing
multiple worksheets
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Understanding the Excel interface

Let’s start out with some basic terminology. A spreadsheet is a grid
composed of rows and columns. Spreadsheet is a generic term,
not an Excel-specific one. Excel calls each spreadsheet a worksheet.
An excel file is called a workbook. Here are a few other things to
remember about the Excel interface:

0 A workbook can have multiple worksheets. Each
worksheet has a tab at the bottom of the screen; you can
click a tab to switch to that sheet.

QAt the intersection of each row and column is a cell. You
can type text, numbers, and formulas into cells to build
your spreadsheet.

GThe active cell has a thicker green outline around it
called the cell cursor. Whatever you type is entered into
the active cell.

QThe content of the active cell appears in the formula bar.
When the cell contains text or a fixed number, the formula
bar content is the same as what you see in the cell.
However, when the cell contains a formula, the cell shows
the results of the formula and the formula bar shows the
formula itself.

GA cell’s address consists of its column letter and row
number. The active cell’s address appears in the Name box.

Hd - - - Book1 - Excel @ - X
Home Insert Pagelayout Formulas Data  Review View @ Tell me whatyouwantto do Faithe Wemp...

LIS - - i - - Eolnsert - X - A p

| e Calibri 12 A A ¥ Wrap Text Currency D @ Felete - - 7Y

LR R RELS o+ 7% 0% 8 O IO G o S T

Clipboard & Font 5 Alignment 5 Number 5 Styles Cells Editing ~

570 - Je :SUM(Ba:BS)o v
A B C D E F G H J K L M N o P [~

1 /Q1 Revenue Summary

: 0

3 |January $65,054

4 February $70,285

5 March $61,010

6

. T

9

10

1

12

13

14

15

16

17

18 =

Sheet1 @ < >

Figure 7-1: Cells are at the intersections of rows and columns.
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Excel is very much like Word in many ways. Here are some parts

that might seem familiar from previous chapters:

GThe Ribbon is a multi-tabbed toolbar of commands to
issue. Click a tab to switch to it.

@The Zoom slider controls the magnification of the work
area. Drag the slider left or right to zoom out or in.

@ Clicking File opens Backstage view, where you can save,
open, and print files.

0 Scroll bars enable you to move around in the worksheet.

OThe Quick Access toolbar provides shortcuts to a few
commonly used commands.

@ Type in the Tell Me What You Want to Do box to ask a
question if you don’t know how to do something.

- X

e

BE A

Sort & Find &
=7 Filter - Select -
Editing ~

0 Tell me what you want to do

Home | Insert  Page Layout

¥

- % » < g Conditional Formatas Cell
Formatting = Table - Styles~

1
2
3
4
5 March $61,010
6
7
8

Sheet1 @

o
L% G 2
L1 By~

Paste . g opuy- [

Clipboard Font

B7

A B
Q1 Revenue Summary
January $65,054
February $70,285

Total $196,349 |

Figure 7-2: Excel has a similar interface to that of other Office applications.

Now that you know what you're looking at, check out the next
several sections, which tell you what you can do with it.

Move between cells

To type in a cell, you must first make that cell active by moving the
cell cursor there. As shown earlier in Figure 7-1, the cell cursor is a
thick green outline. You can move the cell cursor by pressing the
arrow keys on the keyboard, by clicking the desired cell, or by using
one of the Excel keyboard shortcuts. Table 7-1 provides some of the
most common keyboard shortcuts for moving the cell cursor.
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“&N\BEI; Scrolling with the scroll bar does not change which cell is active;
& it only changes which cells are visible, but it does not move the

cell cursor. One common beginner mistake is to scroll to place
the desired cell in view and then start typing without first click-
ing it to make it active.

Table 7-1 Cell Cursor Movement Shortcuts

Press This . .. To Move. ..

Arrow keys One cell in the direction of the arrow

Tab One cell to the right

Shift+Tab One cell to the left

Ctrl+arrow key

To the edge of the current data region (the first
or last cell thatisn’t empty) in the direction of the
arrow

End To the cell in the lower-right corner of the
window"

Ctrl+End To the last cell in the worksheet, in the lowest
used row of the rightmost used column

Home To the beginning of the row containing the active
cell

Ctr+Home To the beginning of the worksheet (cell A1)

Page Down One screen down

Alt+Page Down

One screen to the right

Ctrl+Page Down

To the next sheet in the workbook

Page Up One screen up
Alt+Page Up One screen to the left
Ctrl+Page Up To the previous sheet in the workbook

*This works only when the Scroll Lock key has been pressed on your keyboard to turn on the Scroll Lock
function.

Select cells and ranges

You might sometimes want to select a multi-cell range before
you issue a command. For example, if you want to format all the
text in a range a certain way, select that range and then issue the
formatting command. Technically, a range can consist of a single
cell; however, a range most commonly consists of multiple cells.
Here are some things to note about cells and ranges:

o In Figure 7-3, the range A1:F3 is selected. Range names are
written with the upper-left cell address, a colon, and the
lower-right cell address.
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QThe active cell is A1. The active cell’s address appears in
the Name box.

QThe active cell within the range appears white, while all
the other cells in the selected range are gray.

This points out the difference between the active cell and

a multi-cell range. The active cell is significant when doing
data entry; when you type text, it goes into the active cell
only. The selected range is significant when you are issuing
a command, such as applying formatting.

QTO select a row, click its column letter. Drag across multiple
column letters to select multiple columns.

G To select a column, click its row number. Drag across multi-
ple row numbers to select multiple rows.

0>A1 - b3 ?
E

Or

[T N R R

Figure 7-3: The range A1:F3 is selected.

A range is usually contiguous, or all the cells are in a single
rectangular block, but they don't have to be. You can also select
noncontiguous cells in a range by holding down the Ctrl key while
you select additional cells.

When a range contains noncontiguous cells, the pieces are
separated by commas, like this: A1:C3, E3 :ES. This range name
tells Excel to select the range from A1 through C3, plus the range
from E3 through E5. Figure 7-4 shows that range.

PO~ o un AW =

Figure 7-4: A noncontiguous range.
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Enter and edit text in cells

Here are some tips for entering and editing text:

O type in a cell, simply select the cell and begin typing. If
you make a mistake when editing, you can press the Esc
key to cancel the edit before you leave the cell.

9 Notice that if you type an entry that is wider than the
cell, it hangs off into the next column. The solution to
that is to widen the column, as you will learn to do in
Chapter 8.

When you finish typing, you can leave the cell in any of
these ways:

e DPress Enter: Moves you to the next cell down.
e Press Tab: Moves you to the next cell to the right.
e Press Shift+Tab: Moves you to the next cell to the left.

o Press an arrow key: Moves you in the direction of the
arrow.

o Click in another cell: Moves you to that cell.

A B
1 |Annual ReEort'{ﬂ

2
3
Figure 7-5:Type directly into a cell.

If you need to edit the content in a cell, you can click
the cell to select it, and then click the cell again to move
the insertion point into it. Edit just as you would in

any text program. Alternatively, you can click the cell to
select it and then type a new entry to replace the

old one.

Q If you need to undo an edit immediately after you leave
the cell, click the Undo button on the Quick Access
toolbar, or press Ctrl+Z.
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2

H - - T =
Home Insert Page Layout
-9
0 b Calibri 112 ~|A A
Eg -
Past -
fe < B I U
Clipboard = Font IF

Figure 7-6: Undo an edit

QTO clear a cell, select the cell; then choose
Homer=> Clear= Clear Contents.

= - X

Faithe Wemp...

= nsert X - AY
EX Delete = [¥]~ A p

- Sort & Find &
&1 Format —  Filter ~ Select -
Cells ¥ Clear All ~
% Clear Formats -
Clear Contents 0
M _P -~

Clear Comments

Clear Hyperlinks

Figure 7-7: Clear a cell’s content.

To clear a cell you can also select it and then either press
the Delete key or right-click it and choose Clear Contents.

Don’t confuse the Delete key on the keyboard (which issues the
Clear command) with the Delete command on the Ribbon. The
Delete command on the Ribbon doesn’t clear the cell content;
instead, it removes the entire cell. You find out more about
deleting cells in the upcoming section, “Insert and delete rows,
columns, and cells.”

And while I'm on the subject, don't confuse Clear with Cut,
either. The Cut command works in conjunction with the
Clipboard. Cut moves the content to the Clipboard, and you can
then paste it somewhere else. Excel, however, differs from other
applications in the way this command works: Using Cut doesn't
immediately remove the content. Instead, Excel puts a flashing
dotted box around the content and waits for you to reposition
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the cell cursor and issue the Paste command. If you do some-
thing else in the interim, the cut-and-paste operation is canceled,
and the content that you cut remains in its original location. You
learn more about cutting and pasting in the section “Copy and
move data between cells” later in this lesson.

Use AutoFill to fill cell content

When you have a lot of data to enter and that data consists of
some type of repeatable pattern or sequence, you can save time
by using AutoFill.

To use AutoFill:

a Select the cell or cells that already contain an example of
what you want to fill.

9 Drag the fill handle to extend the selection to the range of
cells you want to fill:

O The fill handle is the little black square in the lower
right corner of the selected cell or range.

e As you drag, a ScreenTip appears showing what the
value will be in the final cell of the range.

A B
1 |January
& 2 |February
3 |March
4
: &l
6
7
8
9
10
11
12 0
13 December=<)
14
15

Figure 7-8: Fill a range of cells
by dragging the fill handle.
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Depending on how you use it, AutoFill can either fill the same
value into every cell in the target area, or it can fill in a sequence
(such as days of the month, days of the week, or a numeric
sequence such as 2, 4, 6, 8). Here are the general rules for how it
works:

QWhen AutoFill recognizes the selected text as a member
of one of its preset lists, such as days of the week or
months of the year, it automatically increments those. For
example, if the selected cell contains Monday, AutoFill
places Tuesday in the next adjacent cell.

IMonday 1| — Monday O

Tuesday

Figure 7-9: AutoFill works on commonly
occurring series.

Q When AutoFill doesn’t recognize the selected text, it fills
the chosen cell with a duplicate of the selected text.

| Brown _l Brown

Brown

Figure 7-10: AutoFill duplicates the selected
text if it's not a recognized series.

eWhen AutoFill is used on a single cell containing a
number, it fills with a duplicate of the number.

GYou can click the AutoFill Options button to open a menu
of other choices.

| 1D_| — 10

10

=F

Figure 7-11: AutoFill duplicates a single
number.
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@When Auto Fill is used on a range of two or more cells
containing numbers, AutoFill attempts to determine
the interval between them and continues filling using
that same pattern. For example, if the two selected cells
contain 2 and 4, the next adjacent cell would be filled

with 6.
10 10
15 —> 15
25

Figure 7-12: AutoFill determines the interval
between multiple selected numbers and
repeats that pattern.

When you copy formulas or functions (using any method), Excel
automatically adjusts the cell references in the copies to the rela-
tive positioning of the new locations. For example:

(H) If you have =A1+A2 in cell A3 . . .
0. .. and you copy A3’s formula into B3 . . .
o .. . the resulting formula in B3 will be =B1+B2.

This is called relative referencing, and it’s covered in more detail in
Chapter 8.

B3 - fe | =B1+B2<f)

A B C D E

3 5
4 6
| O~ 7I_¢jl
%

Figure 7-13: AutoFill works when copying formulas and
functions.

oW

Copy and move data between cells

When you're creating a spreadsheet, it's common not to get
everything in the right cells on your first try. Fortunately, moving
content between cells is easy.
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Here are the two methods you can use to move content: drag it
with the mouse or cut/copy and paste using the Clipboard.

Copy and move using the mouse

Moving or copying with the mouse works well when you can

see both the source and the destination locations at once. For
example, if you want to move a range of cells a few rows up or
down, or a few columns to the left or right, this is the method for
you. It's not a good method when moving or copying between
different worksheets or workbooks.

To move or copy the contents of a range of cells using the
mouse, follow these steps:

° Select the range of cells to be moved or copied.

9 Position the mouse pointer at the dark outline around
the selected range. The mouse pointer changes to a four-
headed arrow with a white arrow pointer on top of it.

e Drag the selection outline to the new location.

. (Optional) If you want to copy (not move), hold down

the Ctrl key and keep it down until you are finished with
step 4. If you do this, the mouse pointer changes to a
white arrow pointer with a small plus sign on it.

A

1
4
5
6
7
8
2,
10
11
12

January
February
March
April

May

June

July
August
September
October
November
December

13
14

B
2

C2:C13

C

Figure 7-14: Drag a selected range to a new location

using

the mouse.

165

October 15, 2015 3:44 PM



Copy and move using the Clipboard

The Clipboard is a temporary holding area in Windows, designed
for moving and copying content from one location to another.
That statement is intentionally very broad because the Clipboard
works with just about any type of content. You can use it to
move files from one folder to another, or to move a selection of
data in an application (like Excel) from one spot to another in
the same data file or a different one.

You can think of the Clipboard like a real-life clipboard. You
place something on it for temporary holding, and then when
you get to the desired location, you retrieve the item.

The Clipboard works via a combination of the following com-
mands:

® Cut: Removes the item from its original location and places it
on the Clipboard.

® Copy: Places a copy of the item on the Clipboard, leaving the
original in place.

® Paste: Places a copy of whatever is on the Clipboard in the
active location.

To copy, you use a combination of Copy and Paste; to Move, use
Cut and Paste:

c Select the range of cells to copy or move.

e On the Home tab, click Copy (to copy) or Cut (to
move). The border around the selection becomes dashed
temporarily.

3. Click in the cell that is in the upper-left corner of the area
into which you want to paste.

) If you're moving or copying a multi-cell range with the
Clipboard, you can either select the same size and shape
of range for the destination in step 3 or you can select a
single cell, in which case the paste occurs with the selected
cell in the upper-left corner.

e On the Home tab, click Paste.
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Home Insert Page Layout Formulas Data Review
ibri -l A A T == ®- BEPwrap

BT U- - O-A- === &= BEMege
Clipboard Font [ Alignment
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A B C D E F

1
2 ja1 Q2 Q3 o4 \
3
4
C

Figure 7-15: Cut or copy, and then paste.

Because the Clipboard is such a popular tool, there are many
ways to use it. Table 7-2 summarizes the different ways to issue
each of the three basic Clipboard commands.

Table 7-2 Methods of Cutting, Copying, and
Pasting with the Clipboard
Action Right-click Method Keyboard Method Ribbon Method
Cut Right-click selection and Ctr+X Home > Cut
click Cut.
Copy Right-click selection and Ctr+C Home=> Copy
click Copy.
Paste Right-click at the destination ~ Ctrl+V Homer> Paste

and click Paste.

Insert and delete rows, columns, and cells

9781119144601-ch07.indd 167

Even if you're a careful planner, you'll likely decide that you
want to change your worksheet's structure. Maybe you want data
in a different column, or certain rows turn out to be unnecessary.
Excel makes it easy to insert and delete rows and columns to deal
with these kinds of changes.

Insert rows or columns

When you insert a new row or column, the existing ones move to
make room for it.

a Select one or more existing rows or columns adjacent
to where you want the inserted ones. For example, if
you want two new columns, select two adjacent existing
columns. See “Select cells and ranges” earlier in this
chapter for help if needed.
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< : o
There is no limit on the number of rows or columns you
can insert at once.

e On the Home tab, click Insert.

d ©- L JRd Book1 - Excel m - x
Home | Insert Pagelayout Formulass Data Review View  Q Tell me whatyou want to do Faithe Wemp...
% C A ) 3 B Elnsert -+ X v A
Calibri 11 AR - EWrap Text General - r ] ’] T
By - & "% petete - [ £
e B Iu- - &-A- Merge & Center - § ~ % » | % g9 Conditional Formatas Cell . . So& Find&
d = = - 9 $ % %+ formatting -~ Table - Styles~ 2 Format™ & G coect -
Clipboard = Font s Alignment s Number s stles cells ediing ~
B1 - Sr Pitcher v
A B C D E F G H ) K L M N o i[~
1 [Tom Jones Pitcher
2 |Brad cooper Shortstop 40
3 |Bryan willis First base
4 |ed Campbell second base
5 |Mary Wilderman  [Third base
6 |JoshPeterson  |Catcher
7
8

Figure 7-16: Insert rows or columns with the Insert command.

Delete rows or columns

When you delete rows or columns, whatever they contained is
lost, so be careful with this command. Delete is not the same
as Cut. Cut moves the content to the Clipboard, but Delete just
destroys it.

) If you accidentally delete something you meant to keep, use
Undo (Ctrl+Z) to undo commands until you get it back. This
works only if you haven't closed the application or the data file
since you made the deletion.

3. Select one or more existing rows or columns to delete. See
“Select cells and ranges” earlier in this chapter for help if
<P needed.

There is no limit on the number of rows or columns you
can delete at once.

e On the Home tab, click Delete.

Hd - - 0 Book - Excel | - X
Home = Insert Pagelayout Formulass Data Review View @ Tel me whatyouwantto do.. Faithe Wemp..
% = - = Timer - T A
Calibri -1 - A A P Wrap Text General - F 2] T
B - 2] > xDelete - [§1- Z /
S B ru- - H-A- = Merge & Center - § - % » 3 4 Conditional Formatas = o, Som& Find&
4 ° ® *° Formatting- Table - Styles~ = Format™ € o coect -
Clipboard 5 Font 5 Alignment 5 Number 5 Styles cells Editing ~

Figure 7-17: Delete rows or columns with the Delete command.

Insert or delete cells and ranges

You can also insert and delete individual cells or even ranges that
don't neatly correspond to entire rows or columns. When you do
s0, the surrounding cells shift. In the case of an insertion, cells
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move down or to the right of the area where the new cells are
being inserted. In the case of a deletion, cells move up or to the
left to fill in the voided space.

“‘gN\BEI? Deleting a cell is different from clearing a cell’s content, and this
& becomes apparent when you start working with individual cells
and ranges. When you clear the content, the cell itself remains.
When you delete the cell itself, the adjacent cells shift.

When shifting cells, Excel is smart enough that it tries to guess
which direction you want existing content to move when you
insert or delete cells. If you have content immediately to the right
of a deleted cell, for example, Excel shifts it left. If you have con-
tent immediately below the deleted cell, Excel shifts it up. You
can still override that, though, as needed.

To insert cells:

c Select a range the size and shape of the range of cells you
want to insert, adjacent to where you want to insert them.
To insert a single cell, select a single cell.

A B C
Tom Jones Pitcher
Brad Cooper Shortstop
Bryan Willis First base 0

1

2

3

4 |Ed Campbell Second base
5 |Mary Wilderman Third base
6

7

8

9

Josh Peterson Catcher

Figure 7-18: Select a range where you want
to insert cells.

e On the Home tab, click the arrow on the Insert button to
open its menu.

e Click Insert Cells.

e In the Insert dialog box, specify how you want the
adjacent cells to move.

O click ok
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"8 Insert Sheet Columns ~
L:l Insert Sheet ¥
L M N 0 fla
Figure 7-19: Choose Insert Cells from the Insert button’s

menu.
Insert ? X

O Entire row
(O Entire column

Figure 7-20: Choose where
existing content will move to
make room for the new cells.

To delete a range of cells or an individual cell:
1. Select the cell(s) to delete.

9 On the Home tab, click the arrow on the Delete button to
open its menu.

e Click Delete Cells.

o In the Insert dialog box, specify how you want the
adjacent cells to move.

O click ok
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Lp-;J Delete Sheet Columns v
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Figure 7-21: Choose Delete Cells from the Delete
button’s menu.

Delete ? *
Delete

O shift cells left

®s 4 )

O Entire row
O Entire column

Figure 7-22: Choose where
existing content will move when
the deleted cells are removed.

Use Flash Fill to extract content

9781119144601-ch07.indd 171

The Flash Fill feature enables you to extract data from adjacent
columns intelligently by analyzing the patterns in that data. For
example, suppose you have a list of email addresses in one col-
umn, and you would like the usernames (that is, the text before
the @ sign) from each email address to appear in an adjacent
column. You would extract the first few yourself by manually
typing the entries into the adjacent column, and then you would
use Flash Fill to follow your example to extract the others. You
could also use Flash Fill to separate first and last names that are
entered in the same column.

To use Flash Fill, follow these steps:

1. Make sure there are enough blank columns to the right
of the original data to hold the extracted data. See “Insert
and delete rows, columns, and cells” earlier in this chapter
if you need help.
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e In the first row of the data, create an example of the
separation you want by typing in the empty column(s).

e In the second row of the data, click in the cell in the
column you want to populate.

A C D E
1 |Tom Jones Tom Jones Pitcher
2 |Brad Cooper i Shortstop
3 |Bryan Willis First base
4 |Ed Campbell Second base
5 |Mary Wilderman Third base
6 |Josh Peterson Catcher
7

8

Figure 7-23: Create an example of the separation you
want in blank column(s) to the right of the original data.

e On the Home tab, click the Fill button to open a menu.
O Click Flash Fill.
The data in the column you selected in step 3 is filled in.
(See @) in Figure 7-24.)

6. Repeat steps 3-5 as needed to populate additional
columns.

® Step 6 is necessary because you can only Flash Fill one column
at a time. If you want to split out data from multiple columns at
once, use the Dataw> Text to Columns command. Use the Help
system in Excel to find out how to use that command.

Hd - - -
Home = Insert  Pagelayout Formulas Data  Review  View

Book - Excel ] - X

ithe Wemp...

Q Tell me what you want to do

% o= », = B S lnsert - A
Calibri 1 A A == - ZwapTen General I v | A ¢
Ba - 2" " mxpeee - [T Z
Psie . B ru- - HA- === & Merge & Center -+ $ - % » | %3 £ Conditional Formatas Cell = ) .
¢ ° ® *% formatting~ Table~ Styles B5iFormat | ] Down
Clipboard & Font 5 Alignment 5 Number 5 Styles cells Right ~
B2 - fr || Brad Up v
Left
A B c D e F G H ) K L M =
1 |Tom Jones Tom Joj Pitcher
2 [oacooper [raa Q) shoreon o
3 |Bryan wills Bryan First base Justity
4 |Ed Campbel Ed Second base OF -
5 |Mary Wilderman ~ Mary Third base
6 [loshPeterson  Josh Catcher
7

Figure 7-24:The Flash Fill command populates the columns with data using your example.

Create and manage multiple worksheets

Each new workbook starts with one sheet — Sheetl. (Not the
most interesting name, but you can change it.) Each worksheet is
represented by a tab at the bottom of the Excel window; you can
click a tab to switch to that sheet.
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You can add or delete worksheets, rearrange the worksheet tabs,
and apply different colors to the tabs to help differentiate them
from one another, or to create logical groups of tabs.

Add a worksheet

Adding a worksheet gives you an additional page on which to
enter your data without having to start a new data file. To add a
worksheet:

° Click the tab that the new worksheet's tab should appear
to the right of. If your current workbook has only one
sheet in it, this is a non-issue.

\3 P . .
< It's kind of a non-issue anyway, because you can easily

reorder the tabs later. See “Reorder worksheet tabs” later
in this chapter.

@ Click the New Sheet button (+) to the right of the existing
sheet tabs at the bottom of the Excel window.

19

Sheet1 | Sheet2 @0

Figure 7-25: Add a worksheet.

Remove a worksheet

Be careful when removing worksheets; whatever was on that
sheet is lost when you do so, and you can’t use Undo to get it
back. If you are deleting a blank sheet, Excel offers no warning,
but if the sheet contains anything, you must confirm the deletion.

To delete a worksheet:
(1) Right-click the worksheet’s tab at the bottom of the screen.
e Click Delete.

e If a deletion confirmation dialog box appears, click
Delete.
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7
8 Insert...
g E‘x Delete 0
10
1 Rename
12 Maove or Copy...
13 Q3 View Code
14 =5 Protect Sheet..
15
16 Tab Color 4
17 Hide
18
19
Select All Sheets
Sheet1 | Sheew )

Ready &%)

Figure 7-26: Delete a worksheet.

Microsoft Excel X

| Microsoft Excel will per@ently delete this sheet. Do you want to continue?

Delete Cancel

Figure 7-27: Confirm the deletion if the sheet you are
deleting is not empty.

Rename a worksheet

As I mentioned earlier, the default sheet names are not terribly
useful (Sheetl, Sheet2). You will probably want to rename each
sheet’s tab to help you remember what is stored on that sheet.

1. Double-click the worksheet tab to place the name in
editing mode. Alternatively, you can right-click the tab
and choose Rename.

9 Edit the name or type a new name.

3. Click away from the tab to accept the new name.

19

Sheet1 | 1Q Revenue Projecticns|@

Figure 7-28: Edit the tab’s name.
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Reorder worksheet tabs

The tab for a new worksheet is always placed to the right of
whichever worksheet is active when you create it. You can easily
reorder the worksheet tabs, though.

0 Drag a tab to the right or left to move it.

@ A small black triangle shows where the worksheet tab will
be dropped when you release the mouse button.

S “K )| 1Q Revenue Projections G.)

Figure 7-29: Drag a tab to the right or left.

Change the worksheet tab color

If you have a lot of worksheets in a workbook, it can get confus-
ing when you are trying to find the one you want. You can make
it easier by color-coding your tabs: gold for management, blue
for medical, red for security, and so on. (Yes, those are the Star
Trek colors. Use your own scheme.)

To change a tab’s color:
(1) Right-click the tab.
9 Point to Tab Color.
9 Click the desired color.

7
8 5 Insert...
9 E‘x Delete
10 R
ename

11 -

Move or Copy...
12 ] Theme Colors
13 m !IEWCode . ... ..
14 B3 Protect Sheet...
15
16 & Tab Color » I I
17 Hide | I I I I I I
18 Standard Colors
19 Select All Sheets - EEEE ._

Sheet1 | 1Q Revenue rrujecuons | No Color

Ready ¥ 1 %’ More Colors.. -

Figure 7-30: Assign a color to a tab to categorize it.
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CHAPTEREIGHT

Creating Excel
Formulas and
Functions

Math. Excel is really good at it, and it’s
what makes Excel more than just data
storage. Even if you hated math in school,
you might still like Excel because it does the
math for you.

In Excel, you can write math formulas

that perform calculations on the values

in various cells, and then, if those values
change later, you can see the formula results
update automatically. You can also use
built-in functions to handle more complex
math activities than you might be able to
set up yourself with formulas. This capa-
bility makes it possible to build complex
worksheets that calculate loan rates and
payments, keep track of your bank accounts,
and much more.

In this chapter, I show you how to construct
formulas and functions in Excel, how to
move and copy formulas and functions
(there’s a trick to it), and how to use func-
tions to create handy financial spreadsheets.

9781119144601-ch08.indd 177

In This Chapter

= \Writing basic formulas

= Copying and moving
formulas

= |nserting functions

= Showing the current date
or time with a function

u=>Calculating loan terms

u=Fyaluating a condition
with an IF function

= Referring to named
ranges

u=>Using the Quick Analysis
feature
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Write basic formulas

A formula is a math calculation, like 2+2 or 3* (4+1). In Excel,
a formula can perform calculations with fixed numbers or cell
contents.

In Excel, formulas are different from regular text in two ways:
® Formulas begin with an equal sign, like this: =2+2.

e Formulas don't contain text (except for function names and
cell references). They contain only symbols that are allowed
in math formulas, such as parentheses, commas, and decimal
points.

‘SgN\BER Excel also has an advantage over some basic calculators (includ-
& ing the one in Windows): It easily does exponentiation. For
example, if you want to calculate 5 to the 8th power, you would
write it in Excel as =5"8.

Create formulas that calculate
numeric values

To create a basic formula that performs math calculations on
numbers:

6 In the desired cell, begin typing the formula to create,
starting with an = sign.

9 Type the formula to calculate. Use these math operators:
e + for addition
e - for subtraction
e * for multiplication

¢ / for division

A for exponentiation

) A f
1 =3*30_
2
2

Figure 8-1:Type a for-
mula into a cell.

3. Press Enter. The formula result appears in the cell, and the
cell cursor moves down into the next row.
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(4] (Optional) To see the formula in the cell, click the cell. Its
formula appears in the formula bar.

Formula appears in formula bar

|

Figure 8-2: The formula result appears in
the cell and the formula itself appears in the
formula bar.

Control the order of math precedence

Just as in basic math, formulas are calculated by an order of
precedence. Table 8-1 lists the order.

Table 8-1 Order of Precedence in a Formula

Order Item Example

1 Anything in parentheses =2% (2+1)
2 Exponentiation =273

3 Multiplication and division =1+2%2

4 Addition and subtraction =10-4

Here are a few additional examples. Work through them yourself
and see if you come up with the same results; if you do, then you
understand order of precedence.

3%3+4/2 = 11
3%(3+4)/2=10.5
3*3+4/2=25

Reference other cells in a formula

One of Excel’s best features is that it can reference cells in for-
mulas. When a cell is referenced in a formula, whatever value
it contains is used in the formula. When the value changes,
the result of the formula changes too.
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To reference another cell in a formula:

c Begin typing the formula to create, starting with
an = sign.

2. When you need to reference another cell, do either of the
following:

@Type the cell’s address directly into the formula (for
example, Al).

@ Click the cell to fill in its address in the formula being
typed.

3. Continue creating the formula normally, adding numbers
and math operators as needed. When you are finished,
press Enter.

A B

10 0

=a1+A2 |

| \O

ESUVITRY R

5

Figure 8-3: Type a
formula that includes
references to other cells
by their column letter
and row number.

Reference cells on other worksheets

When referring to a cell on the same sheet, you can simply use its
column and row: A1, B1, and so on. However, when referring to
a cell on a different sheet, you have to include the sheet name in
the formula.

The syntax for doing this is to list the sheet name in single
quotes, followed by an exclamation point, followed by the cell
reference, like this:

='Sheetl'!A2

You can also select cells on another sheet by first clicking the
sheet tab and then the desired cell as you are creating the
formula, as in the following steps:

ﬂ Begin typing the formula to create, starting with an = sign.

e When you need to reference a cell on another sheet, click
the worksheet'’s tab.

e Click the desired cell on that sheet.
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A

B C

Combiped Revenue
|ax Iﬁi\

Summary Q1 | Q2

Figure 8-4: Click a tab while
typing a formula to reference a

cell on that sheet.
A B C

1 Revenue
2 January $35,000
3 February = $32,000
4 March 541,000
5 o rota (150003
6

7

8

e R R N T R R

Summary Q1 | Q2

Figure 8-5: Click the desired
cell to reference and press Enter.

4. Press Enter to return to the sheet containing the formula
you began in step 1. Excel assumes that the formula is
complete at this point and moves out of that cell.

5. If the formula is not yet complete, click the cell containing

the formula and edit it in the formula bar.
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As you may have noticed in the preceding steps, one of the draw-
backs to selecting a cell this way is that Excel ends the formula
after you select it. It's not a big deal to edit the formula, but if
you would prefer to not have to do so, you can use the typing
method instead of the selecting method.

A\

Copy and move formulas

In Chapter 7, you learn how to move and copy text and numbers
between cells, but when it comes to copying formulas, beware of
a few gotchas. The following sections explain relative and abso-
lute referencing in formulas and how you can use them to get the
results you want when you copy.

Refer to cells with relative referencing

When you move or copy a formula, Excel automatically changes
the cell references to work with the new location. That's because,
by default, cell references in formulas are relative references.

For example, in Figure 8-6, suppose you wanted to copy the for-
mula from F2 into F3. The new formula in F3 should refer to val-
ues in row 3, not to row 2; otherwise the formula wouldn’t make
much sense. So, when F2's formula is copied to F3, it becomes
=B3+C3+D3+E3 there.

F2 contains =B2+C2+D2+E2

F3 - Jr | =B3+C3+D3+E3
A B C D E F G
1 Q1 Q2 Q3 Q4 Total
2 North 16 15 14 11 56
3 |South 20 21 25 23 89
4 East 41 4 23 10
5 West 19 28 17 15
6

F2's formula, when copied to F3, changes to =B3+C3+D3+E3
Figure 8-6: Most of the time when you copy a formula,

you want its cell references to change.
You don’t have to do anything special to move copy with rel-

ative referencing. It's the default when you move or copy. See
Chapter 7.
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Refer to cells with absolute referencing

You might not always want the cell references in a formula to
change when you move or copy it. In other words, you want an
absolute reference to that cell. To make a reference absolute, you
add dollar signs before the column letter and before the row
number. So, for example, an absolute reference to cell B1 would
be =$BS1.

Figure 8-7 shows an example scenario in which an absolute refer-
ence would be appropriate.

Q Cell B4 contains the formula =A4*$B$1. This calculates the
tax on the amount in A4, where the tax rate appears in B1.

@ If you copy this formula to the range B5:B17, you want
the reference to the purchase price to change for each row
(A5, A6, A7, and so on).

Q However, you want the reference to the tax rate to stay the
same for each row.

The dollar signs in the reference $B$1 ensure that that cell refer-
ence will remain static when copied.

B4 - S =A4*58510
A B D E

C
1 |Taxrate: 11%0

2
3 |Price Tax

il $10.00 Sl.lU_

T $15.00

6 $20.00

7 $25.00

8 $30.00

9 $35.00

10 $40.00
O |1 sas00
12 $50.00
13 $55.00
14 $60.00
15 $65.00
16 $70.00
| [17 s75.00

10

Figure 8-7: An absolute reference ensures
the cell reference will not change when
copied.

If you want to lock down only one dimension of the cell refer-
ence, you can place a dollar sign before only the column or only
the row. For example, =$C1 would make only the column letter
fixed, and =C$1 would make only the row number fixed. This is
called a mixed reference.
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To create an absolute or mixed reference, you can type the dollar
signs directly into the cell where they are needed. Alternatively
you can press F4 to cycle through all the available combinations
of relative, mixed, and absolute references.

Insert functions

In Excel, a function refers to a named type of calculation.
Functions can greatly reduce the amount of typing you have to
do to create a particular result.

SMBER
é‘,\“

184

9781119144601-ch08.indd 184

Q For example, instead of using the =B2+B3+B4+B5+B6+

B7+B8+B9+B10+B11 formula, you could use the SUM
function like this: =SUM (B2:B11).

@With a function, you can represent a range with the upper-

left corner’s cell reference, a colon, and the lower-right
corner’s cell reference. In the case of B2:B11, there is only
one column, so the upper-left corner is cell B2, and the
lower-right corner is cell B11.

A B C
1 |Date Revenue
2 12/21/2017 52,500
3 112/22/2017 52,200
4 112/23/2017 52,100
5 12/24/2017| $1,800 [<©)
6 | 12/25/2017 51,700
7 112/26/2017 52,400
8 12/27/2017 51,900
9 12/28/2017 51,200
10 [12/29/2017 53,000
11 [12/30/2017 52,800
12 |Total =sum{BZ:Bll}|0
13 |
14

Figure 8-8: You can specify a range as
one of the function’s arguments.

Range references cannot be used in simple formulas —
only in functions. For example, =A6 : A9 would be invalid
as a formula because no math operation is specified in

it. You can't insert math operators within a range. To use
ranges in a calculation, you must use a function.

An argument is a placeholder for a number, text string, or
cell reference. Each function has one or more arguments,
along with its own rules about how many required and
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optional arguments there are and what they represent.

For example, the SUM function requires at least one
argument: a range of cells. So, in the preceding example,
B2:B11 is the argument. The arguments for a function are
enclosed in a set of parentheses.

GYou don't have to memorize the sequence of arguments
(the syntax) for each function. Excel prompts you for
them. When you type a function directly into a cell, a
ScreenTip prompts you for that function’s arguments.

|=sum{ !

SUM(number1, [number2], .+{®

Figure 8-9: Excel prompts you for
arguments when you type a function.

Use the SUM function

The suM function is by far the most popular function; it sums (that
is, adds) a data range consisting of one or more cells, like this:

=SUM (D12 :D15)

You don'’t have to use a range in a SUM function; you can specify
the individual cell addresses if you want. Separate them by com-
mas, like this:

=SUM (D12, D13, D14, D15)

If the data range is not a contiguous block, you need to specify
the individual cells that are outside the block. The main block
is one argument, and each individual other cell is an additional
argument, like this:

=SUM (D12:D15, E22)
The SUM function is so frequently used that it has its own button
on the Home tab, in the Editing group. Here’s how to use it.

0 Select the cell into which you want to insert the SUM
function.

9 On the Home tab, click Sum.
@The SUM function is placed in the cell.

e Excel attempts to guess the range you want to sum and
places a dashed outline around it.

@ 1t also fills the range into the SUM function’s argument.
The range is highlighted so it can be easily removed.
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B - - - Book1 - Excel [c3] - = X
Home | Insert Pagelayout Formulas Data  Review View  Q Tell me whatyouwant to do. S O shore |
= - A
v B WiapText Currena - E 7] T p
- y B E 3

Merge & Center = § - % » 53 £ Conditional Formatas Cell - . Sort & Find &
Formatting - Table ~ Styles~ L% Format Filter - Select -
Clipboard = Font = Alignment s Number = Stes cells diting ~

% Calibri ML MY
o BB
Pate. o B I U- M- O-A- ==

e-

B12 - fi v

A B [ D E F G H J K L M N o P -
Date Revenue
12/21/2017  $2,500
12/22/2017  $2,200
12/23/2017  $2,100
12/24/2017  $1,800
12/25/2017  $1,700
12/26/2017  $2,400
12/27/2017  $1,900
12/28/2017  $1,200
10 112/29/2017  $3,000
11 12/30/2017 __ $2,800
o [ )
13
14
15
16
7
18

19 e
Sheet1 | Sheet3 | Sheet2 @ < »

@ N s W o

©

i) ) s=——T=—— W

Figure 8-10: Select the cell to hold the function and then click Sum.

A B C D
1 Date Revenue
2 12/21/2017F $2,500
3 12/22/2017) $2,200
4 12/23/(® $2,200
5 12/24/2017! $1,800
6 12/25/2017) $1,700
7 12/26/2017} $2,400
8 12/27/2017! $1,900
9 12/28/2017) $1,200
10 12/29/2017} $3,000
11 12/30/2017! $2,800
12 |Total  @pf=sumiB2B1H4®
13 SUM(number1, [number2], ..)
14

Figure 8-11: Excel tries to complete the
function for you.
3A.If the range is correctly selected, press Enter to accept it.
OR

3B.Drag across the correct range to make a different selection
and then press Enter.

‘x‘gN\BEI? When you press Enter to complete a function, as in step 3, Excel
> automatically adds a closing parenthesis to the function if there
was not one already entered. You do not have to worry about
typing one.
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Use AVERAGE, COUNT, MAX, and MIN
functions

Perhaps you noticed that the Sum button on the Home tab has
an arrow on it. Click the arrow for a list. (See @) in Figure 8-12.)
From this list you can select one of several other common func-
tions to use instead of SUM:

e Average: Provides the average of the numeric values
within the selected range. Ignores blank and non-numeric
values

G Count Numbers: Counts the number of cells within the
selected range that contain numeric values

Q Max: Finds and returns the largest numeric value within
the selected range

G Min: Finds and returns the smallest numeric value within
the selected range

| — = X

Faithe Wempen
E=nsert + |2 'ﬂ' O
g<Delete ~ ¥ sum
EIFormat' gverageﬂ
Cells Ggount Numbers ”~
ﬂax@ v
M R A

More Functions...

Figure 8-12:You can select other common
functions from the Sum button’s menu.

Find and insert a function

Typing a function and its arguments directly into a cell works
fine if you happen to know the function you want and its argu-
ments. Many times, though, you may not know these details. In
those cases, the Insert Function feature can help you.

Insert Function enables you to pick a function from a list based
on descriptive keywords. After you make your selection, it pro-
vides fill-in-the-blank prompts for the arguments.
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To insert a function:
a Select the cell in which to insert the function.

e On the formula bar, click the Insert Function button to
open the Insert Function dialog box.

B6 - e 0

A B C
1
Mortgage Calculator
Amount borrowed $250,000
Term, in months 360

Monthly interest rate 0.003333
Payment due

o~ |on b AWM

Figure 8-13: Click Insert Function on the
formula bar.
e In the Search for a function describe what you want to do.

e In the Select a function box, click a function and then
read about it below the list.

e When the appropriate function is selected, click OK.

Insert Function
Search for a function:

payment 0

Or select a category: Recommended

Iy
]

Select a function:

Fv A

KNPY
XIRR

CUMIPMT

CUMPRINC

PPMT

PMT(r:te,nper,pV/‘t,!yPeJ

Calculates the payment for a loan based on constant payments and a constant interest rate.

Help on this function 5 Cancel

Figure 8-14: Describe the function’s purpose, and then
browse the list to find the one you want.

6. In the Function Arguments dialog box, type the number
or enter the cell reference for each argument. Here are
some things to remember about this dialog box:

0 You can type directly into any of the argument text
boxes.
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e You can click in an argument’s box and then click a
cell on the worksheet behind the dialog box to fill in
that cell reference.

0 You can click the Collapse Dialog button for any
argument to temporarily shrink the dialog box so you
can see which cell you want to choose.

Q Arguments in bold are required.
G Arguments that are not in bold are optional.
GThe Formula Result area previews the formula’s result.

0 Click OK to complete the function.

B -
Home Insert

. X AutoSum ~

Insert
Function [B Financial -

B6 -

A
1

3 Amount borrowed
4 Term, in months

6 |Payment due

Sheet1

Pagelayout = Formulas = Data Review View  Q Tell me whatyou want to do.

Recently Used ~

Logical |& Lookup & Reference * ﬁ\' = Define Name ~ %o Trace Precedents  [%] Show Formulas ,—‘
= o
Text - |8 Math & Trig = i Use in Formula = Trace Dependents 4 Ermor Checking = &0
Name o . Watch  Calculation [
|8 Date & Time - I8 More Functions ~ Manager E5 Create from Selection 15 Remove Arrows - (B Evaluate Formula  indow  Options ~
Function Library Defined Names Formula Auditing Calculation ~
X v [ M

2 Mortgage Cal

=F
Function Arguments 7 X
Lo L
Rate 85 0.003333333
C

250,000 o
260 B3 250000

0.003333 v
5,8483) | Type

5 Monthly interest rate

Sheet3 | Sheet2 | Sheetd ® < >

S

tor

= 1193538239
Calculates the payment for a loan n constant payments and a constant interest rate,

Rate s the interest rate per period for the loan. For example, use 6%/4 for quarterly payments at 6%

Formula result = -1193.538239

Help on this fundi

7

Figure 8-15: Fill in the arguments for the chosen function.
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Choose from the Function Library

Once you become familiar with the names of Excel’s most com-
mon functions, you will not need to look them up every time
you need one, as you did in the previous section. Instead you
can shortcut the process, either by typing them directly into the
cell or by choosing them from the Function Library group on the
Formulas tab.

The Formulas tab’s Library group organizes functions by their gen-
eral purpose. There is a separate drop-down list button for each
category. There are also extra buttons for AutoSum, which is the
same as the Sum button on the Home tab, and Recently Used.
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To select a function from the library, follow these steps:
1. Select the cell in which to insert the function.

e On the Formulas tab, click the button for the category of
function you want.

e Scroll through the list and click the desired function.

You can point at a function on the list to see a pop-up box
describing it. (See @ in Figure 8-16.)

=] o - - s
Home Insert Page Layout Formulas Data
AutoSum - i Logical ~ Lookup & Refer:
z 3]
Insert Recently Used ~ Text~ @ Math & Trig ~
Function |2 Financial ‘0@ Date & Time - & More Functions
e N
NPER e
B6 NPV Se
| ODDFPRICE B c D
1 ODDFYIELD
ODDLPRICE ‘
ERLY or
ODDLYIELD §
3 | Ame 30,000
4 |Ten  PDURATION 360
5 Mol PMT I@ 133333
6 |Pay PPMT
7 PRICE PMT (rate,nper,pv,fv,type)
8 PRICEDIS Calculates the payment for a loan
9 based on constant payments and a
10 PRICEMA] constant interest rate.
11 v @ Tell me more
12 RATE
13 RECEIVED
14 RRI e
15 fx Insert Function...
16
17

Figure 8-16: Choose the desired function
from the category list.

4. Pick up the steps in the preceding section, “Find and
insert a function,” at step 6 to complete the function.

Show the current date or time with a function

You can use functions to show the current date or time in a cell
and have that value be updated automatically every time you
open the worksheet. (You can also update the field manually any
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time by pressing F9 or choosing Formulas = Calculate Now.)
The functions to do this are

® NOW: Reports the current date and time
® TODAY: Reports the current date

Even though neither uses any arguments, you still have to
include the parentheses, so they look like this when you use
them:

=NOW ( )
=TODAY ( )

If you want a different format than the default for either of those
results, you'll need to apply a different number format to the
cell. Here’s how:

c With the cell selected that contains the function, click
the dialog box launcher for the Number group on the
Home tab.

Date -
$-% * W3

Number I

Figure 8-17: Click the
dialog box launcher for the
Number group.

9 In the Format Cells dialog box, in the Category list, click
either Date or Time, whichever you want.

e Select the desired format from the Type list.
O click oK.

") You can combine the NOW or TODAY function with a formula to get
results that are in the past or future. For example, =TODAY ( ) +7
returns the date that is 7 days in the future. Use decimal points to
indicate times. For example, =NOW ( ) -0. 5 returns the time that is
12 hours (50 percent of one day) in the past.

There are many other date and time functions available. Check
out the functions on the Date & Time button’s menu on the
Formulas tab.
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Format Cells ? x

Number Alignment Font Border Fill Protection

Category:

General Sample
Number
Curreney
Accounting Type:

Date

Percenta g 13:30
Fraction ’ 1:30 PM

Scientific 13:30:55

Text 1:30:55 PM

Special 30:55.2 5
Custom 37:30:55

Locale (location):

1:51:36 PM

English (United States) ~

Time formats display date and time serial numbers as date values. Time formats that begin with an
asterisk () respond to changes in regional date and time settings that are specified for the operating
system. Formats without an asterisk are not affected by operating system settings

T

Figure 8-18: Select a specific date or time format.

Calculate loan terms

One of the most common calculation tasks in Excel is to deter-
mine the terms of a loan. There is a set of functions designed
specifically for this task. Each function finds a different part of
the loan equation, given the other parts:

e pv: Short for present value; finds the amount of the loan

e NPER: Short for number of periods; finds the number of
payments (the length of the loan)

e RATE: Finds the interest rate per period
e pMT: Finds the amount of the payment per period

Each of those functions uses the other three pieces of informa-
tion as its required arguments. For example, the arguments for
PV are rate, nper, and pmt.

So, let’s say, for example, that you want to know the length of

a loan in which you borrow $20,000 at 5 percent interest per
year (0.417 percent per month) if you make a monthly pay-
ment of $350. You can use the NPER function to figure that out.
Here's how:

o In Excel, create the labels needed for the structure of
the worksheet, as shown in Figure 8-19. Fill in the
information you already know about the loan.
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A B

Loan Calculator

2

3 |Amount borrowed 520,000
4 |Term, in months

5 Monthly interest rate 0.417%
6 |Payment due $300.00
7

Figure 8-19: Create the structure of the
worksheet, including the descriptive
labels and any numbers that you already
know.

(2] Type =NPER( into the cell where the function should be
placed.

A ScreenTip reminds you of the arguments to use and
their proper order. (See 0 in Figure 8-20.)

e Click or type the cell that contains the interest rate and
then type a comma.

A B C D
1

2 |Loan Calculator

3 |Amount borrowed 0,000

4 |Term, in months =NPER(B5;

5 |Monthly interest rate I NPER(rate, pmt, pv, [fv], [tyoe:_nﬂ
6 |Payment due - $300.00

7

Figure 8-20: Begin entering the function and its
arguments.

e Click or type the cell that contains the payment amount,
and then type a comma.

O Click or type the cell that contains the loan amount, and
then press Enter to complete the formula. The closing
parenthesis is automatically added for you. If you do the
example correctly, the loan term will show as -58.95187.

Besides these four simple functions, there are dozens of other
financial functions available in Excel. For example, IPMT is like
PMT except it returns only the amount of interest in the pay-
ment, and PPMT returns only the amount of principal. Explore
the functions on the Financial button’s menu on the Formulas
tab on your own.
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A B C D

-

> |Loan Calculator

3 |Amount borrowed __529,_0_[)__ ?

4 |Term, in months =NPER(B5,86,53]

5 |Monthly interest rate ”_ \PER{rate.-a"nt. pv, [fv], [typel)
6 |Payment due $300.00 |

7

Figure 8-21: Add the remaining arguments, separating
them with commas.

) The result of the calculation will be negative if the present value
(the loan amount) is a positive number. If you want the term to
show as a positive number, change the amount borrowed to a
negative number, or enclose the function within the ABS func-
tion (absolute value), like this: =ABS (NPER (B5,B6,B3) ). ABS is
short for absolute value.

) Since the number of payments must be a whole number,
you might choose to use the ROUNDUP function to round that
value up to the nearest whole. The ROUNDUP function has
two arguments: the number to be rounded and a number of
decimal places. For a whole number, use 0 for the second
argument. The finished formula would then look like this:
=ROUNDUP (ABS (NPER (B5,B6,B3)),0).

Perform math calculations

Technically, all formulas perform math calculations, but there’s

a specific category of functions called Math & Trig for functions
that deal directly with familiar math calculations like finding the
square root (SQRT), tangent (TAN), sine (SIN), or cosine (COS)
of a number. The ABS and ROUNDUP functions I mentioned at the
end of the previous section fall into this category also. Check out
the Math & Trig category list on the Formulas tab for a complete
list of math functions.

Most of the math-related functions are fairly simple, with just
one or two arguments. For example, the SQRT function takes
only one argument: the number to be calculated. SQRT (A1)
finds the square root of the number in cell Al.

Evaluate a condition with an IF function

The 1F function determines whether or not a condition is true
and then performs different actions based on that answer. IF is
only one of many logical functions that Excel provides; see the
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list on the Logical button on the Formulas tab for others. For
example:

0 Suppose a customer gets a 10 percent discount if he
spends more than $50. You could use the IF function to
determine whether his order amount qualifies.

ES - Jt | =IF(D5>=50,D5%0.1,0)
A B C D B §
1 |QOrder Log
2
3 |Date Cust# Order#  Amount Discount Total >0
4 |12/1/2017 1 Co1 $45.20 $0.00  $45¢
5i |12/1/2017 2 Co2 $55.60 55.56. $50.04
6 | 12/2/2017 1 Co3 $100.22 $10.02  $90.20
7 |12/2f2017 3 Co4 $38.50 50.00 S$38.50
8

Figure 8-22: The amount of discount is determined using an
IF function.

An IF function typically contains three arguments:
condition, value if true, and value if false.
Like all arguments, they are separated by commas.

eThe condition in this example is D5>=50. In other
words, is the value in D5 greater than or equal to 507

©® The value if true in this example is calculated by
multiplying D5 by 0.1 (in other words, calculating 10
percent of it).

QThe value if false in this example is zero (0).

=IF(D5>=50lD5*0.10

Figure 8-23: An IF function with
three arguments.

The condition argument is the only required one. If you omit
the value if true argument, the function returns 1 if the
condition is true and 0 if the condition is false. If you omit the
value if false argument, a value of 0 is assumed for it.
Therefore in the above example, technically we did not have to
include the value if false argument, since we wanted zero
for it anyway.
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® If you want to combine a SUM operation with an IF condition,
you can use the SUMIF function, which does both at once. It
sums a range of data if the condition you specify in its argument
is true. You'll find it on the Math & Trig button’s list, rather than
under the Logical category.

Refer to named ranges

When constructing formulas and functions, naming a range can
be helpful because you can refer to that name rather than the cell
addresses. Therefore you don't have to remember the exact cell
addresses, and you can construct formulas based on meaning.
For example:

Q Instead of remembering that the number of employees is
stored in cell B2, you could name the cell B2 Employees.

@Then in a formula that used B2’s value, such as =B2*3,
you could use the name instead: =Employees*3.

-0

c2 - I =Employees*3

A B (@ D E
1 |Store Employees Uniforms

2 1 250
3

Figure 8-24:You can use range names in formulas.

You can name individual cells, as in the above example, but in
some cases it may be more advantageous to name multi-cell
ranges. For example, you might name multiple cells in a column
that contains the same kind of information. When you then use
the range name in a formula or function, Excel assumes that you
mean the cell within that range that corresponds to the row or
column in which you are typing:

e In Figure 8-25, the named range of Employees
encompasses B2 :B7.

QThe same formula is used in every cell in column C:
=Employees*3.

G In each row, Excel assumes that you mean the cell in that
same row.
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c7 - Je =Employees*3 {)
A B C D E

1 |Store Empﬁees Uniforms

2 1 250 750

3 2 300 900

4 3 200 600

5 4 250 750

6 5 200 600

7 5] 100 300

8

Figure 8-25: When a multi-cell range is named, references
to that range are relative to the cell in which the formula is
entered.

Excel is rather intelligent about deducing what you mean when
you refer to named ranges. When you refer to a range in a calcu-
lation like the one shown in Figure 8-25, the reference is to an
individual cell in the range. However, if you use the range name
in a formula where it makes sense to be referring to the entire
range, Excel does so.

For example, =SUM(Employees) would return the sum of all
values within that range. (See ) in Figure 8-26.)

B3

1
2
3
4
5
6
7
8
9

- Jr =SUM(Employees)
A B C D E
Store Employees Uniforms
1 250 750
2 300 900
3 200 600
4 250 750
5 200 600
6 100 300
[Total | 1300} )

Figure 8-26: When you refer to a multi-cell range in a context
that infers the entire range, Excel interprets it that way.

You can name a range in three ways, and each has its pros
and cons.

Create range names by selection

If default names are okay to use, you may find automatic naming
useful. With this method, Excel chooses the name for you based
on text labels it finds in adjacent cells (above or to the left of the
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current cells). This method is fast and easy, and it works well
when you have to create a lot of names at once and when the
cells are well labeled with adjacent text:

a Select the range to name. If you want to create multiple
named ranges, each referring to a different column or row,
select the entire range, including the cells containing the

names to use.

e From the Formulas tab, click Create from Selection.

= o - - - s functions.xlsx - Excel
Home Insert Page Layout Formulas Data Review View Q Tell me what you
fx 2 AutoSum - Logical ~ Lookup & Reference - [=q\‘\\‘ Define Name ~
1
Insert |& Recently Used - Text~ |El Math & Trig - N ‘fi Use in Formula
nsel ame
Function E Financial = |g Date & Time ~ |! More Functions = Manager [ Create from Selectiomp
Function Library Defined Names
Al - Je Store
A B @ D E G H
1 |Store Employees Uniforms
2 1 250 750/ <)
3! 2 300 900
4 3 200 600
5 4 250 750
6 5 200 600
7 6 100 300
8

Figure 8-27: Allow Excel to automatically create ranges with names defined by

labels in adjacent cells.

e In the Create Names from Selection dialog box, mark
or clear check boxes as needed to indicate where the

labels are.

e Click OK. The range names are created.

Create Names from Sele...

Create names from values in the:

I:‘ Left column
I:‘ Bottom row
I:‘ Right column

DF o |

?

Cancel

X

Figure 8-28: Confirm that Excel has
correctly guessed where the labels are.
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3 ) )
If you aren’t sure if the ranges were correctly created, click the

Name Manager button on the Formulas tab to see a list of all
named ranges and their definitions.

Create range names using
the Name box

With this fast and easy method, you get to choose the name
yourself. However, you have to do each range separately;
you can't do a big batch at a time:

c Select the cells to include in the named range. Make sure
that you select only the cells that contain actual data, not
the cell containing text (like the column header).

e Click in the Name box and type the new range name.

3. Press Enter.

Uniforms 0* Jx
A B €
1 |Store Employees Uniforms
2 1 250 750
3 2 300 900 | @)
4 3 200 600
5 4 250 750
6 5 200 600
7 6 100 300
8
Figure 8-29: Type a range name into the
Name box.

Create range names using Define Name

If you want to more precisely control the options for the name,
you can use the Define Name command. This method opens a
dialog box from which you can specify the name, the scope, and
any comments you might want to include:

@ sclect the cells to include in the named range. Make sure
that you select only the cells that contain actual data, not
the cell containing text (like the column header).

9 On the Formulas tab, click Define Name.

e In the New Name dialog box, type the desired name in
the Name box.
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e (Optional) To limit the scope of the name to just the
active worksheet, change the Scope setting to a particular
sheet (such as Sheet1).

e (Optional) Type any comments in the Comment box.
This can help you remember why you created the range.

0 click OK.
B - - 4- -
Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
. 2 AutoSum - Logical = E Lookup & Reference = r—j_\‘; Define Name@ Eiﬂ Trace Pre
| — a
Insert Recently Used ~ Text~ |ﬂ Math & Trig = N ?;'( Use in Formula - =l Trace Degl
nse ame .
Function B Financial - |8 Date & Time - |E More Functions ~ Manager L= Create from Selection 15 Remove 4
Function Library Defined Names
Uniforms - I =B2*3 New Name ? %
A B [ D . Name: Uniforms 0 B J
1 |Store Employees Uniforms R
2 1 250 750 scopes | workbook <) B
8 2 300 900 Comment:
4 3 @ 600
5 4 0 750 0
6 5 200 600
7 6 100 300 ; —
Referstol  —sheets!$C52:5C57 =
8 |Total
10 4

Figure 8-30: Define a range using the Define Name command.

Use Quick Analysis features

Here are some points to keep in mind about Quick Analysis:

QWhen you select a range of cells, a small icon appears
in the lower right corner of the selected area. This is
the Quick Analysis icon, and clicking it opens a panel
containing shortcuts to several types of common activities
related to data analysis.

Q Click on the five headings to see the shortcuts available
in that category. Then hover over one of the icons in that
category to see the result previewed on your worksheet.

G Formatting: These shortcuts point to conditional
formatting options, which you will learn about in
Chapter 9. For example, you could set up a range to
make values under or over a certain amount appear in a
different color or with a special icon adjacent.
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A B < D E F G

1 |Store Employees Uniforms

2 1 250 750

3 2 300 900

4 3 200 600

5 4 250 750

6 5 200 600

7 6 100 300

: B

9

10 | Formatti Charts  Totals  Tables Sparklines|0
11

F = ==
13

14 Data Bars  Color IconSet  Greater Top 10% Clear o
15 Scale Than Format
1? Conditional Formatting uses rules to highlight interesting data.

18

Figure 8-31: Open the Quick Analysis panel by clicking its icon.
Then choose a category heading and click an icon for a command.

Q Charts: These shortcuts generate common types of charts
based on the selected data. You will learn about charts in
Chapter 11.

Formatting Char‘tsﬁntals Tables Sparklines

om B O B Ip

Scatter Clustered Clustered Line Stacked More
Column Bar Bar Charts

Recommended Charts help you visualize data.

Figure 8-32: Quick Analysis offers shortcuts for creating several
common chart types.

G Totals: These shortcuts add the specified calculation to
adjacent cells in the worksheet. For example, Sum adds a
total row or column.

G Notice that there are separate icons here for rows versus
columns.

@ Notice also that in this category there are more icons than
can be displayed at once, so there are right and left arrows
you can click to scroll through them.
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Formatting Charts Totals@bles Sparklines

Sum verage Count % Total  Runnin

Formulas automatically calculate Is for you.

Figure 8-33: You can use Quick Analysis to add summary rows or
columns.

@ Tables: You can convert the range to a table (covered
in Chapter 10) for greater ease of analysis. You can
also generate several different types of PivotTables via
the shortcuts here. A PivotTable is a special view of the
data that summarizes it by adding various types of
calculations to it.

@ 1he PivotTable icons aren’t well differentiated, but you
can point to one of the PivotTable icons to see a sample
of how it will summarize the data in the selected range.
If you choose one of the PivotTable views, it opens in its
own separate sheet.

A B s D E F G
1 |Store Employees Uniforms |
2
3 Row Labels ~ | Sum of Uniforms Sum of Store
4 100 300 6
5 200 1200 8
z 250 1500 5
7 300 900 2
3 Grand Total 3900 21 \
° = |
10 Formatting Charts  Totals Tablesﬂarklines /
11
12
14 Table  PivotTable PivotTable PivotTable Pivotlable More
15
::g Tables help you sort, filter, and summarize data.

Figure 8-34: You can convert the range to a table or apply one of several
PivotTable specifications.
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o Sparklines: Sparklines are mini-charts placed in single cells.
They can summarize the trend of the data in adjacent
cells. They are most relevant when the data you want to
trend appears from left to right in adjacent columns.

Formatting Charts  Totals  Tables Sparklineso

Line Column  Win/Loss

Sparklines are mini charts placed in single cells.

Figure 8-35: Choose Sparklines to add mini-charts that show
overall trends.
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CHAPTERNINE

Formatting
and Printing
Excel
Worksheets

Face it: Plain worksheets aren't that
much to look at. A worksheet packed
full of rows and columns of numbers is
enough to make anyone’s eyes glaze over.
However, formatting can dramatically
improve a worksheet’s readability, which
in turn enables the reader to understand its
meaning much more easily.

You can apply formatting at the whole-
worksheet level or at the individual-cell
level. This lesson focuses on formatting
entire worksheets — or at least big chunks
of them. You learn how to adjust rows and
columns, apply worksheet backgrounds,
create headers and footers, and format
ranges as tables, complete with preset table
formatting. You also learn how to print your
work in Excel.

Apply and customize
themes

Themes are formatting presets that you can
apply to entire worksheets to change their
formatting without having to select each for-
matting aspect manually. A theme includes
font, color, and effect choices. You learned
about themes in Word in Chapter 2, and

9781119144601-ch09.indd 205

In This Chapter

u=> Applying and customizing
themes

= Applying a worksheet
background

= Resizing rows and
columns

u= Applying cell borders and
shading

= Formatting cells using
styles

= sing conditional
formatting

u=Setting up headers and
footers

= Printing a worksheet
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themes work basically the same way in Excel, too (and also in
PowerPoint, as you'll see in Chapter 15). The theme choices are
the same across those three applications, so you can standardize
your formatting across all the documents you create, regardless
of application used.

A theme doesn’t override manually applied formatting. It simply
redefines the default values for fonts, colors, and effects. In order
for a theme’s fonts to apply to a certain cell, you must not have
changed its font manually, or you must have changed it to one
of the fonts in the Theme Fonts section of the Font drop-down
list. Similarly, in order for colors to take effect, you must have
recolored objects only with the theme colors placeholders, not
with fixed colors. See Chapter 2 for more information. If a cell
or object doesn’t appear to be working with the applied theme,
select it and choose Home > Clear > Clear Formats.

Apply a theme
To apply a theme, do the following:

© On the Page Layout tab, click Themes. The Themes menu
appears.

9 Click the desired theme.

H - -
Home Insert Page Layout Formulas Data Rev|

- O s

Themes — Margins Orientation Size Print Breaks Backgroul
- Eﬂects - - - - Area- -
Custom -
Aa

-
Corporate
Office

== :.*3]0

Office Facet Integral

Ac] 2R 2] [a]

lon Board... Organic Retrospect Slice
Aa Aa Aa Aa
mmmmn - CLLEL) emm.

Wisp Banded Basis Berlin
Aa Aa Aa Aa
Emmss Ll nmm moam
Celestial Circuit Damask Depth -

EI:DI Browse for Themes...
Fg Save Current Theme...

Figure 9-1: Choose a different theme to
change the formatting.
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Each aspect of a theme can also be individually changed, using
the Colors, Fonts, and Effects buttons on the Page Layout tab.
Each one opens a menu from which you can make your selec-
tion. These color, font, and effect schemes do not correspond
one-to-one with the themes on the Themes button’s list; there
are more color, font, and effect schemes than there are themes.
You can change these as follows:

0 Click Colors and choose a different set of colors.
@ Click Fonts and choose a different set of fonts.
Q Click Effects and choose a different effect type.

Hd - L I
Home Insert Page Layout Formulas Data Rev|

[ % 5 [

= ins Orientation Size Print Breaks Backgrou|
- [Clefrects - - Aea- -

T Office

- [|Cy[m

Office Office 20..  Subtle So.. Banded E..

>

Smokey G.. Glow Edge Grunge Te.. Frosted G,

@8 G| @ (2

Top Shad... Inset Milk Glass Riblet

e e 1

Reflection  Extreme S.. Glossy

W AW W N

3

14

Figure 9-2: Change one aspect of a theme
individually from the Design tab.

Effects apply only to certain graphic objects, such as drawn lines
and shapes and SmartArt. Therefore, you should not expect to
see an immediate, dramatic difference in your worksheet when
you apply a different Effect setting unless your worksheet con-
tains graphic objects and those graphic objects have not been
manually formatted with specific effects.

Create a custom theme

You can create your own custom themes and then save them and
share them with other people. This is handy when your company
has specific fonts and colors that you are expected to use in your
work-related projects; you can create a theme that uses the right
formatting, and then everyone in your company can use that
same theme, ensuring consistency.

207

October 15, 2015 4:02 PM



208

9781119144601-ch09.indd 208

To create a custom theme, follow these steps:

1. Make your selection of Color, Fonts, and Effects, as in
Figure 9-2. If none of the font and color themes are
suitable, you can create your own custom schemes, as
I explain in the next two sections.

e On the Page Layout tab, click Themes, and then click Save
Current Theme.

H - 2 -
Home Insert Page Layout Formulas Data Review

B colors - E D; E D L
F\)
[A]Fonts - [H;P! Ml o
Themes Margins Orientation Size  Print Breaks Background
(@) eftects - - - ~  Arear <

Custom -

Aa

Corporate

Office

pa ) [aa =T [2 ]

Office Facet Integral

Ao 2] 2 ]j

lon Board... Organic Retrospect Slice
Aa Aa Aa Aa
[y mms e mmmm
Wisp Banded Basis Berlin
Aa Aa Aa Aa
L LR - LT LT ]
Celestial Circuit Damask Depth -

& Browse for Themes..

E Save Current Theme‘..ﬂ

Figure 9-3: Select the Save Current Theme
command from the menu.

3. In the Save Current Theme dialog box, type a name in the
Filename box for the new theme. Leave the save location
as-is.

e Click Save.

From now on, your custom theme appears on the Themes
button’s menu, in the Custom section, as shown at Q in
Figure 9-5.

If you want to share the theme with others, repeat steps
1-4 but this time navigate to a shared location before
clicking Save. Excel will save a copy of it there.

If you want to use someone else’s custom theme, click the
Themes button and click Browse for Themes. Navigate to
the file’s location and click Open. (See @) in Figure 9-5.)
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Save Current Theme X
1+ « Temp.. > Document Them... > ~ O Search Document Themes »
Organize ~ Mew folder = 5 o
~
# Quick access Name Date modified Type
Thi Col 7/31/20158:09 AM  File fold,
Microsoft Excel eme tolors (ks e rolae
Theme Effects 7/31/2015 8:09 AM  File folde
& OneDrive Theme Fonts 7/31/20158:09 AM  File folde
= This PC
ud Network
< >
File name: | Corporate v
Save as type: Office Theme (*.thmx) »
= Hide Folders Tools + 4 Cancel

Figure 9-4: Save a custom theme to Excel’s default location for

themes.

H - - s
Home Insert Page Layout
nCulurs'

Fonts ~

Effects - - -

Formulas

- Area~

lﬁ Browse for Themes.ﬂﬂ
=]

Save Current Theme...

Corporate

Office

Aa 1 Aa ]I| Aa ?‘ Aol
e acet | megm ien
Aa 1 Aa 1. Aa 1 Aa U
ngowc. O | Revowe  Sice
AGW Aa :| Aa 1 Aa ]
W bwded e pan
Aa Aa i| Aa 1 Aa 1
.C.EIESTial C-ir.(:lt u[‘);:ﬂ.a.sk : DE-pth

05 O

Margins Orientation Size Print Breaks Backgroul

-

-

Data Rey|

Figure 9-5: Custom themes appear at the
top of the menu.
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Create a custom color scheme

As you learned in Chapter 2, each color scheme in Office appli-
cations consists of values for 12 color placeholders. Each of the
preset color combinations is represented on the Colors button'’s
menu.

To create your own color combination, follow these steps:
a On the Page Layout tab, click Colors.
9 Click Customize Colors.

H - O
Home Insert = Pagelayout = Formulas
Ry > = U
=" | Office A=l
Themes rint Bre
- I T Office lea~
- I I Office 2007 - 2010 | [jetup
W TN Grayscale
H11 | N Siue Warm
[ m i
N I I Bluell
N I NN &iue Green
NN Green
3 T Green Vellow
4 T velow
5 || TEEEEEEEEE Vellow Orange
R —
7 | S MM Orange Red
8 W WM Redornge
O NS e
E’ | B Red Violet
I Vot
B Violet ||
B Vedian
| T Paper
L T varuee -
16
W Customize Colors.
18
i sheet1 [ @

Figure 9-6: Choose Customize
Colors from the menu.

e For each of the 12 placeholders, click its arrow and then
choose the desired color.

In most cases you will want to choose one of the colors in
the Standard Colors area, or click More Colors for a wider
selection. (See @ in Figure 9-7.)

If you choose a color that is in the Theme Colors section,

the color choice will not hold when you apply a different
color theme or choose different colors for the other place-
holders. (See @) in Figure 9-7.)

e In the Name box, type a name for the custom color
scheme.

e Click Save.
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Create New Theme Colors ? X

Theme colors Sample

Text/Background - Dark 1 El A

Text/Background - Light 1 |:| hd

Text/Background - Dark 2 El -

Text/Background - Light 2 I:. i D

Accent 1

Theme Colors

H H EN EEEES

Accent 2

Accent 3

Accent 4 I
T
i

Accent 6 Standard Colors

Hyperlink L EEEEE
¥ More Colors..

Eollowed Hyperlink ¥,

Name: |Corporate 0
Resat §av90 Cancel

Figure 9-7: Select the desired color for each
of the placeholders.

Create a custom font scheme

A font scheme consists of font choices for two types of text:
Headings and Body. You can define these placeholders with the
same font or two different fonts.

To create a custom font scheme:
a On the Page Layout tab, click Fonts.
e Click Customize Fonts.

e Open the drop-down list for the Heading font and choose
a font.

e Open the drop-down list for the Body font and choose a
font.

e Type a name for the scheme in the Name box.
0 click Ok

Should you wish to share your custom font or color schemes
with others, you can find them in C:\Users\username\AppData\
Roaming\Microsoft\Templates\Document Themes, in the Theme
Colors or Theme Fonts folders, respectively. (Replace username
in that path with your Windows username. Browse the C:\Users
folder if you don’t know the exact name.)
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- Custom
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o
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Insert | Page Layout

@ Dis

Corporate
Cambria
Constantia

Office
Calibri Light
Calibri

Office 2007 - 2010
Cambria
calibri

Calibri
Calibri
calibri

Arial
Avrial
Arial

Corbel
Corbel
Corbel

16
17 Customize Fonts... 0

Sheet1 ®

Formulas

Print §
P

rea~

Setup

Figure 9-8: Choose the
Customize Fonts command.

Create New Theme Fonts

Heading font:

tambr\a 0

Body font:

Caonstantia 0
MName: |Corporate 0

Sample

Heading

Body text body text body text. Body
text body text.

B ¢

Cancel

Apply a worksheet background

Figure 9-9: Define the fonts for the custom scheme.

A worksheet background is a background picture that appears
only onscreen; it doesn’t print. Some people use a background to
dress up the appearance of a sheet, but be careful not to impede
readability when using one.

As Excel defines it, a “background” is a picture. If you want a
solid-color background, apply the same shading to the entire

worksheet. You'll learn about cell shading later in this chapter, in
“Apply cell borders and shading.”
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A background picture repeats (tiles) itself as needed to fill the
entire worksheet. You can't modify that behavior to stretch the
picture or make it repeat only once. (Are you getting the idea yet
that a background is a pretty simple, limited feature? It is.)

To apply a picture background:

a On the Page Layout tab, click Background. The Insert
Pictures dialog box opens.

2. Do one of the following:

e Click Browse next to From a File to browse your
computer for the picture to use.

e Click in the Search Bing box, type a keyword to use for
an Internet image search, and press Enter to initiate
the search.

0 Click Browse next to OneDrive to browse your
OneDirive storage for the picture to use.

B -
Home
B colors -
=% [A]Fonts~
Themes
. [@effects-

Themes

Insert

Pagelayout Formulas Data Review View  Q Tell me whatyou want to do. Faithe Wempen

@ 2 [m L m {3 Width: [Automatic -| Gridlines  Headin L =
R @ g5
™ i EE‘ (L % [[Height: /Automatic -| [ View [] View =l L Ok e
Margins Orientation Size  Print Breaks Background Print o —— X X Bring Send  Selection Align Group Rotate
- - - Aeav - Titles Sclle:  |100% 5 Print Print  Fonward - Backward = Pane
pace etu - letast o heeromions G Aupanoe ~
X
Insert Pictures K i i N E

My Fromafile S
Browse files on your computer or local network G

B Bing Image Search g
Search the web

Z&a OneDrive - Personal e
faithe@wempen.com

Also insert from:

Ready.

»
M -——F——+ 100%

i

Figure 9-10: Select a source from which to locate an image.
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© select the desired picture. (If you chose option @) or @
in step 2, you might need to browse for it.)

o Click Insert.

To remove a background image, choose Page Layout &> Remove
Background.
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4 BACK TO SITES

b Bing Image Search
99 search results for pencils

pencils

/ = — ¥..~, v
sA A e ?

Search results are images licensed under Creative Commons. Please review the specific license for any image you want to use X

to ensure you can comply with it.  Show all web results

Colored Pencils Wallpaper by MAUXWEB.. e o— —
1000 x 800 - mauxwebmaster.deviantart.com i

Figure 9-11: Select the desired image.

If you want a background picture that prints, add a picture to
the header or footer. You'll learn about headers and footers later
in this chapter, in “Set up headers and footers.” After entering
the header/footer for editing, use the Header & Footer Tools
Design = Picture command to insert a picture in the header or
footer. A code appears in the header or footer, but the image
itself appears behind the worksheet.

\\J

Apply cell borders and shading

Borders and shading are two ways of dressing up a cell’s plain
appearance. Here are some tips for using them:

0 A border is a line around one or more sides of a cell. Not
all sides of a cell necessarily have a border. For example,
in Figure 9-12 only the top and bottom of this cell have a
border. Borders print with the worksheet.

@ Don't confuse borders with gridlines, which are the lines
onscreen that mark where one cell ends and the next one
begins.

QTO turn off the display of gridlines onscreen, clear the
View check box in the Gridlines section of the Page Layout
tab.

Q Gridlines do not print by default. To force gridlines to
print, mark the Print check box in the Gridlines section.
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Byl o w e

Figure 9-12: Borders versus gridlines

To apply a border:
6 Select the cell or range that should receive the border.

e Click the arrow on the Borders button on the Home tab,
opening a menu.

Oir you don't want the default colored line (black), point to
Line Color and then select the desired color (if not black,
the default).

H - L = Book - Excel
Home Insert  Pagelayout Formulas Data  Review View @ Tell mewhaty

Y
0 ‘?" B Constantia - |11

E'fWrap Text General

B B
Paste . B ru-f Merge & Center = $ ~ %

Clipboard 7 Borders ment w Number]

-1 Bottom Border
B3 -

=) Top Border

A | I LeftBorder E F G
- "1 Right Border
5 ‘ GIT ! NoBorder
4 Training ! FH Al Borders
5 ] outside Borders
© D Thick Outside Borders
; =% Bottom Double Border
[] Lif Thick Bottom Border
1o : op and Bottom Border
:l % Top and Thick Bottom Border B Avomatic
13 == Topand Double Bottom Border Theme Colors
14 Draw Borders H EEEENEER
15 Draw Border

Draw Border Grid II III IIII I

Erase Border
Standard Colors

Sheet e St [ ] | EEEEN
et »

Figure 9-13: Select a line color.

Line Color

‘i?ﬂ IS RE

Oir you don't want the default line style (solid thin line),
reopen the Borders button’s menu, point to Line Style,
and click the desired line style.
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Figure 9-14: Select a line style.

5. Reopen the Borders button menu if needed. Then click the
type of border in the Borders section of the menu:

eThe Outside border, when applied to a multi-cell
range, creates a single border around the range.

e All Borders applies the border to every side of every
cell in the range.

e Some of the possible styles include solid (thin), solid
(thick), dotted, and dashed (in various patterns).

A E C D E Fi

"

:

3

4 Week 1 52

5 Week 2 43

6 &Weeki-! 42

7 Week 4 58

: Q
g

10

1

Figure 9-15: Some border examples.
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Format cells using cell styles

As you learned in Chapter 3, in Word you can apply formatting
preset called styles to individual paragraphs. You can do the same
thing to individual cells in Excel, except in Excel they are called
cell styles.

Excel provides a number of styles with names that reflect their
suggested uses. For example, there are Heading 1 and Heading
2 styles, a Total style, and a Title style. There are also styles that
apply shading using the theme’s color placeholders.

To apply a cell style to one or more cells:
@ select the cell(s) to affect.
e On the Home tab, click Cell Styles.
9 Click the desired style.

Book - Bxcel ® - x
Tell me what you want to do... Faithe Wempen
22 X Autosum < A,
e e @ e v O
) == Fill - z
acenter + § - % » | %4 g Condionsl Fornatss| Gl | nsert Delete Format Sort& Find &
Formatting - Table - Styles~ - - & Clear- Filter - Select -
I Numbe  Good. Bad and Neutral
Normal Bad Good Neutral
Data and Model
| J K
- [calculation Check Cell Explanatory ... Linked Cel Note
oMarch Output Warning Text
Titles and Headings
Week 1 Heading 1 ing2  Heading3 Heading 4 Title Total
Week 2 Themed Cel Styles
‘Week 3
weeka 20% - Accentl  20% - Accent2 20% - Accent3 20% - Accentd  20%- Accent5  20% - Accent6
e
40% - Accentl  40%- Accent2  40% - Accent3  40%- Accentd  40%- Accent5  40% - Accent6
Note: Al figures
Number Format
Comma Comma [0] Currency currency [0] Percent
[El Mew Cell Style.
[E] Merge Styles...

Figure 9-16: Apply a cell style.

You can also create your own custom cell styles. To do so:

a Format a cell the way you want it, with font, color,
alignment, border, and fill settings. Make sure that cell is

selected.
e On the Home tab, click Cell Styles.
© Click New Cell Style.
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Baok] - Excel [a) - x

me what you want to do... Faithe Wempen u
- P
B B = Bx > AutoSum - A p
General = % 4 = El - rad
co s Conditional ForWedhs Cel

mter - $ - % %00 . nsert Delete Format | Sort & Find &
ormatting~ Table~ Styles - - - ¢ Filter * Select -
) Numbeé  Good, Bad and Neutral
Normal Bad Good Neutral
Data and Model

J
]

Titles and Headings

Week 1 Heading 1 | Heading 2 Heading 3 Heading 4 Title Total
Wweek2 Themed Cell Styles
‘Week 3

h 20% - Accentl  20%- Accent2  20%- Accent3  20% - Accentd  20%- Accent5  20% - Accent6
‘Week 4
40% - Accentl  40% - Accent2  40%- Accent3  40% - Accentd  40% - AccentS  40% - Accent6

Note: All figures

Number Format

Comma Comma [0] Currency Currency [0] Percent

GEI New Cell Style...

B Merge Styles...

Figure 9-17: Format a cell the way you want the style, and
then choose New Cell Style.

OType a name for the style in the Style name box.

e Review the style definition in the six categories listed.

O If there is any additional formatting you need to define

for the style, click Format. Make your choices in the

Format Cells dialog box and click OK to return to the

Style dialog box.
e Click OK to create the style.

Style ? X

Style name: | Column heading 0

Style Includes (By Example]
ﬂumber General

Alignment General, Bottom Aligned
Font Calibri (Body) 16, Bold ltalic Red
Border EBottom Border

Fill Shaded

Protection Locked

oK 0 Cancel

Figure 9-18: Define the new style with
six categories of formatting.
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After you have defined a custom style, it appears at the top
of the Cell Styles button'’s gallery, in the Custom group.

(See Q in Figure 9-19.)

To manage a custom style (modify, delete, or duplicate
it), right-click it and choose the appropriate command.

(See @ in Figure 9-19.)

Excel [zl - =] x
b ... Faithe Wempen
T E=2h 3 AutoSum A,
=: Y 4| €= Ex El p
< E = [ Fill- zv
y 0o Conditional Format as | Cell Insert Delete Format Sort & Find &
Formatting = Table~ Styles= - - - £ Clear~ Filter = Select =
mbe  Cu
Colum—
et Apply
Good, Ba )
Modify...
Normal . Neutral
Duplicate...
Data and Delete
Calculati Input Linked Ce Not:
[Catcutat Add Gallery to Quick Access Toolbar ned = ote
Output Warning Text

Figure 9-19: Custom styles appear at the top of the Cell Styles

gallery.

Resize rows and columns

\\J

9781119144601-ch09.indd 219

Each column in a worksheet starts with the same width, which is
8.43 characters (based on the default font and font size) unless
you've changed the default setting. That's approximately seven
digits and either one large symbol (such as $) or two small ones
(such as decimal points and commas).

You can define the default width setting for new worksheets:
Choose Home > Format = Default Width and then fill in the
desired default width.

As you enter data into cells, those column widths may no longer
be optimal. Data may overflow out of a cell if the width is too
narrow, or there may be excess blank space in a column if its
width is too wide. (Blank space is not always a bad thing, but if
you're trying to fit all the data on one page, for example, it can
be a hindrance.)

In some cases, Excel makes an adjustment for you automatically,
as follows:

® For column widths: When you enter numbers in a cell, Excel
widens a column as needed to accommodate the longest
number in that column, provided you haven’t manually set a
column width for it.
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® For row heights: Generally, a row adjusts automatically to fit
the largest font used in it. You don’t have to adjust row heights
manually to allow text to fit. You can change the row height if
you want, though, to create special effects, such as extra blank
space in the layout.

“‘gN\BEI? The units of measurement are different for rows versus columns,
<
&

by the way. Column width is measured in characters of the

default font size. Row height is measured in points. A point is /7
of an inch.

Change a row’s height

There may be times when you want to manually adjust a row’s
height. For example, you might want to add some extra blank

space vertically between one row’s text and another’s.

WING/

§g~ After you manually resize a row’s height or a column’s width,
it won't change its size automatically for you anymore. That's

because manual settings override automatic ones.

To manually change row height to a specific value, do the
following:

1. Select any cell in the row.

9 Choose Format => Row Height to open the Row Height

dialog box.
[E3) - x
Faithe Wernpen
ng EI > AutoSum - }Z\Y p
EH :
| Fill =
Delete Format Sort & Find &
= w7 < Clear - Filter - Select =
Cells | Cell Size -~

I[ Rowﬂeight.‘.ﬂ 3

AutoFit Row Height
(’___1 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 3
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color 3
Protection
E‘ Protect Sheet...
Lock Cell

Format Cells...

Figure 9-20: Choose Row Height from the menu.
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e Enter the desired row height in points. You can use
decimal points for precise sizing if needed.

O Click OK.

Row Height ? x

Row height: | 20.25/<€)

Figure 9-21: Specify a row height.

You can also adjust a row’s height manually by dragging
the divider below the row’s number up or down. (See Q
in Figure 9-22.)

A ScreenTip shows the height as you are dragging. (See e
in Figure 9-22.)

If you manually adjust a row height, that row will no
longer autofit its height to content. To autofit row height,
double-click the divider below the row’s number. (See Q
in Figure 9-22.)

A B

]

Height: 34.50 (46 pixels} Q)

Figure 9-22: Adjust row height
by dragging.

Change a column’s width

You can adjust a column width any time you need it to be wider
or narrower to achieve the look you want. Most often this will be
because the content of one or more cells in the column over-
flows its cell (or is truncated), but you can also widen or narrow
columns to create specific layout effects, such as adding more
space between columns of text or numbers.

To manually change column width to a specific value, do the
following:

1. Select any cell in the row.
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e Choose Format => Column Width to open the Column

Width dialog box.

[Eal - =

EX EI ZAutoSum - %Y p

Fill = :
Delete Format Sort & Find &
™ hd £ Clear- Filter ~ Select~

Cells | Cell Size
I[ Row Height...
AutoFit Row Height
B - Columnﬂ\dth...@ L
3
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 3
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color 3
Protection
E‘ Protect Sheet...
Lock Cell

Format Cells...

x

Faithe Wermnpen

U

-

Figure 9-23: Choose Column Width from

the menu.

e Enter the desired column width in characters (of the

default font and size).

O Click OK.

Colurnn Width ? *

Column width: | 10<€)

Figure 9-24: Specify a column
width.

To autofit a column’s width to the widest entry in that col-
umn, double-click the divider below the column’s letter

and the one to its right.

You can also adjust a column'’s width manually by

dragging the divider to the right of the column’s letter to

the left or right. (See ) in Figure 9-25.)
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A3 - ¥ . e
Width: 14.14 (104 pixels)

A ¢+. B C
ICentraI Indiana

O T R LS R

L%3]

Figure 9-25: Adjust column width by
dragging.

Make text wrap in a cell

When you have an entry that overflows its cell but you don’t
want to widen the column for some reason (perhaps it would
interfere with the worksheet’s layout, for example), you might
choose to wrap the text in that cell to multiple lines. The row
height increases automatically as much as needed to display the
multiple lines and decreases again later if conditions change such
that the additional height is no longer needed.

To wrap text in a cell:

1. Select the cell(s) that should be set for wrapping. You can
set a cell for text wrapping even if it doesn’t have anything
in it at the moment that requires wrapping.

e On the Home tab, click Wrap Text.

E o - L =
Home Insert Page Layout Formulas Data Review Vi Q Tell me what
d6 Cut Calibri Sl - A A T == - B Wrap Text
- ER Copy -
aste - -  EE= e -
& Format Painter B I O A === |£E3= MEFQE&CEHtEF
Clipboard F] Font F] Alignment F]

Figure 9-26: Wrap text to multiple lines in a cell.

To remove the setting for a cell (or multiple cells), repeat the
steps to toggle the option off.
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Use conditional formatting

Conditional formatting is formatting that appears only if cer-
tain conditions are met in the cell’s content. It can help readers
understand the data they are seeing more easily. For example,
you might have a cell display a green background if the value

is over a certain amount and a red background if the value is
under a certain amount. A reader can quickly scan a long column
of numbers and zero in on just the red or green shaded cells as
being especially small or large.

Excel provides several preset types of conditional formatting,
including these:

® Data bars: Each cell has left-to-right shading proportionate to
the value of the number. The end result is that each cell func-
tions as a mini-chart. See Figure 9-27 for an example.

A B
Date Volume

3
4 | 100172007 L | 27129

10/2/2017 34147
10/3/2007 f] 13337

5

6

7 | 10/a/2017 B 57161
8 | 10/5/2017 I 55422
o | 10/6/2017 [IEBA1aD
10| 10/7/2017 B 71987
11| 10/8/2017 ] 18513

Figure 9-27: Data bars.

® Color scales: Each cell has a background color that reflects its
content. For example, in Figure 9-28, lower numbers are red,
average numbers are yellow, and higher numbers are green.
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A B C
3 |Date Volume

4| 10/1/2017 27129

5 | 10/2/2017 44147

6 | 10/3/2017

7| 107827 smE1

5 | 10/5/2017 55422

5 | 10/6/2017

10| 10/7/2007] 71997

1] 10/g/2017] 38518

Figure 9-28: Color scale.

® Icon sets: Each cell has an icon that varies depending on its
content. In Figure 9-29, higher numbers have green check
marks, average numbers have yellow exclamation points, and
lower numbers have red Xs.

A B q
3 |Date Volume
4 | 10/1/2017 ) 27129
5 | 10/2/2017 () 44147
6 | 10/3/2017 € 13337
7 | 10/a4/2017 () 57161
8 | 10/5/2017 () 55422
o | 10/6/2017 @ sa140
10| 10/7/2017 ) 71997
11| 10/8/2017 €) 18513

Figure 9-29: Icon set.

You can also define your own custom conditional formatting.
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Apply conditional formatting

Let’s look at a simple example: applying a color scale. In the
following steps you will apply a preset color scale and then
customize it.

1. Select the cells to which to apply conditional formatting.
9 On the Home tab, click Conditional Formatting.
e Point to Color Scales.

e Click the desired color scale—or one that is close to what
you want if none are right.

= . L_p‘lJ L? Em Ex EI > AutaSu

7 Fill -
o Conditional Formatas Cell Insert Delete Format ¢
Formatting = Table - Styles - - % he & Clear~
[F} Cells
Highlight Cells Rules »
| T Top/Bottom Rules o P a

-

Data Bars
coorscaies <@ » [Z] [Z] [Z] [Z]
oo S v | B FE
E NewRue.. = &) & &

D Clear Rules 4
[E ManageRules...

-

More Rules...

Figure 9-30: Choose a conditional formatting preset.

Next, you'll customize the preset that you just applied.

© With the same range still selected, click Conditional
Formatting again.

@ Click Manage Rules.
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[tk 5 [ &

B Conditional Formatas Cell Insert [
©  |Formattingr Table~ Styles~ -

[
Highlight Cells Rules »
I Highlig

i Top/Bottom Rules »
% dop, o

m Data Bars 3
H Color Scales 3
E lcon Sets 3
EE]  Mew Rule...

D Clear Rules 3

[E] Manage ﬁules...@

Figure 9-31: Choose Manage Rules.

e Select the rule you just created.

9 Click Edit Rule.
Conditional Formatting Rules Manager ? X
Show formatting rules for: | Current Selection |
| [ Mew Rule... | | [ Edit Ru|e.30)( Delete Rule | allw
Rule (applied in order shown)  Format Applies to Stop If True

Graded Color Scale . =3B54:5B523 |

oK I | Close Apply

Figure 9-32: Select the rule to edit.

Q Open the Color palette under Minimum and choose the
desired color.

@ Open the Color palette under Maximum and choose the
desired color.

227

9781119144601-ch09.indd 227 October 15, 2015 4:02 PM



m Change any other aspects of the rule as desired. For
example, you can define exact minimum and maximum

values, change the midpoint, choose more or fewer colors
for the scale, and so on.

@® click oK.

Edit Formatting Rule 7 X
Select a Rule Type:

+ Format all cells based on their values

+~ Format anly cells that contain

= Format only top or bottom ranked values

+~ Farmat only values that are above or below average

+~ Format only unique or duplicate values

= Use a formula to determine which cells to format
Edit the Rule Description:

Y
Format all cells based on their values:
Format Style: |3 Calor Scale v
Minimum Midpoint Maximum

Type: |Lowest Value ~ | | Percentile ~ | | Highest Value
value: |[Lowest valug) %| |50 E®5| |(Highest valug) 5.3
Cal e v ~
Preview Theme Colors -

I oK @CEH(E\
ST T

Standard Colors

1 ] EEEENR
"‘1 More Colors...

Figure 9-33: Modify the rule.

13. Click OK to close the Conditional Formatting Rules
Manager.

Remove conditional formatting
To remove the conditional formatting from cells:

1. Select the cells from which to remove conditional
formatting.

9 On the Home tab, click Conditional Formatting.
e Point to Clear Rules.

o Click Clear Rules from Selected Cells.
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Faithe Wemp
= = 3 AutoSum - A
R T = o< [
2B B H TFin- zY
H Conditional Formatas Cell Insert Delete Format . Sort 8
Formatting= Table- Stylesw - - - & Clear~ Filter =
fa F Cells Editing
Highlight Cells Rules »
Highlig
i
Top/Bottom Rules » - B a - q
E Data Bars 3
I:::I Color Scales 3
E lcon Sets 3
] NewRule..
D Clear Rules 0 L4 Clear Rules from Selected CE”SQ
E Manage Rules... Clear Rules from Entire Sheet

Figure 9-34: Clear conditional formatting.

Set up headers and footers

If you plan to print your worksheet, you might want to set up a
header and/or footer. Headers and footers are lines of informa-
tion that repeat at the top and bottom of each page. These lines
can contain any text you want plus codes that print page num-
bers, the current date and time, or other information.

The header and footer areas exist on all worksheets, but by
default they are blank so you don't notice them. Follow these
steps to display the header and footer areas and place text and
codes in them as desired:

6 On the Insert tab, click Header & Footer.

= - = x

Faithe Wemnpen
g 4~ T Equation ~

Q"' € Symbol
Text  Header

Box & Footer
Text Symbols -

Figure 9-35: Choose Header & Footer
from the Insert tab.
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The display changes to Page Layout view. The worksheet is
displayed as it will print, with header and footer areas at
the top and bottom. Consider Figure 9-36:

Q Notice that the Header area consists of three boxes.
Depending on which box you choose to enter content
into, it will appear left-aligned, centered, or right-
aligned at the top of the page.

eThe Header & Footer Tools Design tab appears,
containing buttons for inserting various types of
content into the header and footer.

(2] (Optional) If you want to work with the footer, click Go
to Footer.

e Click in the placeholder area in which you want to
enter header or footer content. The insertion point
appears in it.

H & volume - Excel Header & Footer To...
Home  Inset  Pagelayout  Formulas  Data Review  View Design 00_‘ Tell me what you want to do...
™ =
0 O & @0 e S

Header Footer  Page Mumber Current Current File  File  Sheet Picture format  Goto Goto Different Ocd & Even Pages (] Align with Page Margins
Number of Pages Date Time Path MName Name Picture Header Footer

Header & Footer Header & Footer Elements Navigation Options

N3 e fe

Header

1

Figure 9-36: The Header area in Page Layout view.
e If you want text to appear, type it. Any text you type will
appear the same on all pages.

e Click to move the insertion point to a different section if
desired.

6. Click a button on the Header & Footer Tools Design tab to
insert a code:

e Page Number shows the page number of each printed
page.

9 Number of Pages shows the total number of pages in
the printout.

e You might want to type of between the Page Number
and Number of Pages codes.
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=] L T wvolume - Excel Header & Footer Tools
Homgf A Insert Page Layout Formulas Data Review View Design Q Tellme what you want to do...

D D ﬁ EB@ @ = i EI L—d El Different First Page /. Scale with Document

Header Footer  Page Mumber Cument Current File  File Sheet Picture Format  Coto Goto || pigferent Odd & Even Pages [ Align with Page Margins

- ~  Number of Pages Date Time Path Name Name Picture Header Footer
Header & Footer Header & Footer Elements Mavigation Options
18 - E3
El 4 5 6|
A B [s D E F G H 1

Q ®
ACME Industries &[Page] of &[Pages]

Figure 9-37: Codes inserted in a header.

Q Current Date inserts an automatically updating date
code.

@ cCurrent Time inserts an automatically updating time
code.

G File Path prints the entire path and file name of the
workbook.

© rile Name prints only the file name (not the path) of
the workbook.

@ Sheet Name prints the sheet name (as represented on
the sheet tab).

0 Picture prompts you to select a picture to include. Note
that this picture will not be confined to the header or
footer area.

-7 volume - Excel Header & Footer Tools

Home  Inset PRI By ?\a@ D View Design Q Tell me what you want to do...
n b4
D D ] o El Different First Page 7] Scale with Document

Header Footer Page Number Current Current  File File Sheet Picture Format Goto Goto
- - Number of Pages Date  Time Path Name Name Picture Header Footer

Different Odd & Even Pages v/ Align with Page Margins

Header & Footer Header & Footer Elements Navigation Options

Figure 9-38: Other types of codes you can insert.

The Picture code is somewhat different from the other codes.
You are prompted for the picture to use when you insert this
code. You can choose a picture from your own files, or you can
search online for a picture.

Depending on its size, the picture may overflow out of the header
and footer, into the background of the worksheet itself. The pic-
ture starts out in whatever area of the header or footer you place
itin. So, for example, if you want a picture to start in the lower
right corner of the page and extend upward and to the left from
there, place its code in the right-hand section of the footer.
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To change the picture’s size, click Format Picture. In the Format
Picture dialog box, on the Size tab, you can set its height and
width. You can also crop the picture using the controls on the
Picture tab of that dialog box.

‘x‘gN\BEI? If you don't see the picture immediately after inserting the code,
> lick i h i f the head f h

click in some other section of the header or footer to move the
insertion point out of the one where the picture code resides,
and the picture should appear.

Print a worksheet

You can print your work in Excel on paper to share with people
who may not have computer access or to pass out as handouts at
meetings and events. You can print the quick-and-easy way with
the default settings or customize the settings to fit your needs.

By default, when you print, Excel prints the entire active work-
sheet — that is, whichever worksheet is displayed or selected at
the moment. But Excel also gives you other printing options:

e Print multiple worksheets: If more than one worksheet is
selected (for example, if you have more than one worksheet
tab selected at the bottom of the Excel window), all selected
worksheets are included in the printed version. As an alterna-
tive, you can print all the worksheets in the workbook. To select
more than one worksheet, hold down the Ctrl key as you click
the tabs of the sheets you want.

e Print selected cells or ranges: You can choose to print only se-
lected cells, or you can define a print range and print only that
range (regardless of what cells happen to be selected).

Print entire worksheets

To print the active worksheet, and optionally other worksheets
too in the same workbook, follow these steps:

ﬂ If you want to print only one worksheet, click its tab to
make sure it is active.

OR

If you want to print multiple worksheets, hold down Ctrl
and click each of the worksheet tabs of the desired sheets
to group them.
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X

Sheet1 Sheet2

| Sheet ®

Figure 9-39: Select the tabs of the sheets to
print, if more than one.

9 Choose File = Print.

If you chose more than one sheet in step 1, [Group]
appears in the title bar. (See @) in Figure 9-40.)

9 Make sure the correct printer appears in the Printer

setting; click to change it if needed.

e Specify a number of copies in the Copies box.

(5 ) Change any additional print settings as needed. For

example, you can change the collation options if you are
printing multiple copies, and you can change the margins
and paper size. These options are like the ones you
learned about in “Print your work” in Chapter 2.

@ (Optional) Click the left and right arrows to preview the

pages of the print job.

o Click Print.

Print
=
-0

Printer

Settings

mx

Pages:
E Print One Sided .
Only print on one side of th

e o=

123 123 123

B porsitorentaion

< Brother MFC-9320CW Printer
SZ Reaty '0

Printer Properties

Faithe Wempen & &

1 Jor2 ¥

5

Figure 9-40: Set print options and then click Print.
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8. If you grouped sheets in step 1, right-click one of the
grouped sheet tabs and choose Ungroup Sheets.

Set and use a print range

If you want to select a range for a one-time print job, you can
select the range of cells and then choose to print only the selec-
tion. Here’s how:

1. Select the cells to print.

2. Choose File = Print.
e Click Print Active Sheets to open a menu.
o Click Print Selection.

5. Continue printing normally, as in the previous section’s
steps.

Settings

Print Active Sheets 0
Only print the active sheets

D Print Active Sheets
Only print the active sheets
I;I Print Entire Workbook

Print the entire workbook

E' Print Selection ?
Only print the current selection

lgnore Print Area

Figure 9-41: Choose to print only the
selected cells.

If you want to print a certain range every time you print that
sheet, it may make more sense to set a print range. When you do
s0, Excel prints only the cells included in your specified range,
even when you don't select that range before printing.

To set a print range:
1. Select the desired cells to include.
@ on the Page Layout tab, click Print Area.
9 Click Set Print Area.
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E o - L B
Home Insert Page Layout Formulas Data Reviey
e T S O =
N
Rlrons- D e o
Themes Margins Orientation  Size = Print ks Background P
.Ef'fects' - «  Areasr| -
Themes Pag Dg, Set Print Area 0
A2 - I3 Clear Print Area

Figure 9-42: Set the print area.

When a print area is set, nothing outside of that area will print
on that sheet. If you want to override this behavior temporarily
to print the entire sheet, choose the Ignore Print Area command
on the menu shown in Figure 9-41.

To clear the print area, repeat the steps for setting the print area,
but in step 3 choose Clear Print Area instead.

If you want the same cells (only) to print each time you print
this worksheet in the future too, you can select them as a print
range, and Excel remembers them.
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CHAPTERTEN

Storing and
Managing
Databases in
Excel

Besides its calculation capabilities, Excel
also has some great features for manag-
ing databases. You can store, search, sort,
and filter large lists of information with
ease in Excel. And by converting a range to a
table in Excel, you can access certain sorting
and filtering commands even more easily.

In this chapter, you learn some database
concepts and find out how to create and
manage tables in a workbook. You'll also
learn how to create and save a query,
remove duplicates from a dataset, and use
data validation to minimize data entry
errors.

Create an Excel database

Here are a few terms you need to know. A
database is a collection of information stored
in a consistent, structured way. An address
book is a database, for example, because

it stores the same pieces of information
about each person: name, address, city,
state, and ZIP code. In that example, each
type of information is a field. Each person'’s
complete entry (all fields) is a record. The
collection of data as a whole is called a table,
or dataset.
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In This Chapter

u=Entering database data in
Excel

= Converting between a
range and a table

= Sorting a table
= Filtering a table

u=Referring to named
ranges in formulas in a
table

= Creating and saving a
query

=Removing duplicates from
a dataset

u=\/alidating data to mini-
mize entry errors
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In a database table in Excel:

0 Each column is a field. The field names appear in the first
row.

@ Each record appears in a separate row beneath the column

headings.

1

2 Anna Zimmerman | 128 est Main St. Carmel Indiana 46088
3 Beth Yoder 345 SR 234 West Noblesville Indiana 46060
4 | Carl West 50818 Highway 37 Indianapolis Indiana 46240
5 Dan Turner 577 W. Walnut Street  |Franfort Ohio 43291
6 Ed Sanchez 9881 Maple Lane Franklin Ohio 42199 |{:’
7 Frank Richards 91 Mockingbird Drive Noblesville Indiana 46060
8 Gary Perry 456 Morth Carmel Drive |Indianapolis Indiana 46211
9 Hank Niederman | 2847 Wilson Parkway |Carmel Indiana 46088
10 |Inez Montoya 1991 Ponting Street Fishers Ohio 46115
11 Jaqui Keith 998 Madison Trail Fishers Ohio 46115
12 |Kim Jones 789 Williams Lane Greenwood Indiana 47281
13 Larry Iles 1811 Scout Street Greencastle Indiana 49828
14 'Mort Hausman 5917 Bluff Falls Way Greenwood Indiana 49828
15 Norman Gordon 1084 Riverview Drive  |Fishers Ohio 46115,
16

Figure 10-1: A simple database in an Excel table.

238
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Tables have several advantages over ranges:
® You can filter by columns using an easy drop-down list.

® You can add a Totals row that adds summary calculations with-
out having to manually enter the formula for it.

® You can apply table formatting presets.

® You can publish a table to a SharePoint server.

Convert a range to a table

Before you convert a range to a table, make sure you have prop-
erly prepared the range. Specifically, you need to do the following:

® Make sure that the first row contains the field names you want
to use. The entries in the first row will become column headings.

® Make sure that each row contains one and only one record.

® Make sure that there are no blank rows between rows containing
records
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When the data is cleaned up and ready to go, follow these steps:
a Select the range of data that should become a table.

e On the Insert tab, click Table. The Create Table dialog box
opens.

e Confirm that the range is correct.

e Click OK. The range is converted to a table and the default
table formatting style is applied to it.

Al

@~ o R W=

W

10
11
12
13
14
15

- T 5
Home Insert Page Layout Formulas Data Review View Q Tell me what yoL
FO Store
Table Recommended Table llustrations Ac - PivotC
PivotTables - -
Tables Add-ins Charts
- I First
A B C D E F G

First Last Address City State ZIP

Anna Zimmerman 123 West Main St. | Carmel Indiana 46088,

Cziu iy | Create Table ? x e LEIED

Carl West ) | lana 46240,

Dan Turner Where is the data for your table? o 43291

Ed Sanchez =$AST:8F15 £ o 42199

Frank Richards R s s jana 46060

Gary Perry ) | jana 46211

Hank Niederman | 4 cancel jana 46088

Inez Montoya 46115

Jaqui Keith 1998 Madison Trail Fishers ‘Ohio 46115

Kim Jones 789 Williams Lane Greenwood Indiana 47281

Larry llles 1811 Scout Street Greencastle Indiana 49828

Mort Hausman 5917 Bluff Falls Way Greenwood Indiana 49828
Norman Gordon 1084 Riverview Drive Fishers. Ohio 46115

16

Figure 10-2: Convert a range to a table using the Insert tab’s Table
command.
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Convert a range to a table and
choose a table style

Here's an alternate method that enables you to specify the table
formatting style you want:

6 Select the range of data that should become a table.
e On the Home tab, click Format as Table.

© Click the desired format. The Format as Table dialog box
opens. (It's exactly the same as the Create Table dialog box
shown in Figure 10-2 except for its name.)
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4. Confirm that the range is correct.

5. Click OK. The range is converted to a table and the chosen
table formatting style is applied to it.

B 9-&- 4 Addressesxisx - Excel [l & X

Home | Insert  Pagelayout Formulas Data  Review View @ Tell me what youwant to do Faithe Wempen
“D *X’ Calibri 1 A KA P Wrap Text General [:Fm D Emlnsen R éY p

By - & & IxDelete - [V~
E VRN g § % 0 e G ol o e
Clipboard Font 5 Alignment Numbel Light B
A - fe | First
A B c D E F G ==
1 [First Last ddress City state zp | 2 [omes FEEES EEEES
2 |Anna Zimmerm¢23 WestMainst.  Carmel Indiana  46088|
e E=E====E=====
3 |Beth Yoder 345 SR 234 West Noblesville Indiana 46060 e
4 lcan west S0818Highway37  Indianapolis Indiana 46240 EEEEE EEEES EEEER
5 |pan Turner 577 W. Walnut Street  Franfort Ohio 43201 EEEEE Zzzz=
6 |ed Sanchez 9881 Maple Lane Franklin Ohio 42199 Medium
7 |Frank  Richards 91 Mockingbird Drive  Noblesville Indiana 46060
8 |Gary Perry 456 North Carmel Drive  Indianapolis Indiana 46211
9 |Hank Niederman 2847 Wilson Parkway Carmel Indiana 46088
10 |Inez Montoya 1991 Ponting Street Fishers Ohio 46115
11 |Jaqui  Keith 998 Madison Trail Fishers Ohio 26115
12 |Kim Jones 789 Williams Lane Greenwood Indiana 47281
13 |Larry llles 1811 Scout Street Greencastle Indiana 49828
14|Mort  Hausman 5917 BluffFalls Way  Greenwood Indiana 49828
15 |Norman__ Gordon 1084 Riverview Drive __ Fishers Ohio 46115
16 il New Table Style
17 4 New PivotTable Style.
18
19 hd
Sheet1 [©) < r

]

Average: 4625135714 Count: 90 Sum: 647519

M -———F——+ 100%

Figure 10-3: Convert a range to a table by applying table formatting to it.

Change the table appearance

After a range has been converted to a table, you can modify its
appearance by adjusting the table style.

To choose a different table style, on the Table Tools Design tab,
choose a different style from the Table Styles gallery. (See ) in
Figure 10-4.)

Fine-tune the table’s appearance by marking or clearing check
boxes in the Table Style Options group:

© Header Row turns the display of the header row on/off.

@ Total Row toggles a total row at the bottom of the table.
In tables with numeric data that can be summarized,
this is great, but in a database that is purely unrelated
records, like in an address book, it makes no sense to
use this.

Q Banded Rows and Banded Columns toggle the use of
shading in alternate rows or columns to make the data
easier to browse.
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G First Column and Last Column make their respective
columns formatted differently from the others in the

table; this is useful if those columns contain headings or
summary data.

G Filter Button toggles the down-pointing arrow button on
each field name at the top of the table.

B 9- L T

Addresses.xlsx - Excel Table,

ol -
Home Insert  Page Layout

ITable Name: Summarize with PivotTable
Table3

Formulas  Data  Review  View De! Q Tell me what

D Properties | Header Row
a4

Openin B Total Row
Insert  Export Refresh
Sicer | - . Unlink Banded Rows J, | Banded Columns

want to do Faithe Wempen

7 Column [V Filter Button
E-BRemove Duplicates

Last Column
‘2 Resize Table 55 Convert to Range

Properties

Tools External Table Data Table Style Options

Table Styles ~

Figure 10-4: Control table formatting on the Table Tools Design tab.

Convert a table to a range

If you decide you want the dataset to go back to being a regular
range, you can easily restore that status. Here's how:

c Select any cell within the table.
9 On the Table Tools Design tab, click Convert to Range.

e Click Yes to confirm. The range is no longer a table;
however, it retains any formatting that it had as a table.

[ - - - N Table Tools
Home Insert Page Layout Formulas Data Review View Design
Table Name: Summarize with PivotTable D Properties ¥ Heq
Table3 E‘E Remove Duplicates > Open in Browser Totg
- Insert  Export Refresh
2 Resize Tabl% Convert to Range Slicer - - Unlink +| Ban
Properties Tools External Table Data
- I Zimmerman
Microsoft Excel >
1 -
2 b o D it 1 rt the table t | &
3 Yoder 0 you want to conve| e table 10 a normal range? 60
4 |Carl West 5081 240
3 Yes No
5 |Dan Turner 577 291
6 |Ed Sanchez 9881 Maple Lane Franklin Ohio 42199

Figure 10-5: Convert a table back to a range.
\\3

If you want to remove the table formatting, select the range and
choose Homer> Clear= Clear Formats.
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Sort a table

You can sort a table’s data by a single field or by multiple fields.

Sort by a single field

When you sort by a single field, Excel rearranges the records in A
to Z (ascending) or Z to A (descending) order based on the field
you specify.

There are several ways to sort by a single field, including the
following:

0 Click any cell in the desired column and then click the AZ
or ZA button on the Data tab.

=] o - L TR Addressesxlsx - Excel Table Tools
Home Insert Page Layout Formulas Data Review View Design
B = [T Show Queries D ections 8] Y Clear
| El From Table s Dertie . Reapply
Get External  New Refresh %| Sert | Filter
Data~  Query~ [ RecentSources  p))~ Edit Links A T Advanced

Get & Transform Connections Sort & Filter

Figure 10-6: Use the Sort Ascending (AZ) or Sort Descending (ZA)
button for a quick one-column sort.

(B) Right-click any cell in the desired column, point to Sort,
and then click Sort A to Z or Sort Z to A. (The wording of
the choices is different if the column contains numbers or
dates.)

d - L - Addresses.xlsx - Excel Table Tools = - =1 x
Home  Insert  Page layout  Formulas =~ Data  Review View  Design Q Tell me what you want to do... Faithe Wempen

B F [ Show Queries ”¢ Connections 8 - Cloar A B Ba gy @ 48 Group -
) 2 &2 A I a x ¢ - o .
=3 4 From Table & erties Calibri_-|11 AR §-% o BE2 48 Ungroup -
(Get External  New Refresh z| sort BI=0O-A-0-% o s [hatlf Forecast Subtotal
Data-  Query~ L®RecentSources - |} Edit Links = = alysis - Sheet subtot
Get & Transform Connections Sqrt & Filter Data Tonls, Forecast Outline ~
cut
E5 - % | Ohio - v
& By Copy
A B C D “fy Paste Options: H J K L M N ~
Wrs B Blodies _ Bloy Hscl
2 Anna  Zimmerman 123 West Main St. Carmel Ind
3 Beth Yoder 345 SR 234 West Noblesville Ind ~ Paste Special
4 Carl West 50818 Highway 37 Indianapolis  Ind © Smart Lookup
5 |pan Turner 577 W. Walnut Street  Franfort Ohi
6 Ed Sanchez 9881 Maple Lane Franklin Ohi
7 |Frank Richards 91 Mockingbird Drive  Noblesville Ind Insert 4
8 |Gary Perry 456 North Carmel Drive Indianapolis Ind Delete »
9 Hank  Niederman 2847 Wilson Parkway ~ Carmel Ind  seect )
10 |Inez Montoya 1991 Ponting Street Fishers Ohi
; - ) ; ) | Clear Contents
11 Jaqui Keith 998 Madison Trail Fishers Ohi
12 |Kim Jones 789 Williams Lane Greenwood tnd & Quick Analysis
13 |Larry llles 1811 Scout Street Greencastle Ind Sort » | 8] sortAtez
14 Mort Hausman 5917 Bluff Falls Way Greenwood Ind Filter N /ZA SontZto A
15 |Norman  Gordon 1084 Riverview Drive  Fishers ohi
16 Table » Put Selected Cell Color On Top
17 £ insert Comment Put Selected Font Color On Top
1 Format Cells Put Selected Cell Icon On Top
19 hd
Sheet1 @ Pick From Drop-down List. Custom Sort.. =

Hyperlink...

Figure 10-7: Right-click in the column, choose Sort, and click the desired sort.
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Q Click the arrow at the top of the column to open its
menu, and then click Sort A to Z or Sort Z to A. (Again,
the wording of the choices is different if the column
contains numbers or dates.)

A B C D E F

1 Mm_w
2 |Anna Zimmerman 123We 2| SortAto? 46088
3 Beth Yoder 3455R | Z| SortZtoA 46060
4 carl West 50818 + 46240
5 |pan Turner sp7w, oty Coler " ana
6 Ed Sanchez 9881 M 42199
7 |Frank Richards 91 Moc 46060
8 |Gary Perry 456 Noi Text Filters , 46211
9 Hank Niederman 2847 W — 46088
10 |Inez Montoya  1991Pp¢  Search L ap115
11 |Jaqui Keith 998 Ma [V (selact Al 46115
12 |Kim Jones 789 wil M ndiana 47281
13 Larry llles 1811 Sc Ohio 49828
14 |Mort Hausman 5917 Bl 49828
15 Norman Gordon 1084 Ri 46115,
16

17

18

19 Cancel

Sheet1 @

Figure 10-8: Open the column’s menu and choose a sort option.

Sort by multiple fields

When you sort by multiple fields, it does a single sort by the first
field you specify, and then in the event of a tie for that field, it
relies on the additional field(s) you specify to break the tie. For
example, if you sort first by City and then by State, Decatur GA
will come before Decatur IL.

To sort by multiple fields:

a Click anywhere within the table to sort. It does not have
to be within a specific column.

e On the Data tab, click Sort. The Sort dialog box opens.

e Open the Sort by drop-down list and choose the first field
on which to sort.

e Open the Order drop-down list and choose the desired
order.

e Click Add Level.
6. For the newly added level, repeat steps 3-4.
0 Add more levels if needed; click OK when finished.
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= ©- - Addressesxlsx - Exce Table Tools
Home Insert Page Layout Formulas Data Review  View Design Q Tell me what you want t
= F Show Queries T [#] connections 2 X Clear A E B= %
= 2| ~ . A7 - -
rom Table =~ E Properties . Reapply g8 =5
Get External  New Refresh z| Sort | Filter Textto _. Wha
Data~  Query~ L®RecentSources  pj~ [l Edit Links A T Advanced  cormne =5~ G Analy
Get & Transform Connections Sort & Filter Data Tools
ES - fr | ohio
1 Sort ? X
g | +§l Add Level ‘ xgelete Level || E‘@ Copy Level ”E‘ L4 My data has headers |
4 Column Sort On Order I
5 so %tate Values [~ atoz 0 [~] :
6

Values

e

AtoZ

Figure 10-9: Choose multiple sort fields and the order in which they will be applied.

Remove a sort or filter

When a table has been sorted, the button at the top of the
column shows an up-pointing or down-pointing arrow on it,
depending on whether you sorted in ascending or descending
order. (See @) in Figure 10-10.)

= - .- N Addressesxlsx - Excel Table Tools
Home Insert Page Layout Formulas Data Review View Design q
= Show Queries [Z] connections Al [Z|A YxCIearQ
= m Fs | zl
@ From Table = E Properties . Vg Reapply
Get External - New Refresh z| Sort |Filter
Data~  Query~ [ Recent Sources gy« o Edit Links A T Advanced
Get & Transform Connections Sort & Filter
E4 - _ﬁ- Indiana

First

Last

- Address

1

2 Anna Zimmerman 123 West Main St.

3 |Hank Niederman 2847 Wilson Parkway
4 |Larry Illes 1811 Scout Street

5 Kim Jones 789 Williams Lane

6 Mort Hausman 5917 Bluff Falls Way
i

Carl Wect £N218 High: 27

Carmel
Carmel
Greencastle
Greenwood
Greenwood

Lndi 1

Indiana 46088
Indiana 46088
Indiana T 9828
Indiana 47281
Indiana 49828

1ndi

AR2A0

Figure 10-10: Sorted data columns appear with an extra arrow on

their button.
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To clear the sort (and also clear any filters that have been
applied):

a Click any cell in the table.
e Click the Clear button on the Data tab.

Filter a table

Filtering data means to hide certain records, displaying only the
ones that match criteria you specify. There are several ways to
specify filter criteria.

Filter by selection

Perhaps the easiest filtering technique is to filter by selection,
which hides all records where the specified field does not contain
a sample value you select. Here's how to do it:

6 Click a cell in the table that contains the value by which
you want to filter. For example, to show only addresses
with Indianapolis as the city, select a cell in the City
column that contains Indianapolis.

9 Right-click the cell, and then point to Filter.
© Click Filter by Selected Cell’s Value.

B ©-e- 1 - Addresses.xls - Excel Table Tools @ - a X
Home Insert  Pagelayout Formulas Data Review View  Design  Q Tell me what you want to do Faithe Wempen

B F [ Show Queries ”’i\; [ Connections ... == [N Y. o A EF ga E\ @ ¢ Group -
= B From Table & Fproperties |(CAI0H-|11 | A K § % s BB =7 8 Ungroup -
(Get External  New Refresh B I =B A-i- sy )o@ Wt foecast oo
Data~  Query~ [&RecentSources )+ [} Edit Links = THT W 15 =78 pnalysis - seet  FESUbtO
Get & Transform Connections Sort & Filter Data Tools Forecast Outline ~
3 N : % cu
D7 - f Indianapolis By Copy v
A B C iy Paste Options: G H J K L M N -
+ T O T T -
2 Anna  Zimmerman 123 West Main St. carmq b
3 |Hank Niederman 2847 Wilson Parkway ~ Carm¢  Paste Special..
4 |Larry IMles. 1811 Scout Street Green © Smart Lookup
5 |Kim Jones 789 Williams Lane Green
6 Mort  Hausman 5917 Bluff Falls W Green
7 |carl West 50818 Highwayw Insert ’
8 Gary  Permry 456 North CarmelWfive Indiar  Delete ,
9 Beth  Yoder 345 SR 234 West Noble  cect N
10 Frank  Richards 91 Mockingbird Drive  Noble )
- - Clear Contents
11 Inez Montoya 1991 PontingStreet  Fisher
12 |Jaqui Keith 998 Madison Trail Fisher 2] Quick Analysis
13 |Norman  Gordon 1084 Riverview Drive  Fisher  Sort ,
14 Dan Turner 577 W. Walnut Street  F{ e N
15 Ed Sanchez 9881 Maple Lane 2
1 Table ,
17 3 Insert Comment Filter by Selected Cell's Value
18 Format Cells. Filter by Selected Cefl's Color
1 Sheet1 ® Pick From Drop-down List Filter by Selected Cell's Eont Color N

Figure 10-11: Filter by one specific value in one field.

A filter is immediately applied so that only records that match
that value in that field are shown.

245

9781119144601-ch10.indd 245 October 15, 2015 3:54 PM



Filter by choosing values from a list

If you want to filter by more than one value in a field, here’s a
technique that enables you to do so:

o Click the arrow on the column containing the values by
which you want to filter.

9 Clear the check boxes for each value that you do not want
to include.

W In step 2, if you want only a few values to be selected,

click the (Select All) check box to clear all check boxes,
and then mark just the few you want.

e Click OK. The filter is applied.

4. (Optional) To filter the data even further, repeat steps 1-4
for additional columns.

A B C D E F
Wreist Bt Baddess  Bcy B 1. Bz B
2 Anna Zimmermal % SortAtoZ Indiana 46088
3 Hank Niederman z , Indiana 46088
4 larry Illes Al sanzioa Indiana 49828
5 |Kim Jones sort by Color Indiana 47281
6 Mort Hausman Indiana 49828
7 |cCarl West llndiana 46240
8 |Gary Perry Text Filters N Indiana 46211
9 |Beth Yoder — Indiana 46060
10 |Frank Richards Search P Indiana 46060
11 |Inez Montoya ~ Ohio 46115
12 |Jaqui Keith Chio 46115
13 |Norman Gordon Ohio 46115
14 Dan Turner Lo :::E’I: Ohio 43291
15 |Ed Sanchez - [ Greencastle Ohio 42199,
16 " [ Greenwood
17 i indianapolis ¥
18 a
19 3 Cancel

Sheet1

Figure 10-12: Filter by choosing which values to include or exclude.

Filter using conditions

Depending on the content of the field (text, date, number, etc.)
you can also use conditions for that type of data, such as Begins
With, Ends With, or Contains (for text) or Greater Than, Less
Than, or Between (for numbers).

For a field that contains text, do the following:

6 Click the arrow on the column containing the values by
which you want to filter.

@ Point to Text Filters (if it's a text field) or the equivalent
command for number or date field if appropriate.

© Click the desired logical condition, such as Begins With.
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A B C D E F G
Wrist B Baddes  Hoy B 1. H B
2 |Anna Zimmermal 4] SortAtoZ Indiana 46088
3 |Hank Niederman z Indiana 46088
4 | Larry lles A satzton Indiana 49828
5 |Kim Jones Sort by Color ’ Indiana 47281
6 |Mort Hausman Indiana 49828
7 |Carl West !Indiana 46240
8 |Gary Perry ; -
9 |Beth Yoder VT 0 ’ Equals..
10 |Erank Richards Search jo Does Not Equal..
11 |Inez Montoya ~[¥ (Select All) ~ BegiﬂSWﬂh”.O
12 |Jaqui Keith Ends With..
13 |[Norman Gordon i Contai
14 |Dan Turner Frankin ontains...
15 |Ed Sanchez -[¥ Greencastle Does Not Contain...
16 Greenwood Custom Filter.
17 indianapolis W
18 B
19 oK Cancel

Sheet1

Figure 10-13: Choose a condition.

e In the Custom AutoFilter dialog box, specify the condition

\\3

value. You can optionally enter a second condition, too.

Use ? to represent a single character or * to represent any
number of characters.

e Click OK. The filter is applied.

Custom AutoFilter
Show rows where:
City
~

begins with

@ and Oor

Use 7 to represent any single character
Use * to represent any series of characters

Green|0

Cancel

Figure 10-14: Define the condition(s).

Add a Total row to a table

One of the advantages of making a data range into a table is the
ability to show a Total row as part of the table, summarizing one
or more columns that you specify. Contrary to its name, a total
row can do more than just total (add). A total row performs a
summary operation of your choice on any field(s) in the table.
For example, you can average, count, sum, or find the minimum,
maximum, or standard deviation of that column’s data.

a To enable the total row, on the Table Tools Design tab,
mark the Total Row check box.
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B 9- - Addresses.xisk - Excel Table Tools Ja I

Home Insert Pagelayout Formulas Data  Review View  Design @ Tell me whatyouwant to do Faithe Wempen

[i] summarize with PivotTable D Properties | Header Row First Column | Filter Button e EEEE) -
=¥ S

Open in Bi Total Row lastColumn | Z———— ———— - —— -

Unlink ] Banded Rows [_] Banded Columns BEREE BEEEE) -

E-BRemove Duplicates
- o Insert  Export Refresh
3 Resize Table Sk Convert to Range Siicer -

Properties Tools External Table Data Table Style Options Table Styles ~

Figure 10-15: Enable the total row by marking the Total Row check box.

The Total row appears at the bottom of the table. Each of
the cells in that row now have their own arrow that opens
a menu.

e At the bottom of a column that contains data you want to
<P summarize, click the arrow to open the drop-down list.

The arrow for a cell appears just outside the cell to its
right.

There are more options available when working with a
numeric field, but even text fields have some totals they
can display, such as a count of the number of records. You
can use any function in Excel for this, but the most com-
mon ones are available from a menu for easy access.

If a column has a calculation in the Total row that you
don’t want, click the arrow on that cell to open its menu
and choose None. (See @) in Figure 10-16.)

e Click the kind of calculation you want.

e (Optional) Type a text label in an adjacent cell to describe
the calculation you chose.

T T

45059&““”9 :
Average 3
46060/ count

A(115 | Count Mumbers

Mlax
46115/, -

45115 | Sum
43291 StdDev

War
42199 | pmore Functions.

Figure 10-16: Select the desired calculation.
Use text labels to make sure your meaning
is clear.
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If you want a function that isn’t on the list in Figure 10-16,
choose More Functions, and then choose from the Insert
Function dialog box, just as you would if you used the
Insert Function command on the Formulas tab in a nor-
mal range. (See @ in Figure 10-16.)

Create queries

9781119144601-ch10.indd 249

When you sort and filter a table in a certain way, it may take you
a few minutes to set up those conditions. Wouldn't it be nice to
be able to save that sorting and filtering specification to use again
later? A query does that and can also do much more. For exam-
ple, a query can also temporarily hide certain columns as well as
sort and filter rows.

Although the full query capabilities of Excel are beyond the
scope of this book, the following steps give you a little taste of it.

To create a query:
O click anywhere within the table.

9 On the Data tab, click From Table. A Query Editor
window opens.

(] - L A Addressesxl|

Home Insert Page Layout Formulas Data|

[h F [ Show Queries ’T‘; Connections
=] <

F Tabl 0 Properties
Get External  New E rom Table Refrodh roperties
Data - Query - [E)Recent Sources Al ~ Edit Links

Get & Transform Connections
Cc2 - I 123 West Main 5t

A B C
1 Last M Address ﬂCity
2 |Anna Zimmerman |123 West Main 5t. < .Carme
3 |Hank Niederman 2847 Wilson Parkway  Carme

Figure 10-17: Start a new query based on a table.

e Sort the data the way you want it. Use the AZ and ZA
buttons on the Home tab or open a column’s menu and
choose a sort order for that column.

e Filter the data to include only the records you want. Use a
column'’s menu to set up the filter, as you learned earlier
in this chapter.
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If you want to remove one of the instructions, click it in
the Applied Steps box and then click the X to its left. (See
@ in Figure 10-18.)

e If you want to exclude certain columns, click Choose

Columns. Clear the check box for each column to exclude
and click OK.

@ Change the name in the Name box to something
meaningful for the instructions you specified.

e Click Close & Load. The query results appear on a new
sheet in the workbook.

| @&~ = | Cities that start with Green - Query Editor m} X
Home  Transform Add Column  View ~ @
D [ Properties W E!H = ] v % Data Type: Text ~ ) [ New Source =
~
® [ Advanced Editol il an PP Use First Row As Headers ~ Recent Sources
Close & Refresh Choose Remove  Reduce split  Group g : Combine
Load~  Preview = Columns Columns = Rows = Column~ By =2 Replace Values =
Close Query Manage Columns sort Transform New Query
> | B. First v Last ¥ Address | ciy 0' state v|zp v :
Query Settings x
1 Mort Hausman 5917 Bluff Falls Way Greenwood Indiana 49528
£ | 2 by Illes 1811 Scout Street Greencastle Indiana 49528 4 PROPERTIE
]
st 3 Kim lones 789 Williams Lane Greenwood Indiana 47281 Name

Cities that start with Green
All Properties
4 APPLIED STEPS

Source
Changed Type
Filtered Rows
Sorted Rows

0x Removed Cther Columns

6 COLUMNS, 3 ROWS

PREVIEW DOWNLOADED AT 9:49 AM

Figure 10-18: Define the query specification.

The query results sheet becomes a permanent part of your
workbook. Any time you want to view the query results, just
display that worksheet. However, the data on the query results
sheet doesn’t automatically update when the data changes on
the original sheet. Therefore you will want to refresh the query
whenever the original data changes. To do this, on the Data tab,
click Refresh All. (See @) in Figure 10-19.)

&= - L TR Addresses.xlsx - Excel
Home Insert Page Layou Formulas Data Review
[h &= []Show Queries Connections 5, [Z 1A
e 5, Ecomeciors |y

[ From Table = [ Properties
Get External  New Refresh z| Sort
Data~  Query- L& Recent Sources  pjj- Edit Links A
Get & Transform Connections

Figure 10-19: Click Refresh All to refresh all results.
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Remove duplicates from a dataset

A dataset may contain records for which certain fields are iden-
tical, and usually that is not a problem. For example, you might
have multiple people with the same last name, address, and
phone number if they all live in the same household.

In some cases, though, duplicate values in multiple fields may
signal that the same record has been accidentally entered multi-
ple times. For example, if two people both have the same Social
Security number, that's probably an entry error.

You can define a Remove Duplicates operation so that multiple
fields must all be identical in order for a deletion to occur. For
example, you might delete records with the same phone number
only if both the first name and last name are identical.

@‘“\NG! When removing duplicates, you don't get to select which of the
duplicates will be deleted; the first instance is kept and all others
are deleted. Therefore if it's important that the most recently
entered record be kept, sort the table in descending order by a
Date field first.

To find duplicates:
O cick anywhere in the table.
e On the Data tab, click Remove Duplicates.

H - - Addresses.xls - Excel Table Tools 22—

Home Insert Pagelayout Formulas Data  Review View  Design @ Tell mewhat you want to do.. Faithe Wempen

B E [T Show Queries ”;C [# connections " Y ¥ Clear % F e E’ @ &8 Group ~

[ From Table Properties ¥ Reapply B Ungroup ~

(Get External  New Refresh — 7| Sort | Filter Textto _, ‘What-If Forecast o
Data~  Query~ LibRecent Sources Ay~ Edit Links T Advanced  Columns = 7 @ Analysis = Sheet Subtota

Get & Transform Connections Sort & Filter Data Tools Forecast Outline A

E2 - fi | Indiana v

A B C D E F G H J K L ™M N -
2 |Annﬂ Zimmerman 123 West Main St. Carmel Indiana ., 188 50000
3 |Hank Niederman 2847 Wilson Parkway Carmel Indiana 46088 40000

Figure 10-20: Click Remove Duplicates.

e Mark or clear check boxes as needed to define which fields
must all be duplicate in order for records to qualify for
deletion.

O Click OK.
5. At the confirmation box, click OK.

If the deletion results are not what you expected—for example,
if some records were deleted that you meant to keep—use Undo
(Ctrl+Z) immediately after the deletion to get them back.
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Remove Duplicates ? x

To delete duplicate values, select one or more columns that contain
duplicates.

§§ Select All 5= Unselect All My data has headers

Calumns

First
& Last

I:‘ Address
L] city

|:| State v

Figure 10-21: Choose which fields to check for
duplication.

Restrict data entry with validation rules

Data entry errors can cause big headaches in database manage-
ment. When two entries vary, is it because they are truly differ-
ent, or did someone just make a mistake? It's hard to know.

Data entry inconsistencies can also plague a database, especially
if multiple people are entering records. For example, should
states be entered with their full names or as two-character
abbreviations? If the data isn't consistent, you won't get accurate
results when you query, sort, or filter on a certain state.

A validation rule can limit entry to only certain types of values,
such as only integers or dates. It can also limit text entry to a
certain number of characters.

Create a validation rule

To create a data validation rule:

a Select the cells for which the rule will apply. For example,
to restrict entries in a certain field in a table, select that
field’s column.

e On the Data tab, click Data Validation.
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B - < - Addresses.xisk - Excel Table Tools
Home Insert Pagelayout Formulas Data = Review View  Design  Q Tell me what youwant o do,
& [T show Queries ’7 Connections ¥ Clear ~y B= Mm@
& c E& i

Get & Transform

E1 v

A B C
1 B2iast  Blnddress By

T3 [ From Table erties . . BrReapply !
Get External  New Refresh Sort | Filter Textto o, \What-If Forecast
Data~  Query~ L®Recent Sources - [} Edit Links T Advanced  Columns nalysis = Sheet

Connections

Sort & Filter

Data Tools Forecast

f State

2 |Anna Zimmerman 123 West Main St. Carmel P8 50000
3 |Hank Niederman 2847 Wilson Parkway ~ Carmel 46088 40000
4 |inez Montoya 1991 Ponting Street Fishers 46115 52000

H Group ~
2 Ungroup ~
Subtota

Outline

m —

8 X
Faithe Wempen

Figure 10-22: Click the Data Validation button.

3. On the Settings tab, open the Allow drop-down list and
choose a restriction. Then enter any parameters for that

restriction.

For example, if you wanted states to be entered as
two-character codes, you might choose Text length and
then enter 2 as both the minimum and maximum length,

as in Figure 10-23. (See @) in Figure 10-23.)

Data Validation

Settings Input Message  Error Alert

Validation criteria

Allow:

Text length 0 w

Data:

Ignore blank

between &7
Minimum:

2 -
Maximum:

el B

Apply these changes to all other cells with the same settings

Clear All

Cancel

Figure 10-23: A text length validation rule.
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Or, if you choose a certain type of entry, such as Whole
Number, you can enter a range of whole numbers into
which the value must fall, as in Figure 10-24. (See @

in Figure 10-24.)
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Data Validation ? X

Settings Input Message  Error Alert

Validation criteria
Allow:
‘Whole number 0 ~ Ignore blank
Data:
between &7
Minimum:

1

n
il

Maximum:

1,000,000

Apply these changes to all other cells with the same settings

Clear All Cancel

Figure 10-24: An integer validation rule where the
number is positive.

n
il

o Click the Error Alert tab.

e In the Title box, enter text to appear in the title bar of an
error message box that will appear if the rule is violated.

@ In the Error message box, enter text to appear as the body
of the error message.

@ cClick Ok.

Data Validation ? >

Settings Input Message Errar Alert 0

show error alert after invalid data is entered

When user enters invalid data, show this error alert:

Style: Title:

Stop ~| | Positive Integers Only 0

Error message:
Please enter a positive mteger.o
s
Q

Clear all 7 Cancel

Figure 10-25: Create the error dialog box text.
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When someone violates the rule, the error box appears
that you set up in steps 4-6. (See Q in Figure 10-26.)

Positive Integers Only X

e Please enter a positive integer.
Cancel Help

Figure 10-26: The error message appears
in a dialog box when the validation rule is
broken.

Remove a validation rule
To remove data validation, follow these steps:
1. Select the cell(s) from which to remove data validation.
2. On the Data tab, click Data Validation.
e Click Clear All.
O click oK.

Data Validation ? X

Input Message Error Alert

Validation criteria

Allow:

Whole number ~ Ignare blank

Data:

between 3

Minimum:

1 5.3
Maximum:

1000000 S

D Apply these changes to all other cells with the same settings

Q Clear All 4 Cancel

Figure 10-27: Clear data validation rules from the
selected cell(s).
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CHAPTERELEVEN

Creating
Charts in
Excel

s a picture really worth a thousand words?

Just ask anyone who has been faced with a
spreadsheet full of numbers to analyze. Cre-
ating charts that summarize data is a quick
way to make sense of data — or to present
data to someone else.

In this lesson, you learn how to create several
types of charts and how to add and remove
chart elements such as legends, data labels,
and data tables. You learn how to move and
resize charts, how to place a chart on its own
separate tab in a workbook, and how to
apply a variety of formatting to a chart.

Choose the correct
chart type

Excel offers various chart types, each suited
for a different type of data analysis. Here
are some things to note about Excel’s

chart types:

e Pie charts are good for situations
in which the relationship among
the values being charted is the most
significant thing. For example,
suppose Bill sold 15 cars, Dave sold
7, and Tom sold 8. If the important
thing is that Bill sold 50 percent of
all the cars, a pie chart is ideal. Pie
charts are limited in that they can
handle only one data series.
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In This Chapter

u=Creating a chart

u=Moving and resizing a
chart

= Switching rows and
columns

= Modifying the data range
for a chart

u=>Changing the axis scale
= Applying a chart style
= Changing a chart’s colors

= Adding, removing, and
formatting chart elements
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e The key that tells what each color represents is called a
legend.

Cars Sold

&l mpave mTom B

Figure 11-1: A pie chart shows the relation-
ship of each data point to the whole.

@® A column chart is good for showing multiple data series
on a two-axis grid. This particular sub-type is called a
clustered column chart; each data point has its own bar,
and the bars are clustered together into groups.

Revenue Plan

$60,000

$50,000

$40,000 0
| $30,000

420,000

410,000

]
January February March

M History mHobbies mFiction Religion ® Current Events

Figure 11-2: A column chart summarizes multiple data series.

QWhen a column chart is horizontal, it’s called a bar
chart.

eThe sub-type shown here is called a stacked chart; instead
of having a separate bar for each month, it combines all
three months in a single bar. This makes it easier to see
their cumulative value.
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March

February

January

Revenue Plan

50 $20,000 $40,000 $60,000 $80,000 $100,0005120,0005140,000

W History mHobbies m Fiction Religion ® Current Events

Figure 11-3: A bar chart is a horizontal version of a column chart.

A few of the other chart types available include:

® XY (Scatter): Plots each data point as a small dot on a
two-dimensional (XY) grid, like in geometry class

e Stock: Plots the high, low, open, and close price of a stock on a
particular day or range of dates

® Line: Plots each data point as a small dot, and then connects
the dots of each series with a different color of line

® Area: Like a line chart, except the area beneath each line is
filled in solid with color

e Surface: Like an area chart only three-dimensional

There are many other types, and you might want to explore them
on your own. For the rest of this chapter, though, I stick with the
basic column and pie charts for the examples.

Create a chart
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Here’s how to create a chart:

@ sclect the data to include. Make sure you include any
labels that go with that data too. The labels will become
label text on the chart.

To select noncontiguous cells, hold down Ctrl as you drag
across them. For example, if the labels aren’t contiguous
with the data you want to include, you might need to use
Ctrl to select the labels.

If there are total rows or columns in your data, don't
include them in your selection in step 1 unless you are only
charting the total row or column. (See @) in Figure 11-4.)
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= o - - - F chartsxlsx - Excel
Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do..

im [ (2 asoe |f;0"'|-"'" e o0 s

. ) 2-D Column
PivotTable Recommended Table Illustrations & My Add-ins - E Recommended

PivotTables Charts
Tables Add-ins \_[I:I_m \_H_H \_B_H 5

A2 - S Subject 3-D Column

A B c D E F Jﬂ@@@l@@hﬂm

Revenue Plan

1

EM Subject January February March TotaA 2-D Bar

3 |History $25,600  $32,400 $16,200 | $74,200

4 |Hobbies $21,400 514,200 $28,900 | $64,500 % E E
5 | Fiction $12,600  $11,200 $15,000 | $38,800

6 [Religion $8,600 $7,200 $6,900 | $22,700 3-D Bar

7 |Current Events  $55,100 $52,800 548,500 |$156,400

: 5 2=
; &

10 il More Column Charts...
11

12

Figure 11-4: Click a chart type, and then choose a sub-type.

e On the Insert tab, in the Charts group, click the button
for the chart type you want. You can change the chart type
later if you change your mind.

WMBER e On the menu that appears, click the desired sub-type.

A preview of the chart appears behind the menu as you
move the mouse pointer over the various sub-types.

Move and resize a chart

After creating a chart, you can move it around on the worksheet
or resize it by dragging it:

0 Position the mouse pointer over any part of the chart
except a selection handle, so that the pointer becomes a
four-headed arrow, and drag it where you want it.

@To resize a chart, drag one of the selection handles (white
circles) on its border.

QQ,N\BEB
& Resizin hart h it jo (i io of
g a chart may change its aspect ratio (its ratio o
height to width), and the chart may stretch or compress as
you drag.
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T . 0 Pl]
Chart Title {%
Chart Area
$60,000
$40,000
$30,000
o o2 B
$20,000
e Bl e
$0
History Hobbies Fiction Religion Current
Events
M lJanuary MFebruary M March
O O e]

Figure 11-5: Drag a chart to move or resize it.

You can also place a chart on its own separate sheet in the work-
book. Here’s how to do that:

a Select the chart.
9 On the Chart Tools Design tab, click Move Chart.
e Click New Sheet.
(4] (Optional) Change the sheet name if desired.
O click ok.
Chart Tools
iew  View | Design = Format Q@ Tell me what you want to do.. Faithe Wem
1l &

Switch Row/ Select Change Move
Column Data Chart Type Chart
Chart Styles Data Type Location ~

Move Chart ? s

Choose where you gthe chart to be pla
New sheet: |Revenue| |

O Object in: | Sheet2

Events

ligich e ] - - - - - -

Figure 11-6: Move a chart to its own sheet.
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To reverse that process, display the chart’s sheet and repeat steps
2-5, but in step 3 choose Object in and then choose the desired
existing worksheet.

Switch rows and columns

When you create a chart that includes multiple data series, the
chart might not plot that data in the way that you expect by
default. For example, take a look back at the chart in Figure 11-5.
What if you had intended for the different column colors to rep-
resent the different book categories, as in Figure 11-7?

Chart Title
$60,000
$50,000
$40,000
$30,000
$20,000
$10,000
50
lJanuary February March
W History ®Hobbies m Fiction Religion M Current Events

Figure 11-7:This chart uses the same data as Figure 11-5 but plots
it by columns rather than by rows.

On the Chart Tools Design tab, click Switch Row/Column to
switch back and forth between the two ways of plotting the data.
(See o in Figure 11-8.)

B - - - chartsxlsx - Excel Chart Tools [ S a X

Home Insert  Pagelayout Formulas Data Review View | Design ~ Format @ Tell me whatyou want to do Faithe Wempen

L) — p— —— —
I @E oo s o po: ' il
o s e | 00m=l |20, b el Ztuiall Zeua.l

S —---= --=-== Switch Row/ Select  Change Move
Element - Layout = Colors - Column  Data ChartType Chart

Chart Layouts Chart Styles Data Type Location ~

Figure 11-8: Click Switch/Row/Column to change the plot orientation.

Modify the data range for a chart

If you need the chart to plot different data than you originally
chose, there are two ways to go. One is to delete the chart and
start over. If you haven't invested much time formatting and
customizing the chart, this may be your quickest option.
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The other method is to modify the data range for the chart, as
follows:

a On the Chart Tools Design tab, click Select Data.
2. To select a different range for the chart:

e Click in the Chart data range box.

e On the worksheet, drag to redefine the range.

e Clear the check box for any series or category that you
want to temporarily exclude.

e Select any series that you want to remove permanently
from the chart and then click Remove.

Hd - L - Chart Tools
Home Insert Pagelayout Formulas Data Review View | Design =~ Format @ Tell me what youwant to do.. Faithe Wempen
Add Chart Quick | Change iﬂ;‘g! Switch a Select Change | Move
Element - Layout - Colors Column  Data | ChartType Chart
Chart Layouts Chart Styles Data Type Location ~
A2 - S
A B c D E F G H J K L N o P [~
1 Select Data Source ? X
2 January February March _
3 |History $25,600 B 27 400 $16,200 | 574,200 Chart data range:  =Sheet2! SAS2:5D$6
4 |Hobbies $21,400 $14,200 $28,900 | $64,500
5 |Fiction $12,600  $11,200 $15,000 | $38,800 —
6 |Religion $8,600 $7,200  $6,900 | $22,700 ( [&] switch RowyColumn )
7 |CurrentEvents  $55,100  $52,800 $48500 |$156,400 Legend Entries (Series) Horizontal (Category) Axis Labels
z Haw @»xaemuve B [ Edit
0 istory January
11 Hobbies February
12 Fiction March
13 o-g Religion
14
15
16 Hidden and Empty Cells & oK Cancel
17
18 =
Sheet! | Sheet2 ® < >
Ready ] M -——F———+ 100%

Figure 11-9: Modify the data range.

Change the axis scale of a chart
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The axis scale is the numeric scale on the chart on which the
values are plotted. In Figure 11-6, for example, the axis scale is
$0 to $60,000.

Excel sets the axis scale automatically based on the values in the
data range. However, you might sometimes want to adjust the
axis scale strategically to give the audience a different impression
of the data. For example, check out the following charts:

0 In this chart, the axis scale is automatically set by Excel.
The lower value is 16150 and the upper value is 16650.
The differences among the bars are obvious.
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Units

16650
16600
16550

16500
16450
16400
16350
16300
16250
16200
16150

West North South

Figure 11-10: With the default axis scale, the differences are clear.

@ In this version, the axis scale has been manually changed
to 0 as the lower value and 16650 as the upper value. In
this version, the values appear to be nearly identical.

Units

16000
14000
12000
10000
8000
6000
4000
2000
o

West North South

¢

Figure 11-11: You could manually modify the axis scale to make the
differences seem less significant.
Here's how to set the axis scale:
@ Click the vertical axis on the chart to select it.
OR

@ On the Chart Tools Format tab, open the Select Object
drop-down list and choose Vertical (Value) Axis.

9 On the Chart Tools Format tab, click Format Selection.
The Format Axis task pane opens.

9 Click Axis Options text hyperlink if it is not already
selected.

e Click the Axis Options icon.
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e Click the Axis Options heading to expand its options if it
is not already expanded.

e In the Bounds area, change the Minimum and Maximum
values as desired.

If you decide to go back to the default value, click Reset.
(See @ in Figure 11-12.)

o Click Close to close the task pane.

B ©-c
Home
L2 Format Selection

%I Rellet to Match Style

nt Selection

Chart 3 ME

8

10 | West
11 |East
12 |North
13 South
14
15
16
17
18
19
20
21
22
23
24
25

26
Sheet1

Insert

@ Vertical (Value) Axis

9 Units [o} O

- ¢ charts.xlsx - Excel Chart Tools = -

m

Arrange size oA

Formulas ~ Data  Review  View

Page Layout

Design ~ Format = Q Tell me what you want to do, Faithe Wempen

Bring Forward - [ -

A A AL

Bl Selection Pane

2 Shape Fill -
- [Z Shape Outline =
~| Q shape Effects -

Backward

Shape Styles 5 Wordart Styles 5

. F(Qat Axis
i i w  Text Options
o0 Em<d)

4 Axis Options -
Bounds

16500
16600
16400
16300

Units

West East
O
- Maximum axis value

® . ,

Y

Minit 00 Reset

168000

O

Maximum Reset

Units
20000

Major Auto

Minor 4000 Auto

Horizontal axis crosses

North South ® Automatic

Axis value

Sheet2

Ready

Figure 11-

B B M -——+ 100%

12: Change the axis scale in the Format Axis task pane.

Apply a chart style
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Excel provides many chart styles, which are formatting presets for
charts. Rather than manually formatting a chart, you may wish
to save yourself some time by applying a chart style to improve
a chart’s appearance. (If you do want to do manual formatting,
though, it's covered later in this chapter.) Some things to note
about applying chart styles:

QTO apply a chart style, choose one from the Chart Styles
gallery on the Chart Tools Design tab.

@ As with other galleries, you can click More to open up a
list of additional choices.

Some chart styles have more or fewer chart elements (that is,
helper objects such as titles, legends, labels, and so on). In the
next section you learn how to add and remove chart elements, so
you aren't tied to the particular combination of elements that a
particular chart style uses.
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B - - - chartsxisx - Excel Chart Tools [ S a X

Home Insert  Pagelayout Formulas  Data v View | Design = Format @ Tell me what you want to do. Faithe Wempen

= P2 |
b Sl [
M ahk ok ks [ ii.:

Element - Layout - Colors ~ n  Data CharlType Chart
Chart Layouts Chart Styles Type __ Location ~

|-

Figure 11-13: Apply a chart style.

égN\BER Here's another way to apply a chart style. With the chart selected,

S click the Chart Styles button (the paintbrush button) to the right
of the chart’s frame. Then select a style from the palette that
appears.

Change a chart’s colors

You can change the colors used in the chart, independently of
the chart style. To do so, click Change Colors on the Chart Tools
Design tab, and then choose a different set of colors. (See (A) in
Figure 11-14.)

=] o el 5 - = charts.
Home Insert Page Layout Formulas O

[ ]
| -'I' = e .o 'l L ‘1
Add Chart Quick Change - Z
Element - Layout = [Calors = - - —
Chart Layouts Colorful =

catz - | IR
ey | | | | | e
= HTEEEn

30 L B[]

31 Menochromatic

s HEEN I
= HEEE

35

36 . . .
37

2 1

3 HEEENT -

40
A1

Figure 11-14: Change the colors used in the
chart.

Note that these are not really different color schemes in the same
sense as the overall color scheme for the entire workbook. The
colors that appear on the Change Colors button’s menu are just
different combinations, tints, and shades of the overall work-
book’s colors.
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“&N\BEB Here's another way to change the colors. With the chart selected,
& click the Chart Styles button (the paintbrush button) to the right
of the chart’s frame. At the top of the pane that appears, click
Colors, and then choose the desired colors.

If you want to change the overall colors of the workbook, do the
following:

a On the Page Layout tab, click Colors.

9 Click the desired color scheme. This changes all the color
placeholders for the workbook and also affects the chart
colors.

| o - L TR chart]
Home Insert Page Layout Formulas

PG Y |

Office - |
Themes [ |frint Bre

- || Office lea

- I NN Office 2007 - 2010 | [setup
W[ Tl Gayscale

Chart ! sy S Blue Warm
W o R

5g | | I Bl

29 Il TN clue Green

30 I ENTENE Green

EY| I TN Green Yellow

32 W TN velow

33 I W vellow Orange

L W o

35| T 5% ke

36 I Wl Red Orange

e

38 I Red Violet

Jo| T Violet

40 I N violetll

41 Il NN Median i

2 I TN Paper

43 I T  Marquee -

44 Customize Colors...

45

Figure 11-15: Apply a different color
scheme to the entire workbook.

If you want to individually customize a particular chart element,
such as making a certain data series or data point a specific color,
see “Format a chart element” later in this chapter.

267

9781119144601-ch1l.indd 267 October 15, 2015 3:55 PM



Add or remove chart elements

Chart elements refers to the individual parts of a chart that you
can enable, adjust, and format separately. Figure 11-16 points
out some of the most common chart elements. Most of these

elements are optional and can be turned on/off.

In Figure 11-16, I have increased the size of some of the text-
based chart elements so you can see them better. To increase
the size of a text-based element, such as data labels or a legend,
select that element and then use the Grow Font button on the
Home tab. Keep in mind, though, that if you manually change
the size of some text, it won't change automatically anymore if
you resize the chart.

\\J

Here are some things to remember about chart elements:
eThe chart area is the entire chart.
@A chart title describes the entire chart.

©® The plot area is the section of the chart area that contains
the actual plotted data. It is usually set to the same
background color as the chart area, so it's not that
noticeable, but in Figure 11-16 I've made it a different
color so you can see it.

QThe legend is a key that describes the meaning of each
series color or pattern.

GA data table shows the data on which the chart is based; it
can be helpful to use a data table if the chart is not near
the data.

GAn axis contains the scale on which the data is plotted.
When the axis contains numeric values, it’s called the
value axis. When the axis contains labels, like the months
in Figure 11-16, it’s called the category axis.

@ An axis label explains the unit of measurement or the
meaning of the axis values.

@ Data labels report the exact value of each data point.

0An individual bar, column, slice, or other data marker is a
data point.

°The set of bars, columns, or other data markers of a
common color or pattern is a data series.
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@ A 3D-style chart, like the one in Figure 11-16, has walls
behind the data series, and a floor on which the bars sit.
The walls and floor can be formatted separately from the
chart or plot area and can even be formatted separately
from one another.

o Gridlines appear behind the columns or bars to help make
the height of the columns or bars easier to read on the axis.

Q

$35,000
$30,000
25,000

2 $25,
E $20,000
@; 515000

S

$10,000
S5,

Revenue

M History
I Hobbies
O Fiction

JANUARY

FEBRUARY MARCH

[ Religion

0

January February March
m History 525,600 332,400 316,200
B Hobbies 521,400 $14,200 $28,900
[ Fiction $12,600 $11,200 $15,000
(1Religion 58,600 57,200 56,900

Figure 11-16: Parts of a chart.

A few of the elements of a chart are fairly essential, like the

data points and the value axis, and you couldn’t remove them
without the chart losing its meaning. Most of the other elements,
however, are optional. A chart can still make sense without a
data table, data labels, or even a legend, in some cases.

A\

Some chart elements can be removed by selecting them (by click-

ing) and then pressing the Delete key on the keyboard. The chart

title and legend are that way, for example.

To add or remove a chart element:

1. Select the chart, so that icons appear in its upper right

corner.

9 Click Chart Elements. A menu of the optional chart
elements appears.

e Mark or clear the check box for each element to turn it on
or off.

4. When you are finished, click Chart Elements again to
close the menu.
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Figure 11-17: Add or remove
chart elements.

Going the above route is the quickest and easiest way to enable
or disable a certain element. However, if you are enabling an
element, you might want a bit more control over how it appears.
For some additional options, use the following method instead:
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1. Select the chart.

9 On the Chart Tools Design, tab, click Add Chart Element.

9 Point to the desired chart element to see a submenu.

0 Click the desired option on the submenu.

L TR chartsxlsx
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[ ]
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d], Legend b Fﬂl’h Inside ﬁndﬂ
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30 y‘ﬂm Data Callout
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32 More Data Label Options...
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Figure 11-18: Add a chart element with
specific options.
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In Figure 11-17, if you hover over one of the items on the
menu, you see a right-pointing triangle. Click that, and a
submenu appears that contains many of the same options
as in Figure 11-18.

Format a chart element

9781119144601-ch1l.indd 271

Now let’s look at some ways to change a chart element’s
appearance.

Reposition a chart element

As you saw in Figure 11-18, each element has a submenu on the
Add Chart Element button’s menu. Some of these, like the ones
for Legend and Chart Title, contain options for different posi-
tions within the chart area.

You can also drag-and-drop some of the chart elements to move
them within the chart area:

ﬂ Select the chart element, so that selection handles appear
around that element.

e Position the mouse over it so the pointer turns into a
four-headed arrow.

3. Drag the element to a new location.

Figure 11-19:
Add a chart
element with
specific options.

Not all chart elements can be repositioned. For example, the data
points and the axes are in fixed locations, and a data table can’t
appear anywhere other than below the chart.

Change the properties of a chart element

Each chart element has its own unique customizable properties.
It's hard to generalize about these, as they vary so dramatically
depending on the element. For example, for a data series (a set of
colored bars) in a 3D column chart, you can adjust the width of
the bars, the gaps between them, and the shape of the bars (box,
pyramid, cylinder).

271

October 15, 2015 3:55 PM



To access an element’s properties, do the following:
@ Click the chart element to select it.
OR

@ On the Chart Tools Format tab, open the Select Object
drop-down list and choose the desired element.

e On the Chart Tools Format tab, click Format Selection.
The Format task pane opens for that element.

e Click the rightmost icon on the task pane. Its name and
appearance varies, but this is the one that shows the
properties that are specific to the chosen element type.

e Adjust the properties as desired.

B ©- - charts.xisx - Excel Chart Tools = - a x
Home Insert Pagelayout Formulas Data  Review View Design Format  Q Tell me whatyou want to o Faithe Wempen
Series “Febmary‘@g\\ O Shape Fill - A Bring Forward -~ [& -
0 B Format Selection W 1O (|- abc || abc | |- [Z shape Outiine - A Send Backwarc :
Change
““IResetto Match Style | A L L[+ \ML =| @ shape Effects - B Selection Pane
Current Selection Insert Shapes Shape Styles B WordArt Styles Arrange Size 5oA
Chart5 - S ! heet: : heet2!$C$3:5C$7,2) v
3 F G H ) K L M N o - . .
, Format Data Series *7
o . y
Series Options v
2 * X
3 574200 $120000 , OO |||0
4 564,500 $100000 -
5 | $38,800 Y 4 Series Options -
6 _$22,700 $80,000 Gap Depth
7 [l $60,000 0% ¢
8
o . Gap Width
5 $40,000 Ji— 150%
10
I $20,000 i ' Column shape
s0
I Moy dobbies  riton  Relgon  cuent al] e
13 Events
14 Au\ Eull Pyramid 0
15 mJanuary m February
16 [} Partial Pyramid
7
. . e
Sheetl | Chart1 | Sheet2 | (&) < » o
Ready i M -——F——+ 100%

Figure 11-20: Change the chart element’s properties from its task pane.

o While you're in the task pane, check out the other sections to see

what else you can do to change the appearance of that element.
There are dozens of settings available.

Resize chart element text
To adjust the size of some text in a chart, do the following:

0 Select the desired chart element. You can do this by
clicking it or by using the Select Object drop-down list on
the Chart Tools Format tab.
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@ On the Home tab, click the Increase Font Size or Decrease
Font Size button to change the font size.

OR

@ Open the Size drop-down list and select a specific size.

B - - s chartsxlsx - Excel Chart Tools
Home Insert Page Layout, Formulas Data Review  View Design Format Q 7
gg’ |Calibri (Body) '&f A A Wrap Text Genera
- =
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| F 6 12 Ll J K L M [0}
. 14
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3 16 + |
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X 560,000 136 | |
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T 8w s ey )
1 o 8 0
17

Figure 11-21: Use the Home tab controls to change the text size.

Format chart element text

You can also change the attributes of the text (bold, italic, and so
on). From the Home tab, use the buttons in the Font group, as
shown in Figure 11-22, or use keyboard shortcuts:

O Bold (Ctrl+B)
® 1talic (Ctrl+)
© underline (Cul+U)

Calibri (Body) ~[9 A A
B I U-~- - A~
666 .. .
Figure 11-22: Apply bold,

italics, or underline to a text
element on a chart.

273

9781119144601-ch1l.indd 273 October 15, 2015 3:55 PM



To apply further special effects to the text, use the Text Effects
settings in the element’s task pane. Here's how:

a Select the desired chart element.

e On the Chart Tools Format tab, click Format Selection to
open the element'’s task pane.

e At the top of the task pane, click the Text Options
hyperlink.

e Click the Text Effects icon.
e Click an effect category to expand its settings.
@ Adjust the settings as desired.

7. Repeat steps 5-6 as needed, and then close the task
pane.

Legend

G.Q‘Furma( Selection

‘B Reset to Match Style

Current Selection

B - L - charts.xisx - Excel Chart Tools = - =1 x
Home Insert Pagelayout Formulas Data Review View Design  Format = Q Tell me whatyou want to do. Faithe Wempen

ENN N < Shape Fill -

A- e~
ool - Abc Abc Abe | [-|[Z shape Outline = A A A A~
AL L= 3::759 R ~| Q@ shape Effects - <A~

Insert Shapes Shape Styles 5 Wordart styles 5 Arrange Size IR

1
12
13
14
15

Chart 5 M Je
F G H | J K L M N o P B %
Format Legen
; o o + Legend Options v  Text Options
R s1200 - (4 2
4 $100,000 -
5 Shadow -
$80,000 Y
6 Presets a-
7 $60,000
8

9 $40,000
Transparency ———+ 60%
I 9 - . =

c

Color E R

ollollo]lo]lo

16 O
17
18

Blur + 4pt
History Hobbies Fiction Religion Current
Events Angle —_— |
9 1
January _m February Distance 3pt
]
° P Reflection
b Glow
Sheetl | Chart | Sheet2 | (&) b B b Saft Fdaes

M -————+ 100%

Figure 11-23: Apply special effects to a text-based element from the Text Effects section of

its task pane.
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Change a chart element’s border and fill

Most of the chart elements have their own rectangular frames
around them, although by default that frame may not have any
border or fill so the element blends in with the background
behind it. For example, the plot area is its own separate rectan-
gular area, but you usually don't see it. The same is true for the
legend, the axes, and the axis labels.
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First, here’s a quick way to apply border and fill combinations to
a chart element — apply a shape style to it:

1. Select the chart element.

9 On the Chart Tools Format tab, click the More button in
the Shape Styles group to open the Shape Styles gallery.

B - 3 -

chartsxlsx - Excel Chart Tools 3] - =] X

Home Insert Pagelayout Formulas Data Review View Design  Format = @ Tell mewhat you want to do.. Faithe Wempen
Walls ENN R £ shape Fill - A Bring Forward - [B~ | 4 Tor
@y Format Selection OO0 0| Abc abe | [ L2 e Outline A A Send Backward ~ {3~ | ©
“ResettoMatch Style | A L L[+ Schh:;fg R Fﬁe Effects - BiiselectionPane k- <= O
Current Selection Insert Shapes Shape Styles 5 Wordart Styles Arrange Size RS

Figure 11-24: Click More to open the Shape Styles gallery.
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e Click one of the shape styles to apply it.

All~
Theme Styles -
s N f \ 's N ~
Abc Abc Abc Abc Abc Abc Abc
. J . AN J
4
—_— -

Figure 11-25: Choose a shape style.
Want more control? To manually change the fill and/or border
of an element, follow these steps:
a Select the chart element.

e On the Chart Tools Format tab, open the Shape Fill
button’s menu.

3. Select a fill color:

0 Automatic allows Excel to choose the color based on
the background color, and is the default.

eYou can choose one of the theme colors.
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eYou can choose a standard color. Click More Fill
Colors for additional choices.

QTO remove the fill, click No Fill.

GYou can also choose a picture, gradient, or texture fill.

= € = L T charts.xlsx - Excel Chart Tools
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|Legend TE~N . R ) )
4 Format Selection OO m Abc Abc |T Automaticﬂ l
b T = Change (A B CHE O B
“IReset to Match Style | |/\ *| Shape | Theme Colors ||
Current Selection Insert Shapes Shape Styles H EEEESENE Wo
Chart5 - 5
P66 w10« . llllﬂl_o_
1 o o Standard Colors
> HE L] O
3 $120,000 0 No Fill
4 $100,000 iv More Fill Colors..:
5 Picture...
580,000
S [ Gradient 4
8 $60,000 Texture 3
9 Q $40,000
10 $20,000
11
12 $0
13 History Hobbies Fiction Religion Current
Events
14
15 ‘% lJanuarle Fehruar\cg ;
16 QO O
17

Figure 11-26: Choose a fill effect for the selected element.

e Open the Shape Outline button’s menu.
5. Select an outline color:

G Automatic allows Excel to choose the color based on
the background color, and is the default.

@ You can choose one of the theme colors.
@ You can choose a standard color.

OTO remove the outline, click No Outline.
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After selecting an outline color, you can optionally adjust the
line style and thickness:

@ Click the Shape Outline button again to reopen its menu.

e If you want a different line thickness, point to Weight and
select a line weight.

QThe default is a solid outline; if you want a dotted or
dashed line, point to Dashes and select a line style.

= = - T charts.xsx - Excel Chart Tools
Home Insert Page Layout Formulas Data Review View Design Format Q Tellm

ILegend I E~~ p——— P Shap@
& Format Selection Oo0o|- | i Abc Abe | '5 Vshape Cutline -QA A
““IReset to Match Style |/ L —L» “lsh aTse = ~ = B Automatic 0

Current Selection Insert Shapes Shape Styles Theme Colors Wort

Chart 5 - fr

F G H \ J K LIII ﬂ;a
d oHRRRREENE

T o
{ ~
2 | Standard Colors
3 | R EEs snna()E
o $100,000 ‘} No Outline
> | !4:.' More Outline Colors...
80,000 St 7
; | ’ = ﬂaghtﬂ »
? J—
i

w

$60,000 Daghes’.0 4
[ 2 240,000
10 | $20,000
1]

12 $0

| History Hobbies Fiction Religion Current
13 | Events
14 | o
15 | M January M February
16 | Q 8

Figure 11-27: Choose an outline color for the selected element.

Apply special effects to a chart element

Special effects that you can add to an element include shadow,
glow, soft edges, bevel, and 3D rotation. Most people don't take
the time to apply such effects, but you may encounter situations
where it is worthwhile to do so.

To apply an effect:
G Select the chart element.

9 On the Chart Tools Format tab, open the Shape Effects
button’s menu.

e Point to an effect to open its submenu.
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e Click the desired effect.

To remove an effect, click the selection in the No area
of the menu, such as No Bevel for a bevel. (See Q in
Figure 11-28.)

5. Repeat steps 2-4 to apply additional effects as desired.
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Figure 11-28: Apply special effects to a chart element.
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CHAPTERTWELVE

Managing
Email with
Outlook

OUtlook is a multipurpose program. It's
an address book, a calendar, a to-do
list, and an email handling program, all in
one. The most popular Outlook feature,
though, is the email handling. Millions of
people use Outlook as their primary email
program, and for good reason! It’s fast,

full-featured, and easy to use and customize.

In this chapter, I show you how to set up an
email account in Outlook and then how to
use it to send and receive email messages.

Understand the Outlook
interface

Outlook 2016 is like other Office 2016
applications in many ways. For exam-

ple, it has a Ribbon, a File tab that opens
Backstage view, and a status bar that shows
status messages and provides a Zoom slider
for changing the magnification of the appli-
cation’s content. The following sections
explain what is unique about Outlook, and

what you might not pick up on immediately

on your own.
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In This Chapter

u=>Navigating the Outlook
interface

= Setting up a mail account

= Receiving and reading
email

u=Composing and sending
email

u=> Attaching a file to a
message

= Creating folders for
managing email

= Creating a message-
handling rule

= Configuring the junk mail
filter
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If you've never used Outlook before this, you might be prompted
to set up an email address before Outlook starts working nor-
mally. See “Set up a mail account” later in this chapter if you
need help with the initial setup.

A\

Understand the Mail section’s layout

The Mail section consists of three panes. From left to right,
they are:

0 Navigation: Lists different locations you can click to make
the active location. The default location is Inbox, where
your incoming mail is located.

@ List: Provides a list of emails stored in the active
location.

G Reading: Shows a preview of whatever message is
selected in the Mail list pane.

[_‘EI - M Inbox - faithe@wempen.com - Outlook = - = x
Home = Send/Receive Folder View  Q Tell me whatyou want to do.

7 fxlgnore S O P 2 YiMove () Unread/ Read E
= e xx x - [L*(_‘ Li)‘ 2 Meeting Move to: ? £3 To Manager - =
Clean Up ~ L(' 3 Team Email v/ Done EiRules~ I Categorize~ [ Address Book
New New o Delete  Reply Reply Forward By more~ | - . Send/Receive
e o~ o lunk o (R Reply &Delete ¥ Create New | oneNote [ Followup~ Y Filter Email Al Folders
New Delete Respond Quick Steps 5 Move Tags Find SendfReceive | A
e Faverte folders Here ¢ | [search current Mailbox (Ctri+E) O Tcurentvaibox -] | (3 Reply GaReply Al (3 Forward
4faithe@wempen.com Al Unread By Date *  Newest Faithe Wempen <faithe@wempencor 881+ 1s2em
Inbox 1 Loy Planning retreat "
Drafts Donielle Ansari
Technical Writer with Northern Trust 2:16 PM
Sent ltems. Good afternoon, | saw your resume on Will you be available September 8-9 for an off-site planning
Deleted Items. ) retreat?
Lisa B
Junk E-mail RE: Windows build 1:57 PM
Outbox Thanks, Cheryl: Yes, | was aware of those
RSS Feeds Faithe Wempen é
Search Folders Planning retreat 1:52 PM
Will you be available September 8-9 for an
Firestone
save $10 on any oil change 1119 PM
Also, save on Standard Brake Service for your car

Itemsi4  Unread: 1

Figure 12-1: The Mail area of the Outlook application.

® You can move the Reading pane to the bottom of the screen,
or turn it off altogether. On the View tab, click Reading Pane,
and then make your selection from the menu. (See @) in
Figure 12-2.)
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Right zople Pane Window ~
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off

Options...

FIE Close All Items

Figure 12-2: Change the location of the Reading pane if
desired.

Switch between folders

In the navigation pane, you can click any folder to view its
contents in the center (List) pane. The exact folders that appear
depend somewhat on the type of email account you have set up
and the folders on its server, but will probably include these:

0 Inbox: This is where incoming email arrives. You will
probably spend most of your time in this folder.

G Drafts: Any messages that you partially compose and
then quit working on for some reason wait here for you
to complete and send them.

Q Sent Items: Outlook saves a copy of every message you
send in this folder, for your reference.

@ Deleted Items (or Trash): When you delete a message from
any other folder, it goes here instead of being destroyed. To
permanently delete a message, delete it from Deleted Items.
For some mail accounts this folder is called Trash.

G Junk Email: If Outlook’s junk mail filter identifies a
message as potentially unwanted, it moves it here.

G Outbox: Messages that you have sent but that have not yet
been uploaded to the mail server wait here. If a message
stays here for more than a few minutes, there may be a
problem with your mail server or Internet connection.

@ RSS Feeds: RSS stands for Really Simple Syndication.
It's a technology for aggregating updates from multiple
websites in a single, easy-to-read location. It's not very
popular anymore, but if you use this service, messages
appear here.

@ Search Folders: If you have any saved searches, you can
run them from here.
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You can also create your own mail folders, as you will
learn later in this chapter. If you have done so, they will
appear in the Navigation pane also.

0 Notice at the very top of the Navigation pane in
Figure 12-3, it says Drag Your Favorite Folders Here. You
can drag a folder from the main section of the navigation
pane and drop it there to create easily accessed shortcuts
to the folders you use most often. This is not that big a
deal if you just have a few folders, as in Figure 12-3, but if
you start creating your own custom folders, over time you
may have dozens of folders, with one inside another, and
navigating to the correct folder may become not so simple
anymore.

o If more than one email account is configured in Outlook,
you might have multiple sections in the Navigation pane.
At the top of each section is the email address to which
it pertains. Other email accounts might have their own
sections beneath that. Alternatively, all email accounts
might use the same set of folders under a generic heading
like Outlook or Mail, depending on how they are set up.

<< <

faithe@wempen.com
Inbox 3
P Drafts

Sent Itemso

Deleted Item50

Junk E-mail
Outbox
RSS Feeds <@

Search Folders <(})

Figure 12-3: Navigate among the available
mail folders.

Navigate to other areas of the application

Outlook has several diverse areas, each providing a different ser-
vice, and each area has a different interface. These areas are Mail,
Calendar, People, Tasks, and Notes. (Two other items that are
also listed aren’t really separate areas: Folders and Shortcuts.)
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Even though this lesson covers only the email component of
Outlook, it's a good idea to familiarize yourself with the entire
application so you can get an idea of how the areas fit together.

You click a button in the lower-left corner of the Outlook appli-
cation window to switch to the area you want to work with,
as shown in Figure 12-2:

0 Mail: Send, receive, and manage email
@ Calendar: Record and display appointments and events

Q People: Store and retrieve information about people and
businesses

Q Tasks: Record and track the progress of to-do items

e More: Open a menu of other areas of Outlook, such as
Notes

Navigation Options...

Notes
Q 9 ) Folders
Q3 . @ Shortcuts

Figure 12-4: Switch among the different Outlook areas
using the buttons in the lower left corner.

Set up a mail account

The first time you start Outlook, you're prompted to complete
several setup operations. The most important of these is to set up
your email account.

If you are not prompted to set up a mail account, and Outlook
simply opens up, your mail account may already be configured.
If that's the case, you don’t have to do anything other than start
enjoying it. See the rest of this chapter to learn what to do.

If you are not prompted but you also don’t have a valid email
account set up, or if you want to set up additional accounts, use
the following steps. If you are prompted, jump into the follow-
ing steps at step 3.
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Setting up an account automatically

First, let Outlook try to configure your account automatically. If
it works, you've just saved yourself some time and effort:

1. In Outlook, click File to open Backstage view.

9 Click Add Account. The Add Account dialog box opens.

Inbox - faithel

©

Account Information

Open & Export

1 faithe@wempen.com
Save As =1 pop/sMTP

+ Add Accouﬂt@

Figure 12-5: Choose to add a new account.

9 Fill in the information as prompted.
e Click Next.

Add Account X

Auto Account Setup
Outlook can automatically configure many email accounts.

(@) E-mail Account

Your Name: Faithe Wempen

Example: Ellen Adams

E-mail Address: faithewempen@outlook.com 0
Example: ellen@contoso.com

Password: —
Retype Password; | et

Type the password your Internet service provider has given you.

(O Manual setup or additional server types

<ok B

Figure 12-6: Enter the basic information about your email address.

e Wait for Outlook to attempt to configure the account. If
it is successful, you see a Congratulations message. Click
Finish and you're done.

® Outlook is usually successful if you have a Microsoft
Exchange account on the network to which your com-
puter is connected, or if you are using an Outlook.com or
Hotmail.com address. That's because those are Microsoft
account types.
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Add Account X

Congratulations!

Configuring

Outlaok is completing the setup for your account. This might take several minutes.
«  Establishing network connection
' Searching for faithewempen@outlook.com settings

+  Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use

[[] change account settings Add another account...

< sack D conce

Figure 12-7: Click Finish if Outlook was successful in automatically
configuring your mail account.

6. If the initial attempt failed, you might see the following:

An encrypted connection to your mail server is not available.
Click Next to attempt using an unencrypted connection.

If you see that message, click Next to try the alternate,
unencrypted method.

7. Wait for Outlook to try the alternate method. You might
see a success message, like in Figure 12-7, or another
failure message.

Q If you see another failure message, mark the Change
account settings check box at the bottom of the dialog
box, and then click Next.

i Change account settings

Figure 12-8: Choose to change the account settings manually.

< ock Conce

9. Go on to the next section to continue your mail setup
attempt.

Setting up an account manually

If the preceding procedure didn’t work out for you, you'll need to
manually enter the settings for your account. That means you'll
need to know a bit more about your email account.
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These are different kinds of mail servers. You need to know
which type you have before you start setting up your email
account in Outlook. Ask your Internet service provider or IT
department if needed. If that information is not available, try
POP3 first; it’s the more common type.

POP3 (Post Office Protocol 3) is the most common for home use
and for most offices. With a POP3 account, mail is stored on the
server until you retrieve it, and then it's downloaded to your PC
(and deleted from the server). This is called a store-and-forward
system.

With an IMAP (Internet Mail Access Protocol) account, the mail
stays on the server at all times. This is convenient because you
can get your email from anywhere (and review old messages
from anywhere), but it's slower than POP3 to access and more
labor-intensive for the company managing the server. Some
companies provide IMAP to their employees who travel a lot so
they can get their email from different PCs.

A third kind of email account is available: a web-based account,
such as Yahoo! Mail, Gmail, and so on. These are also known
as HTTP accounts (HyperText Transfer Protocol). Generally
speaking, Outlook doesn’t support this type of email account.
However, Outlook does support web-based accounts through
Outlook.com, its own service, as well as Microsoft email
accounts ending in hotmail.com or live.com.

Workarounds are available for many of the web-based email ser-
vices, like Gmail and Yahoo! mail that enable Outlook to work
with them. Check the provider’s Support section on their website
for information.

A\

You not only need to know what kind of account you have,

but also the incoming and outgoing mail server addresses. An
incoming email server might be something like pop.provider.
net or imap.provider.net. An outgoing email server usually starts
with smtp (Simple Mail Transfer Protocol), as in smtp.provider.
net. Don't try to guess, though; get the information from the
mail provider.

Depending on the account type and provider, you might also
need to know the following:

e What kind of authentication does the outgoing mail server
require?

® What ports are used (numeric codes) for incoming and outgo-
ing mail? For example, a mail server might use 110 for incom-
ing and 3535 for outgoing mail.
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After arming yourself with all that information, follow these steps.

1. If you didn't come here directly from the previous section,
do the following to get caught up so that you see what's
in Figure 12-9: Click Filer> Add Account=> Add Account.
Then click Manual setup or additional server types, and
click Next.

e At the Choose Service screen, make your selection of your
account type.

If you have a Web-based email account or an Exchange
server account, choose the first option; if you have an
account from an ISP such as through your cable or DSL
service, choose the second option.

e Click Next.

Add Account X

Choose Service

(O) Outlook.com or Exchange ActiveSync compatible service
& Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

(@) POP or IMAP
Connect to a POP or IMAP email account

< ock Conce

Figure 12-9: Choose the appropriate account type.

4. Fill in the information about your email account using the
data you gathered from your provider or IT department.
Some of the important fields include:

eAccount Type: Choose POP3 or IMAP.
e Enter the incoming and outgoing mail servers.

e For your username, enter your entire email address,
not just the portion before the @ sign.

Q Enter the password you were assigned for your email
account.
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G If you choose POP3 as the account type, you have
a choice of using an existing Outlook data file or
creating a new one to store the received mail for this
account. This choice isn't available for IMAP because
IMAP stores messages on the server.

e Click More Settings.

Some of the fields will be different depending on the account type.

POP and IMAP Account Settings
Enter the mail server settings for your account.

Incoming mail aﬁﬂ < pop.secureserver.net
Outgoing mail ‘er (SMTPI~ smtpout.secureserver.net

[CRequire logon using Secure Password Authentication (SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Faithe Wempen

faithe@wempen.com

Test Account Settings ...

[] Automatically test account settings when Next is
clicked

Deliver new messages to:

(@) New Outlook Data File

() Existing Outlook Data File G

Browse

@ cremencon

Remember password

More smm;..@

Cancel

Figure 12-10: Enter your account settings.

<MBER
S
&
Add Account
User Information
Your Name:
Email Address:
Server Information
Account Type:
Logen Information
User Name:
Password:
6.
7.

9781119144601-ch12.indd 288

If your mail provider indicated that your outgoing server
requires authentication, do the following:

e Click the Outgoing Server tab.

e Mark the My outgoing server (SMTP) requires
authentication.

e Choose and configure the authentication method as
directed by your provider.

If your mail provider indicated that you should use
specific ports for mail sending and receiving, do the
following:

Q Click the Advanced tab.

G Enter the correct port numbers in the Incoming server
and Outgoing server text boxes.

G Adjust any other settings as directed by your provider.
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Internet E-mail ings

General Outgoing Server Advanced

My outgoing server (SMTP) requires authentication

(@) Use same settings as my incoming mail server
(CLog on using

User Mame;

G Password:

Remember password

Require Secure Password Authentication (SPA)

(") Log on to incoming mail server before sending mail

Cancel

Figure 12-11: Allow Outlook to send authentica-

tion to the outgoing mail server.

O click Ok.

Internet E-mail Settings

General Outgoing Server Advanced0

Server Port Numbers

Incoming server (POP3): Use Defaults

[Ihis server requires an encrypted conre

L
Outgoing server (SMTP):

Server Timeouts

Delivery

Use the following type of encrypted connection: |MNone ~
0 short ® Long 1 minute
Leave a copy of messages on the server
[“IRemove from server after |14 |$] days
[Iremove from server when deleted from 'Deleted ltems
T

Figure 12-12: Specify port numbers and any

other advanced settings.
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e Click Next. Your account settings are tested. If the test is
successful, you see Completed in the Status column for
both tasks. If not, you see an error message.

10. Click Close to close the Test Account Settings box.

Test Account Settings

Some errors occurred while processing the tests, Review the list of errors Stop

below for more details. If the problem persist after taking the suggested

actions, contact your Internet Service Provider,
Tasks Errors

® send test e-mail message: Outlook cannot connect to your outgoing (SMTP) e-mail
server. If you continue to receive this message, contact your server administrator or
Internet service provider (ISP).

Figure 12-13: Check the results of the test.

11. If the test had errors, correct them and then return to step
10 to try again, or click Cancel to give up for now and go
get help.

OR

If there were no errors, click Finish to finalize the account
setup.

Modify an account’s settings

If an account isn’t working right, check with your provider to
make sure your settings haven’t changed. For example, my email
provider changed the default port for outgoing mail, and I didn't
know until I suddenly couldn’t send mail one day.

To modify an account’s settings:
1. Click File to open Backstage view.

e Click Account Settings to open a menu, and then click
Account Settings on the menu.

e Click the account you want to change.
e Click Change.
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Inbox - faithe@wempen.com - Outlook

Account Information

Open & Export

Save As

E faithe@wempen.com
-
=1 pop/sMTP

F‘ Account Settings
.*

Change settings for this account or set up more connections.

Account —
Office Account Settings - 0
Options ‘.‘ Account Settings.~
%> Add and remove accounts or
Feedback change existing connection settings. Ibox by emptying Deleted ltems and archiving.
Cicanup
it Tools ~

Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail messages, and receive
updates when items are added, changed, or removed.

Ij i»

Manage Rules
& Alerts

Figure 12-14: Choose Account Settings.

Account Settings

E-mail Accounts

You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RSS FeeanraPcint Lists Internet Calendars Published Calendars Address Books

“d New.. % Repair.. " Change.. ® Setas Default X Remove # &

Name Type

[/] faithe@wempen.com POP/SMTP (send from this account by default)

faithewempen@outlook.com

Exchange ActiveSync

Selected account delivers new messages to the following location:

faithewempen@outlook.com\Inbox

in data file C:\Users\faith\..\Microsoft\Outlook\faithewempen@outlook.com.ost

Figure 12-15: Choose the account to change.

e Modify the account’s settings. You cannot change the

account type (Exchange, POP3, IMAP), but you can
change most other properties.
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If you need to change the account type, remove and recre-

ate the account in Outlook.

G Click Next. Outlook performs a test send and receive

operation.

Change Account

Server Settings

User Information
Your Name:

E-mail Address:
Server Information
Mail server:

Logon Information
User Name:

Password:

Offline Settings

Mail to keep offline:

Faithe Wempen

faithewempen@outlock.com

snt407-m.hotmail.com

faithewempen@outlook.com

[“]remember password

Enter the information that is required to connect to an Exchange ActiveSync service.

oA

< Back

W= 6

Cancel

Figure 12-16: Modify the account settings.

e Click Close.

Tasks

Test Account Settings

Errors

Congratulations! All tests completed successfully. Click Close to continue,

Stop

o]

Tasks

\/ch onto Exchange ActiveSync mail server (EAS)

Status
Completed

Figure 12-17: Click Close to accept the test results.

8. If the test was successful, click Finish. If not, return to step 5.

9. Click Close to close the Account Settings dialog box.
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Compose and send email

\\J
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You can send a new email message to anyone for whom you
have an email address. Just fill in the recipient, subject, and
message and then send it off.

If you have stored contacts in the People section of Outlook, you
can look up recipients’ email addresses from there. If you are

on an Exchange server, you can also use the directory or address
book provided on that system.

Compose and send a message

Follow these steps to compose and send a message:

c On the Home tab, click New Email.

e If you have more than one email account set up in
Outlook, click From and choose the account from which
you want to send this message.

e In the To box, type the recipient’s email address. For
multiple recipients, separate them with semi colons.
Or, alternatively, look up addresses, as explained in the
section “Address an email” later in this chapter.

e (Optional) If you want to send copies to anyone else,
enter their email addresses in the Cc box.

You can also send blind copies (Bcc) from Outlook. To do
s0, click the Cc button and then enter them in the Bcc text
box in the dialog box that appears.

e In the Subject box, type the email subject. This text will
appear in the recipient’s inbox.

G Type the body of your message.

@ 1f desired, format the text in the message body using the
Basic Text group on the Message tab. The controls are
nearly the same as on Word's Home tab.

e Click Send.
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=] F
Home = Send/Receive  Folder View  Q Tell me whatyou want to do.

Yy ~ o~ o~ v = B P W
= .F\u i lgnore x -l (ﬁ*" £ Emeetng Move to: ? (3 To Manager Move~ | 2 Unread/ Read ||Sez m
0> % Clean Up - L(' €« = (=1 Team Email v Done ‘CiRules~ I Categorize~  E3 Address Book =1
New New o Delete Reply Reply Forward Bgmore~ | - . Send/Receive
Email Items - &©unk All & Reply & Delete  # Create New °| SBoneNote | Followup~ Y Filter Email - " o)y o
N Delete d/Re ~
e e 8 9 © - Annual review - Message (HTML) m - O x e
Message | Insert _Options  FormatText  Review  Q Tell me what you want to do,
4faithe@wempen.com E . T3 5 0 Atacnfie- | P FollowUp- Bi- soem
Inbox 4 Calibri (Bc <[ 11 § A K 8§
nbox st N Address Check % Attach Item~ ! High Importance o v
ste ay . Al ress Ched . Office
Drafts[1] T« | BERY = Book Names L2 Signature ¥ LowImportance  Agq-ins
Sent ltems Clipboard Basic Text 5 Names nclude Tags © addins A ling

Deleted Items
Junk E-mail From » | faithe@wempen.com

Outbox 0 = o fatthewempen@outiook.com 0
Send
RSS Feeds 0
c
Search Folders
Subject Annual review 0

> faithe@wempen.com (1
CTE m Please have the files for your department’s annual review ready by Fnday./0

» faithewempen@outlook.com

Will you be available September 8-3 for an

ltems: 7 Unread: 4

Figure 12-18: Compose and send an email.

Address an email

You can look up recipient email addresses as you compose a
message. You can place recipients into one of three categories:

® To: Main recipients
® Cc: Recipients that should receive a courtesy copy

® Bcc: Recipients that should receive a courtesy copy without
other recipients knowing about it

Follow these steps to select recipients in one or more of these
categories from your company'’s address list on its mail server or
from your own private list of addresses stored in the Contacts
section of Outlook (covered in Chapter 13):

6 Click the To button in the message composition screen.

From = faithe@wempen.com

e 0

Cc..

Figure 12-19: Click To.

9 Double-click the desired name. Repeat this as needed for
additional recipients.

The name moves to the To line in the dialog box. (See Q
in Figure 12-20.)
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If the names that appear on the list in the dialog box
aren’t the ones you expect, or if the list is empty, you
might need to change which address book is shown. To
do so, open the Address Book drop-down list and select
another source. (See @ in Figure 12-20.)

o (Optional) If you want to choose recipients to receive a
Cc copy, move the insertion point into the Cc box and
then double-click the desired name.

e (Optional) If you want to choose recipients to receive a
Bcc copy, move the insertion point into the Bcc box and
then double-click the desired name.

O click ok

Select Names: Contacts X

Search: @ MName only () More columns ~ Address Book

Go Contacts - faithe@wempen.com V@*anced Find
‘ Name Display Name E-mail Address
.‘. Ashley Colvin Ashley Colvin (ashley@wempen... ashley@wempen.com
2 Duncan Louks Duncan Louks (duncan@sycam... duncan@sycamoreknoll.com
... Sheldon Wempen Sheldon Wempen (sheldon@w... sheldon@wempen.com
... Vick Webb Vick Webb (vick@acmecorpora... vick@acmecorporationlimited.c...
To -> Duncan Louks {duncan@sycamoreknoll.com 0

OKQ Cancel

Figure 12-20: Select names for the To field, and optionally for
Cc and/or Bcc.

Attach a file to a message

You can attach a file to an email, such as a word processing docu-
ment or a photo. There is no limit on the number of attachments
you can add to an email, although some mail servers have a limit
on the size of an email message being sent or received (usually
somewhere between 2 and 10MB).

For your safety, Outlook does not allow you to receive attach-
ments with certain file extensions, such as exe, com, and vbs.
That's because those executable formats can carry viruses. Other
people’s email programs may have the same restriction, so any
files you send with those extensions might not be received.
Therefore if you need to send such files, compress them in a ZIP
file or use a file sharing service such as OneDrive or Dropbox.
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To attach a file as you are composing an email, follow these steps:

a From the message composition window, on the Message
tab, click Attach file.

e From the menu that appears, click Browse This PC.

=] - - Untitled - Message (HTML) = - & x
Message  Insert  Options  FormatText  Review  Q Tell me what you want to do.

cut . E é/‘..@ mJ ) Qf [> Follow Up - "

\\XPS\Books\Office At Work\Chapter 12 Figures\

F1216.png
\\XPS\Books\Office At Work\Chapter 12 Figures\ [+

Browse Web Locations »

Copy . ! High Importance
Paste | B rul®w-A Address Check  Attach ANGP Signature Office
- Format Painter Book Names File= ltem= = ¥ Low Importance g ine
Clipboard " Basic Text Names Rl < ~
@ F1220n.png
- From~ | faithe@wempen.com \\XPS\Books\Office At Work\Chapter 12 Figures\
To. o F1219n.png
send | WM \\xPs\Books\Office At Work\Chapter 12 Figures\
cen x| F1221png
Subject BB\ Booic\fice At Work\Chapter 12 Figures\
1 | F1220png
B esoorsorice At Work\Chapter 12 Figures\
| F1219png
L. \\XPS\Books\Office At Work\Chapter 12 Figures\
| F1218png
B \esiookeworice At Work\Chapter 12 Figures\
o F1217.png
=

Browse This Pc..@

Figure 12-21: Click the Attach File button.

(3 N avigate to and select the desired file to attach.
e Click Insert.

5. Finish sending the message as you normally would.

[=7 Insert File X
T > This PC > Documents > ~ U | Search Documents o
Organize ~ New folder - o e
~ ~
+ Downloads Custom Office Templates
Documents (&5 My Data Sources
= Pictures » Qutlook Files
Chapter 10 Figur Snagit
Chapter 11 Figur @Addresses‘csv
Chapter 12 Figur [ Addresses xisx
Chapter 16 ARFi @ alignment docx
Annual Report.doc
QE Microsoft Outlook BandB.ducx
@& OneDrive @2 Baseball docx
%= Blueprint.docx 0
= This PC
Blueprintz.dooc
¥ Network % @2 borders.docx e
File name: |Blueprint.docx v| All Files (**) ~
Tools ~ 4 Cancel

Figure 12-22: Choose the file to attach and click Insert.
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Receive and read email

After you configure your email account(s) in Outlook, receiving
mail is an automatic process. Outlook automatically sends and
receives mail when you start it and also at 30-minute intervals
(by default) whenever Outlook is running. Your incoming mail
comes automatically into the Inbox folder. You can also initiate
a manual send/receive operation at any time.

Send and receive email manually

When you manually send and receive mail, Outlook connects to
the mail server(s), sends any mail you have waiting to be sent,
and downloads any waiting mail for you.

To send and receive manually, you can either press F9 or do one
of the following:

0 On the Quick Access toolbar, click Send/Receive All Folders.
e On the Send/Receive tab, click Send/Receive All Folders.

N Inbox - faithe@wempen.com - Outlook ® - & X
Home | Send/Receive = Folder View  Q Tell me what you want to do.
G 2 Update Folder e ° E_l QMark to Download ~ \;@
B CISend All = [74 Unmark to Download
Send/Receive Show Cancel Download Work
All Folders [15end/Receive Groups ™ prooace Al Headers Y Process Marked Headers = offline
Send & Receive Download Server Preferences A

Figure 12-23: Perform a manual send/receive.

Change the send/receive automatic interval

If you would like to change the interval at which Outlook auto-
matically sends and receives mail, or disable automatic send/
receive altogether, do the following:

c On the Send/Receive tab, click Send/Receive Groups.
e Click Define Send/Receive Groups.

© select the default group name (All Accounts) if it is not
already selected. There might not be any other groups.

e Increase or decrease the value in the Schedule an
automatic send/receive every minutes box.

You can also turn the automatic send/receive off alto-
gether by clearing its check box. (See 0 in Figure 12-25.)

There are separate settings for when Outlook is offline; this
might happen if you were on a dial-up connection that
was not always on. Scheduling an automatic send/receive
to occur when Outlook is offline would tell Windows to
establish the dial-up connection each time, get the mail,
and then disconnect. (See @ in Figure 12-25.)
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2 & &- =
Home Send / Receive Folder Vie

7+ Update Folder =]
1=1Send All =

Send/Receive Send/Receive G - Show Can
All Folders | E15€nd/Receive mumﬂouress Al

0 "All Accounts” Group

F “faithe@wempen.com” Only

i Inbox
4 faithe@w
Download Inbox Headers
Inbox 1
Process Marked Headers
Drafts e =
faithewempen@outlook.com™ Only
Sent Items
Inbox
Deleted fte Download Inbox Headers
Junk E-mail Process Marked Headers
Qutbox

=]} Download Address Book..

RSS Feeds | "t Dafine Send/Receive Groups@
Search Folg

Disable Scheduled Send/Receive

Figure 12-24: Select Define Send/Receive
Groups.

e Click Close.

Send/Receive Groups X

&Je A Send/Receive group contains a collection of Outlook accounts and
S folders. You can specify the tasks that will be performed on the grou
P P group
during a send/receive.

Group Name Send/Receive when
o All Accounts Online and Offline New..,
Edit...
Copy...
Remove
Rename

Setting for group "All Accounts”

Include this group in send/receive (F9).
Schedule an automatic send/receive every 15‘ 3 minutes.

[“Iperform an automatic sendjreceive when exiting.
‘When Outlook is Offline

Include this group in send/receive (F3).

M Schedule an automatic send/receive every |30 % minutes.
T 5

Figure 12-25: Change the interval for automatic
sending and receiving.
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Read a received email message
0 Unread messages appear with bold and blue subject lines

in the Inbox.

@You can read the selected message in the Reading pane.

QYou open a received message in its own separate window
by double-clicking the message.

Sent Iltems
Deleted Items

it

ftems:5 Unread: 1

Figure 12-26: Read a message.
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Save $10 on any oil change
Also, save on Standard Brake Service for your car

& -
L ¥ L Planning... [ca) — [m] x
Message | Q Tell me what you want to do.
N Q2 Repl P 2 Vo & | p
e x PY g 4 Moveto? = | 0 Q
R Reply All (3 To Manager - L
s . Delete * . ~ Move Tags  Editing Zoom
L) Groward 87 = Team Email > OB T -
Delete Respond Quick Steps Move Zoom ~
4
@ Faithe Wempen <faithe@wempen.com> Wed 1:52 PM
Planning retreat o
Will you be available September 8-9 for an off-site planning retreat?
—— WS D e TSI
Thanks, Cheryl: Yes, | was aware of those
4 faithewempen@outlook.com Faithe Wempen
Planning retreat ‘Wed 1:52 PM
Inbox Will you be available September &-9 for an
Drafts (This computer only) .
Firestone
Wed 1:19 PM

EiRules~  Mj Categorize~ [ Address Book =1
B > T Fitter Email - | S /Receive
BB OneNote  [> Follow Up - il All Folders
Move Tags Find Send/Receive = A

QReply (R Reply All (§ Forward

Will you be available September 8-9 for an off-site planning
retreat?

YiMover  QUnread/ Read =%

Faithe Wempen <faithe@wempen.: &S 1~ Wed 1:52 PM|

Planning retreat o

0

Work with a received attachment

After receiving an attachment, you will want to do something
with it, such as view it or save it. Here are some tips for working

with received attachments:

0 If the received message has an attachment, a paperclip
icon appears in the message list.

Q In the Reading pane, the attachment file name appears
above the message.

O open the attachment in whatever program is the
default for its type on your system, double-click it. Doing
so does not automatically save the attachment to your PC,
although it remains available via the message in Outlook

until you delete that message.
Q To save the attachment to your PC, or to perform other

actions on it such as printing or previewing, click the
arrow on the file name in the reading pane.

299

October 15, 2015 4:04 PM



e Choose Quick Print to print a copy of the attachment on
your default printer using default settings.

G If you choose Save As, the Save Attachment dialog box
opens. Navigate to a storage location and click Save.

@ If there are multiple attachments and you want to save
them all to the same location, use Save All Attachments to
save them all at once.

@ Remove Attachment is not common, because normally
you would want to keep a record of having received the
attachment. You might use it if the attachment contained
sensitive information, or a virus.

0 Copy places the attachment on the Windows Clipboard;
you can then use Paste (Ctrl+V) to paste it somewhere
(such as in a location in File Explorer).

=] & - Attachment Tools Inbox - faithewempen@outlook.com - Outlook = — & x
Home  Send /Receive  Folder  View  Attachments = Q Tell me whatyou want to do.
oy T = X B =Y
R = B 5
Open Quick Send Save SaveAll Remove  Copy  Show
Print To- As Attachments Attachment Message
Actions Selection Message ~
| [search current Mailbox (Ctrl+€) £ [ currentwaibox =] | 3 Reply GaReply All €3 Forward
4faithe@wem pen.com Al Unread By Date ~ Qi Faithe Wempen <faithe@wem &2 01 1258 PM
Today N
Inb
nbox . eprint o
Drafts Faithe Wempen b
FW: Blueprint 12:58 PM Blueprintdocx
Sent ltems From: Fathe Wempen wE s -
Deleted Items 1 Pl Drevien
QLikE Tl Outlook.com Team open
Outbox Getting started with your mail account Wed 5:37 PM
o
<=- Update the widith and height when the final & Quick Print .
RSS Feeds ro sithe@wempen.com]
L Save s 51 PM
Search Folders ;
To: I Save Al Attachments aithewempen@outlook.com>
taithewempen@outlook.com X Remoge Attachment
Inbox 1 ple By Qopyo 1 the attached project blueprint by
noon.
Drafts (This computer only)
Sent ltems
Deleted ltems
Iink E-rnail 21

Connected B -——F—+ 100%

Figure 12-27: You can save or print a received attachment.

Reply to a message

Email messages often consist of multiple back-and-forth
exchanges. Rather than starting a new message each time, you
can use the Reply feature. Here’s how:

a To reply to a message, select the message and then click
Reply on the Home tab.

Use Reply All if you want the reply to also go to anyone
who was also a recipient of the original message. (This
doesn't include Bcc recipients.) (See @) in Figure 12-28.)

You can also use the Reply or Reply All button in the
Reading pane. (See @ in Figure 12-28.)
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B 9 §&- - Inbox - faithe@wempen.com - Outlook [ =l x
Home  Send /Receive T w  Q Tell me what you want to do.
7 xignore N O P - -G8 3
= .'.m’j R x E(i £ 3 BMectng - Mowto:? 3 To Manager 0 Clumesd/Read o m?ljl
o CleanUp e & (I-F ')d =3 Team Email v Done 1 s+ Wi Categorize~  EZAddress Book send
ew New o N elete  Reply Reply Forward Ey pore - > - . Send/Receive
Email ltems~ &©Junk Al (2 Reply & Delete £ Create New M eNote > Follow Up = T Fiter Email = o) o
New Delete Respond Quick Steps 5 Tags Find Send/Receive = A
ore Fovortie Folders Here € | [search current Mailbox (Ctri+E) £ Jarrent Maibox -] | Gareby E2RYply All 3 Forward
4faithe@wempen.com All - Unread ByDate ~  Newest ¥ Faithe Wempen <faithe@wempens 881+  wed 1:52 P
4 Yesterd: "
Inbox e Planning retreat o
Drafts Faithe Wempen
Planning retreat Wed 1:52 PM
Sent Items Will you be available September 8-9 for an Will you be available September 8-9 for an off-site planning
Deleted Items 1 - retreat?
Firestone
Junk E-mail save $10 on any oil change Wed 1:19 PM
Outbox Also, save on Standard Brake Service for your car

Figure 12-28: Click Reply or Reply All.

W When you reply to a message, the original attachments are
not included. That's because the original recipient proba-
bly doesn’t want to get his or her attachment back.

The reply message begins in the Reading pane by default,
but you can pop it out into its own window if you want
by clicking Pop Out. (See () in Figure 12-29.)

The recipient is already filled in, based on the sender of
the original message. (See Q in Figure 12-29.)

The subject is already filled in; it's the original subject
with RE: at the beginning. (See @ in Figure 12-29.)

9 Type your reply in the message body.

The original message appears quoted. You can delete any
portion of it that you dont want to include in your reply.
(See @ in Figure 12-29.)

e Click Send when you are finished composing the reply.

B 5 &- - Compose Tools Inbox - faithe@wempen.com - Outlook = - =l %
Home  Send/Receive  Folder View | Message @ Tell me what youwant to do..
cut 2zt oS 0 b » | Highimport: =
t Calibri Bc~ |11 ~| A A 3 s} & M‘ b (! Hhimporance | 35 "
Copy '@ C/ ¥ LowImportance =€
Paste BIu ¥-A- = 5= Address Check  Attach Attach Signature Bcc | Office
- W Format Painter n = Book Names Filev lem~ Add-ins
Clipboard 5 Basic Text 5 Names Include 5 Show Fields Add-ins ~
Favone Felder Here €| [search current Mailbox (Ctrl+) O [ current maiibox ~| | F2po out x Discard
4 faithe@wempen.com All  Unread ByDate ~  Newest ¥
4 Yesterd From v | faithe@wempen.com
Inbox ‘esterday ?El
rafts [Draft] Faithe Wempen To.. Faithe Wempen <fme@wemgen.mm>0
Planning retreat Wed 1:52 PM Send
Sent ltems Will you be available September 8-0 for an cc..
Deleted ltems 1 §
Firestone Subject RE: Planning retreat
Junk E-mail save $10 on any oil change Wed 1:19 PM
Also, save on Standard Brake Service for your car .
Outbox Yes, I will be there.
RSS Feeds
. From: Faithe Wempen [mailto:faithe@wempen.com]
Sent: Wednesday, August 19, 2015 1:52 PM
To: faithe@wempen.com
4 faithewempen@outlook.com Subject: Planning retreat
Inbox
T ——— Will you be available September 8-9 for an off-site planning
retreat?
Sent Items
Deleted ltems

Figure 12-29: Compose your reply.
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Forward a message

Forwarding is mostly the same as replying (see the previous sec-
tion) except the recipient isn't filled in automatically for you.

To forward a message, follow these steps:

OTO forward to a message, select the message and then click
Forward on the Home tab.

You can also use the Forward button in the Reading pane.
(See @) in Figure 12-30.)

B 6 &- - Inbox - faithe@wempen.com - Outlook [ =l x
Home = Send/Receive  Folder  View  Q Tell me whatyouwant to do.
= o {xignore x - fﬁ*\" E\,] ing Move to: ? 3 To Manager YiMove~ (3 Unread/Read =%
& % crean Up~- L(- <« = = Team Email +/ Done EiRules~ B Categorize~ (3 Address Book =1
New New o Delete Reply Reply Forward By more~ |y - . Send/Receive
Email ltoms < S Junk ™ Al g More (R Reply & Delete ¥ Create New | SHoneNote [ Followup~ Y Filter Email Al Folders
New Delete Respond Qick Steps 5 Mo Tags Find SendfReceive | A
Drag Your Favorite Folders Here ¢ | [search current Mailbox (Ctri+E) £ [ currentwaibox =] | @ Reply (2 Reply All (€3 Forward
4faithe@wem pen.com All Unread 8y Date - Newest | Faithe Wempen <faithe@wempen.s 1- wedis2em
Inbox Sl esterday) Planning retreat o
Drafts Faithe Wempen
Planning retreat Wed 1:52 PM
Sent Items Will you be available September 8-0 for an Will you be available September 8-9 for an off-site planning
Deleted Items 3 N retreat?
Firestone
Junk E-mail Save §10 on any il change Wed 1:19 PM
Outbox Also, save on Standard Brake Service for your car

Figure 12-30: Click Forward to begin forwarding a message.

e Enter the recipient(s) in the To box, or click To and select
them.

e (Optional) Type any comments or notes you want to
include in the message body.

e Click Send.

9 & - Compose Tools Inbox - faithe@wempen.com - Qutlook = - =) %
Home  Send/Receive  Folder  View Message Q Tell me what you want to do.
= - Px A s | Highlmportance ~ $=
& aut Calibri 8c~[11 -] A A % M\ g Q - Hohime = @
Bs Copy @ U ¥ lowimportance  S=¢
Paste . BIuU -A- Address Check  Attach Attach Signature Becc  Office
- ¥ Format Painter - = Book Names File~ ltem= - Add-ins
Clipboard 5 Basic Text 5 Names Include Tags & Show Fields Add-ins ~
v et reer e | [search current Mailbox (Ctrt+) L current maibox ~] | pop out X Discard
4 faithe@wem pen.com All  Unread ByDate ~ Newest ¥
2 From~ | faithe@wempen.com
Inbox esterday 0 —
Drafts [Draft] Faithe Wempen i To. ‘Ashley Colvin (ashley@wempen.com); 0
Planning retreat Wed 1:52 PM sen
Sent Items Will you be available September 8-9 for an cc.
Deleted Items 2 -
Firestone Subject FW: Planning retreat
Junk E-mail Save $10 on any oil change Wed 1:19 M
Outbox Also, save on Standard Brake Service for your car Ashley, please check my calendar and see if | am free.‘o
RSS Feeds
Search Folders From: Faithe Wempen [mailto:faithe@wempen.com]
Sent: Wednesday, August 19, 2015 1:52 PM
4faithewempen@outlook.com Subject: Planning retreat
Inbox
Will you be available September 8-9 for an off-site plannin,
Drafts (This computer only) v P P 8
retreat?
Sent ltems
Deleted Items
link E-rail 191

Figure 12-31: Forward a message.
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A\\S
Unlike when replying, forwarding includes any attachments

that the original contained in the forwarded copy.

Delete a message and recover deleted
messages

Most of the email you receive will eventually be deleted, just as
most of the postal mail you receive ultimately ends up in your
wastebasket.

To delete a message, select the message and then do any of the
following:

® On the Home tab, click Delete.
® Press the Delete key on the keyboard.
® Right-click the message and choose Delete.

If you make a mistake and delete the wrong thing, you can
recover it from the Deleted Items folder:

o In the navigation bar, click Deleted Items. (Or, depending
on your mail account, it may be Trash.)

9 Drag the message from the message list to the desired
folder in the navigation pane, such as to the Inbox.

l_'m - - = Deleted ltems - faithe@wempen.com - Ouj
Home Send / Receive Folder View Q Tell me what you want to do...

0 e P N B ) ~
= % lﬁl?nore x < H;?—l L__/)‘ 2 Meeting Move to: ? £ To Manager

Clean Up =3 Team Email

ET::I ItI:;f' .'@Junk - Delete  Reply ReATlly Forward g More - = Reply & Delete ¥ Create New
New Delete Respond Quick Steps
Search Deleted items (Ctrl+E) L | current Folder ~
4 faithe@werripenicotn = ANl Unread ByDate ~  Newest &
Inbox - Faithe Wempen (=
Drafts E b Planning retreat Wed 1:52 PM

i \ 'Will you be available September &-9 for an

Sent ltems
&Deletcd Items
Junk E-mail
Qutbox

RSS Feeds

Search Folders

Figure 12-32: Retrieve a deleted message.

Create folders for managing email

As you receive more and more messages, messaging handling
becomes increasingly important. You don’t want to have to wade
through thousands of messages in your Inbox just to find the
one you need in a hurry.
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To create a mail folder:
<P a On the Folder tab, click New Folder.

Instead of step 1 you can right-click the Inbox folder and
choose New Folder from the shortcut menu.

- Inbox - faithe@wempen.com - Qutlook

Home  Send/Receive  Folder = View  Q Tell me whatyou want to do.

Copy Folder [@ D %l X Clean Up Folder = E El

Move Folder (X7 Delete All

New NewSearch Rename Mark All Run Rules  Show All . Showin AutoArchive Folder  Folder
Folder  Folder Folder ~#PEIteFOIdEn 5sRead  Now  FoldersAtoz < (ECOVErDEIEediems payprites  Settings  Permissions Properties
New Actions Clean Up Favorites Properties ~

Figure 12-33: Choose New Folder from the Folder tab.

(2] Type the folder name in the Name box.
e Click Inbox to make the folder a subfolder of your inbox.

It's not required, but it's a good idea to make all of the
folders that will hold received mail subfolders of Inbox.
That way when you act upon the Inbox folder (for exam-
ple, archiving it), all your subfolders will be included in
that operation.

A\

o Click OK. The new folder appears in the navigation pane.

Create New Folder X

MName:
VendorsQ

Folder contains:
Mail and Post ltems D

Select where to place the folder:
W % fathe@wempen.com ~
Inbox (2)
7] Drafts
Sent ltems
% Deleted Items
5] calendar
[55 contacts
_:|® Journal
[ Junk E-mail
Maotes

= Nuthaw

e T

Figure 12-34: Name the new folder.

Moving messages between folders

The main point of creating new folders (covered in the preceding
section) is so you can move messages into them for storage.

304

9781119144601-ch12.indd 304 October 15, 2015 4:04 PM



To move a message, select the message in the message list, and
then drag-and-drop it on a different folder in the navigation
pane. (See 0 in Figure 12-35.)

% hr) - s Inbox - faithe@wempen.com - Qutloo|
Home Send / Receive Folder View Q Tell me what you want to do...

Copy Folder " ’T\ A 7 Clean Up Folder =
= m 2

Move Folder 5% Delete All |
MNew New Search Rename D N Mark All Run Rules  Show All B D Show if
N te F v ted ltems -
Folder  Folder Folder ElEleFOlOET 35Read  Now FoldersAto Z necover Deleted Iems  payorit
New Actions Clean Up Favoritg
e s e N Search Current Mailbox (Ctrl+E) £ | current Mailbox
-
4 faithe@wempen.com All Unread ByDate = Newest ¥
4Inbox 1 Loy

Faithe Wempen

Vendors
%5 : Planning retreat 211 PM

Drafts Wes, | will be there,

Sent ltems 4 Yesterday

Deleted ltems n
Firestone

Junk E-mail Save $10 on any oil change Wed 1:19 PM
Also, save on Standard Brake Service for your car

Qutbox

RSS Feeds

Figure 12-35: Drag a message from its current location to a different
folder in the navigation bar.

If drag-and-drop isn’t your thing, here is another way to move a
message:

1. Select the message.
9 On the Home tab, click Move.
© Click the desired folder.

cal - [ X
¥ Move - £} Unread/ Read "
Vend L
= e 0'50 Send/Receive
Contacts All Folders
= Nates (This computer anly) Send/Receive ~
@ Re Contacts1 (This computer only)
| Inbox . .
- 1 211 PM
¥ Other Folder..ﬂ
v
] Copy to Folder...
2 Always Move Messages in This Conversation...
| (-

Figure 12-36: Move a folder using the Ribbon.

If the folder you want doesn't appear, click Other Folder
to browse a more complete list. (See o in Figure 12-36.)
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Create a message handling rule

You may find it tedious to be constantly moving messages into
different folders manually. Outlook can help with that chore by
running message handling rules.

A message handling rule evaluates the mail and then processes
it according to your instructions based on criteria you specify.
For example, you might have a rule that evaluates mail when it

arrives and, if it is from a certain sender, moves it into a certain
subfolder.

Move messages from a specific sender

Here's a quick way to set up a rule based on a specific sender.

To use this method, you must have a message from that sender
available to select:

a In the message list, select a message that is from the
sender for which you want to create a rule.

e On the Home tab, click Rules.

9 Click Always Move Messages From Sender where Sender is
the person’s name.

= IR Inbox - faithewempen@outiook.com - Outlook ® - 8 X
Home = Send/Receive  Folder  View  Q Tell me what you want to do.

L1 Gxlgnore ayaye YiMoweto?  (3ToManager 2 ©iUnread Read
3 & o X (2 ([ e 3 =§

New N Delete Reply Reply Forward Team Email v/ Done wove TG B Categorize~ 3 Address Book
ew New o N elete  Reply Reply Forward By pore~ | —| Move |Rules L
Email ltems~ <07k Al : CeReply&iDelete  # CreateNew || "7 [0 > Followup~ Y Fitter Email
ew Delete Respond Quick steps 5 Always Move Messages From: Faithe Wempen ~
: - € [seareh current waibox Cri+© L [currentmaibox | | ageply @ Aways Move Messages To: faithe@wempen.com
4 faithe@wempen.com All Unread oy Date = Newest b [ Aways Move Messages To: faithewempen@outiookcom | . |
41Inbox 4 Today g CreateRule .
Vendors Faithe Wempeno 1] 5 Manage Rules & Alerts...
ARG 12358 PM == Blueprintdoox
Drafts | Buep .

From: Faithe Wempen

31KB

Figure 12-37: Select a message from that sender.

e Select the folder into which you want to move the
messages.

If the folder doesn’t exist yet, you can click New to create
it on-the-fly. (See @ in Figure 12-38.)

e Click OK. The rule is created and the message moves to
the new folder. All other messages from that same sender
also move.
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Rules and Alerts X

Choose a folder:
[ RsS Feeds A oK 0
| Tasks

v [E faithewempen@outlook.com Cancel

v Inbox
Projects New.. A
[# Drafts (This computer only)
[=7 Sent ltems
Ei Deleted items
3] calendar
[25] contacts
?@ Journal (This computer only)
s Junk E-mail [2]
Notes (This computer only)
@ Qutbox v

Figure 12-38: Choose a folder to which to
move the messages.

Create a message handling rule

The following steps show a method that works for multiple types
of criteria, not just the sender’s name. You can use this procedure
to filter by subject line, sender, and/or recipient account (if you
have more than one email account set up in Outlook).

1. Select a received message that matches the criteria you
want to specify.

9 On the Home tab, click Rules.

e Click Create Rule.
Ea] - = x

¥ Move - =) Unread/ Read ="

‘[ Rules <@ Categorize~ 23 Address Book =1
N =] 0'“ g €and/Receive
N Always Move Messages From: Mail Delivery System || Folders
= Always Move Messages To: faithe@wempen.com  End/Receive -~
ii Re =] Create Rgle”‘O

?lj Manage Rules & Alerts... 1 211 PM

Figure 12-39: Choose to create a new rule.

e Mark the check boxes for the conditions which must
apply for the message. The message must match all of the
criteria you choose.

If you want to set up a rule that applies if one condition or
the other is met, create two separate rules.
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e Specify what you want to happen when a message
matches the criteria. You can make Outlook play a sound,
display an alert, and/or move the message.

G If you want the item to be moved to a certain folder, make
sure the Move check box is marked and make sure the
correct folder appears in its text box.

Click Select Folder and choose a different folder if needed.
(The dialog box for selecting the folder is the same as
shown in Figure 12-38.) (See Q in Figure 12-40.)

e Click OK to create the rule. The rule runs.

Create Rule X

‘When | get e-mail with all of the selected conditions

[CIFrom mail Delivery System
0 Subject contains | Delivery Status Notification

[sentto  faithe@wempen.com b

Do the following

[ pisplay in the MNew Item alert window

& [IPiay a selected sound: Windows Notify Ema | # L] Browse..,

Mave the item to folder: Adm\'no Select Folder... <)\

OKQ Cancel Advanced Options...

Figure 12-40: Define the rule.

Modify or delete a message handling rule

Over time, your rule needs may change. Some rules may no lon-
ger be applicable, and others may need modification. If you later
need to make changes to a rule, here’s how.

1. On the Home tab, click Rules, and then click Manage
Rules & Alerts.

e Select a rule.

The rule’s description appears in the lower part of the
dialog box. (See Q in Figure 12-41.)

You can delete the selected rule by clicking Delete.
(See @ in Figure 12-41.)
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o Click an underlined portion of the rule description to
modify that section of the rule. For example, to change
where to move the message, click the underlined folder
name.

4. Make a change in the dialog box that appears. The dialog
box that appears depends on what portion of the rule you
are modifying.

5. Then click OK to return to the Rules and Alerts dialog box.
@ When you are done modifying the rule, click OK.

Rules and Alerts X

E-mail Rules  Manage Alerts

Apply changes to this folder: | Inbox [faithewempen@outlook.com] ~

‘] New Rule.. Change Rule™ E‘@ Copy... Xge\et20 Run Rules Now... Options

‘Ru\e (applied in the order shown) |Actions |

& Faithe Wempen ¥ !T

Rule description (click an underlined value to edit):

Apply this rule after the message arrives

0 from Faithe Wempen
maove it to the Projects

and stop processing more rules

[CJenable rules on all messages downloaded from RSS Feeds

6 Cancel Apply

Figure 12-41: Manage rules from the Rules and Alerts dialog box.

Configure the junk mail filter

Outlook isn’t a great tool for spam filtering. You will probably
want to add on another one, unless your company’s email server
or your ISP has its own spam filter.

Nevertheless, Outlook’s tools do provide some measure of filter-
ing and control. Here’s what Outlook has to offer.
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Enable junk mail filtering

Outlook’s junk mail filtering tool evaluates incoming mail
and then moves some of it to a Junk Email folder based on its
evaluation.

Outlook’s junk mail filtering is disabled by default. You can
enable it with your choice of three levels of filtering:

® Low: Moves only the most obvious junk mail to the Junk Email
folder.

® High: Moves nearly all junk mail to the Junk Email folder,
but some regular mail may be accidentally moved too, so you
should check the Junk Email folder frequently.

e Safe Lists Only: Only mail from recipients that you designate
as safe senders will appear in your Inbox; everything else will
move to the Junk Email folder.

If you opt for Safe Lists Only, you'll need to set up your list of
never-blocked senders, as described in “Manage the blocked and
unblocked sender lists” later in this chapter.

To enable junk mail filtering, follow these steps:
c On the Home tab, click Junk.
9 Click Junk Email Options.

=] &
Home Send / Receive Folder View Q Tell me wh

e P AT P
S S X (2R (3 R

s nUp~

New New g Delete Reply Reply Forward Eji More ~
Email ltems~ @JUNK Al

Mew n.@ Block Sender

Never Block Sender érl+

4 faithe@wer Never Block Sender's Domain (@example.com)
A Never Block this Group or Mailing List

Admin

Vendors ®@ Junk E-mail thions.‘.ﬂ

Figure 12-42: Choose to open junk mail filtering options.

e On the Options tab, select your preferred level of filtering.
O click oK.
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Junk E-mail Options - faithe@wempen.com X

Options  Safe Senders Safe Recipients Blocked Senders  International

[ Outlook can move messages that appear to be junk e-mail into a
@ special Junk E-mail folder.

Choose the level of junk e-mail protection you want:

(7)Mo Automatic Filtering. Mail from blocked senders is still moved to
the Junk E-mail folder.

(@) Low: Move the most obvious junk e-mail to the Junk E-mail folder.

OH\gh: Mast junk e-mail is caught, but some regular mail may be
» caught as well. Check your Junk E-mail folder often.

Osafe Lists COnly: Only mail from people or domains on your Safe
Senders List or Safe Recipients List will be delivered to your Inbox.

[]Permanently delete suspected junk e-mail instead of moving it to
the Junk E-mail folder

[] Disable links and other functionality in phishing messages.
(recommended)

[#]warn me about suspicious domain names in e-mail addresses.
(recommended)

4 Cancel Apply

Figure 12-43: Select a filtering level.

Block or never block a certain sender

You can quickly block a particular email address from sending
you mail. When you get mail from that address, Outlook will
automatically move it to the Junk Email folder. You can also set

a particular address to never be blocked.

To block (or never block) a certain sender, follow these steps:

1. Select an email you have received from that sender.

9 On the Home tab, click Junk.

- T 5
Home Send / Receive Folder  View Q Tell me w
=" xIgnore x AN AN TN ,
=7 » A [f~=1 ] [E2Meeti
a0 Clean Up ~ L(- Lq
New New Delete Reply Reply Forward [ 4
;'@Junk'@ oy Y EE Mare

Email ltems ~ All
New t.@ Block Sendero
Brag Your Fave Never Block Sender il
4 faithe@wer Never Block Sender's Domain (@example.com)
A Never Block this Group or Mailing List
Admin
Vendors © Junk E-mail Options...

Figure 12-44: Block a sender.
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© Click Block Sender (or Never Block Sender).
4. Click OK at the confirmation message.

If you need to unblock a blocked sender, see the next section.

Manage the blocked and unblocked
sender lists

You can manually add and remove addresses from the lists of
blocked and never-blocked (safe) senders; you don't have to wait
until you have an email from one of them.

To access the lists, follow these steps:
c On the Home tab, click Junk.
9 Click Junk Email Options.

= -
Home Send / Receive Folder View Q Tell me wh

TR N TS O
— o Txignore x “d [ [ E2Meeting

%% Clean Up~

New New g Delete Reply Reply Forward EEI More -
Email Items - “@Junk=<@)) Al

MNew n.rg Block Sender

Never Block Sender il

. \ ! in (@ ple. )
4 faithe@wer Never Block Sender's Domain (@example.com)
A Mever Block this Group or Mailing List

Admin

Vendors ©® Junk E-mail thions.‘ﬂ

Figure 12-45: Choose to display junk mail options.

e Click the Blocked Senders tab.

4. To block an email address or domain, do the following:
O Click Add.
eType the address or domain to block.

address. You can block or allow entire domains with one
entry; for example, you might add your company’s domain
to your Safe Senders tab.

\“gN\BEB The domain is the name that follows the @ sign in an
&
&
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@ click OK.

Junk plions - Talthe@wempen.com,

Options  Safe Senders Safe Recipients Blocked Senders international

E-mail from addresses or domain names on your Blocked Senders List

will always be treated as junk e-mail.
Add‘..ﬂ

Edit...

Remove

Add address or domain x

Enter an e-mail address or Internet domain name to be
added to the list.

spammer@nefariousdeeds.com 0

Examples: someone@example.com, @example.com, or

example.com
c Cancel rom File..

Export to File...

oK Cancel Apply

Figure 12-46: Choose to display junk mail options.

5. To remove the block on an address or domain, do the
following:

Q Select the address or domain.

G Click Remove.

(6 (Optional) To add to or remove from the list of never-
blocked senders, click the Safe Senders tab and then
repeat steps 4 and 5 on that tab.

Addresses you add on the Safe Senders tab will not be
blocked; you are approving the addresses you place here.

WBER
\g&
&

o Click OK to close the dialog box.
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Junk E-mail Ovhs - faithe@wempen.com X

Options Safe Senders Safe Recipients Blocked Senders International

@ E-mail from addresses or domain names on your Blocked Senders List
will always be treated as junk e-mail.

i;'vp-ammgr.gne!a.r.iswzd.e?.ﬂz-sam.@“ e Add...

Edit...

Remcve0

Import from File...

Export to File...

7 Cancel Apply

Figure 12-47: Choose to display junk mail options.

Use an automatic signature

Many companies like their employees to append a certain signa-
ture block to the end of every message they send from their work
email accounts. This could include the company’s name and

address, their job title, and/or a privacy notice.

To set up an automatic signature block, follow these steps:
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1. Choose Filem> Options.

O Click Mail.

e Click Signatures.

O Click New.

e Type a name for the signature.
O click ok.

e Type the desired signature text in the Edit signature box.
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Outlook Options ? X
G | TN . R ~
ener E] Change the settings for messages you create and receive.
Mailg
Calendar Compose messages
People er Change the editing settings for messages. Editor Options...
Tasks Compose messages in this format: |HTML ~
Search
Language ABC (] Always check spelling before sending Spelling and Autocorrect.
Advanced Ignore original message text in reply or forward
Customize Ribbon o L N
_! Create or modify signatures for messages. Slgnatureso
Quick Access Toolbar
Add-Ins “Q Use stationery to change default fonts and styles, Stationery and Fonts..
colors, and backgrounds.

Trust Center

Outlook panes

lé Customize how items are marked as read when using the N

N Reading Pane
Reading Pane.
Message arrival
N hd
OK Cancel

Figure 12-48: On the Mail tab of the Options dialog box, click the Signa-
tures button.

Signatures and Stationen ? X

E-mail Signature  Personal Stationery

Selegt signature to edit Choose default signature
E-mail account: t4ithe @wempen.com ~
New messages: | (nong) -
Replies/forwards: |none) -
Delete e 4 Save Renzme

Edit signature

Calibri (Body) “||11 || B I | New Signature ? X [£] Business Card
Type a name for this signature: Q
Marketing
S 6 I
v

oK Cancel

Figure 12-49: Create a new signature.

Use the formatting buttons to format the text as desired.
(See @) in Figure 12-50.)
8. Repeat steps 4-7 to create additional signatures if needed.

Q Open the Email account drop-down list and choose one
of your email accounts that should use a signature.
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E-mail Signature

Signatures and Stationery ? X

Selegt signature to edit Chouse defautt signature

Personal Stationery

E-mail aecount: | githewempen@outlook.com {’ v
New messages: W 1 0 -

Repliesforwards: | (none) ~

Delete

Edit signature

w Calibri (Body)

New Save Rename

= | Edpwmesscars | [2 G

MM V‘ B I U Automatic ™

Faithe Wempen ~
Marketing Manager

ACME Corporation

www.acmecorporation.com

317-555-1818 (v)

317-555-1781 (f)

[ o) o

Figure 12-50: Create a new signature.
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@ Open the New messages drop-down list and choose the
signature you just created.

m (Optional) If you want to use a signature on replies and
forwards, choose it from the Replies/forwards drop-down
list.

12. Repeat steps 8-10 as needed if you have additional email
accounts for which you want to use a signature.

® click ox.
14. Click OK to close the Outlook Options dialog box.

As you are composing an email message, Outlook places
the signature in the message body when you open the
message composition window. You can manually delete
or change the signature as you wish before you send.
(See @ in Figure 12-51.)

You can also open the Signature drop-down list from
the Message tab and choose a different signature for the
current message. (See @ in Figure 12-51.)

You can also reopen the Signatures and Stationery dialog
box (Figure 12-50) by choosing Signatures. (See (@ in
Figure 12-51.)
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=] © (54 t 17 - - Untitled - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want to do..

., X AN imeime s [3E S8

O g, T == Vi
Paste 2

ste LB ru|W-A

Address Check :
Book Names |2 Signature=
clipboard © Basic Text Names

From = faithe@wempen.com

Marketing Tags

Signatures. 0

[l Attach File=  |* Follow Up ~

Y Attach Item ~ ! High Importance R

Office

Add-ins

Add-ins ~

Low Importance

o ||
Send

Faithe Wempen
Marketing Manager 0
ACME Corporation

www.acmecorporat

317-555-1818 (v)
317-555-1781 (f)

om

Figure 12-51: Using signatures when composing new messages.
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CHAPTERTHIRTEEN

Using Outlook
Contacts
and Tasks

OUtlook is much more than just an In This Chapter
email program. It excels at storing

information that you need for your daily = Adding and editing
business and personal dealings, such as con- contacts

tact information and to-do lists. If you can't
keep yourself organized with all these tools
available to you, don't blame Outlook!

u=\/iewing and searching
the People list

= Sending a message to a
In this chapter, I show you how to enter and : c

. . . contact
use contact information in the People area
of Outlook. I also show how to create and u=Forwarding contact data
manage tasks and to-do items in the Tasks via email

area. . .
= Creating and managing

tasks

Add and edit contacts

The People area of Outlook stores a contact
(also called a record) for each person or
business that you want to save for later use.

You can access the People area by click-
ing the People icon in the lower left cor-
ner of the Outlook window. (See @Y in
Figure 13-1.)

If you have more than one email account
set up in Outlook, you might have multi-
ple separate Contacts listings. If so, you'll
see them listed in the navigation pane.
Click the one you want to see. (See @) in
Figure 13-1.)
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= - - Contacts - faithe@wempen.com - Outlook 3] - & x
Home = Send/Receive  Folder View  Q Tell me whatyou want to do.

- — ~ E - n .
= ..‘\o. ol x = F e ° - Vo S 23 Forward Contact 1 Categorize c
&3 B3 H=3 (") - —es > Share Contacts [> Follow Up~ 3 Address Book
New NewContact New Delete Email Meeting More | people |BusinessCo. 5| Move Mail OneNote o~ " .~ *° .
Comact Group Ttome~ ° 7 g Open Shared Contacts £} Private
New Delete Communicate Current View Actions share Tags Find ~
'? < - -
4 My Contacts Search Contacts (Ctrl+E) Fe)
(AT 122 [Cowin, Ashiey Colvin, Finn
b N N N
Eontaee b Ashley Colvin Finn Colvin

o CA Professionals
¢ Security Manager

Terre Haute, IN 42817

Louks, Duncan Webb, Vick
ar .
! Duncan Louks Vick Webb
s ACME Corporation
duncan@sycamoreknoll.com Corporate Health & Safety Manager

19Work
mecorporationlimited.com

‘Wempen, Sheldon

e ) Chaldan Wamnan

Figure 13-1: Click People to open the People area of Outlook, where contacts are stored.

Create a new contact

Outlook stores complete contact information about the people
you want to keep in touch with. You can store not only mailing
addresses but also phone numbers, email addresses, pager num-
bers, and personal information such as birthdays, spouse names,
departments, and professions.

To create a new contact, follow these steps:

a From the People area of Outlook, on the Home tab, click
New Contact.

e Fill in the fields with all the information you want to
record about that contact.

A summary of the person'’s contact information appears in
the upper right corner. (See @) in Figure 13-2.)

- s Contacts - faithe@wempen.com - Outlook = - = X

Home = Send /Receive  Folder  View  Q Tell me what you want to do.

¥ = ~ nw
® E x = M e P - p O, 23 Forward Contact ~ 18 Categorize =
) gz W 8= 2 =

= B Hzg W [ - S ) I> Follow Up~ 3 Address Book

Share Contacts

New NewContact New Delete Email Meeting More Peo, Move Mail OneNote
ple | BusinessC... - Open Shared Contadts
Contact  Group ltems~ - * Merge Open Shared Contacts | i Private
New Delete mmunicat Current View Actions Share Tags Find A

Figure 13-2: Start a new contact.

You can store as much or as little information as you like
about each contact, and it need not be consistent between
contacts. For some people, all you need is an email
address. For others, you might need multiple ways to con-
tact the person, as well as personal details such as spouse’s
name and birthday.

\\3
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V?‘“\NG! When creating a contact, the window in which it appears

S may truncate the available fields at the bottom if the win-
dow is not tall enough. You can increase the window size,
but if you are using a very small screen size or low reso-
lution, you might not be able to make the window large
enough to see all the fields, and you can't scroll down to
see them because there’s no scroll bar in this window. The
bottommost field is the Addresses area, so if you can see
that, you're good.

=] - - Finn Colvin - Contact [ca] - & X
Contact | Insert  FormatText Review  Q Tel you want to do.

]| x ] . @ﬂ o —| ‘B Details ol r\ = (22! 8% =l n >
el - s s 128 - LEY
H ER S S aCertficates &) t2s] W Yo wp [
Save & Delete Save & Forward OneNote General Email Meeting More Address Check Business Picture Categorize Follow Private Zoom  Sta
Close New~ - Al Fields - Book Names Card - - Up~ ki
Adtions Show Communicate Names Options Tags Zoom  Ink ~
Full Name. Finn Colvin Finn Colvin
CA Professionals
Company A Professionals Security Manager 0
Job tile Security Manager -
me
File as Colvin, Finn - -amoreknoll.com
§ ing Street
Internet Terre Haute, IN 42817
[Bemsil. | - | |fnn@sycamoreknoll.com
Notes
Display as Finn Colvin (finn@sycamoreknoll.com)

Web page address

(2 2.

Phone numbers

Business, - | |@insss-gant
Home, - | |Ginsss-aarr

Business Fax.. | v | (1715552721

Mobile -
Addresses
Business. - | [108 ponting street
Terre Haute, IN 42817

; =

Figure 13-3: Enter the information to store about that contact.

(3] (Optional) If you need to enter additional information
about the contact, click Details and fill in any of the
additional fields.

e Click Save & Close.

© 4 - Finn Colvin - Contact = - =l X
Contact ~ Insert ~ Format Text Revg Q Tell me what you want to do..
o E Details D o 2zl o8 S n
Ej x EI@ ,2_‘_) Ei lzl g Certificates. Z‘D F‘[l W D‘: .‘."@ T’L i >
Save & Delete Save & Forward OneNote ' General Email Meeting More Address Check Business Picture Categorize Follow Private Zoom  Start
Close New= - HaiFieids ~  Book Names Card - Up~ nking
Actions Show Communicate Names Options Tags Zoom Ink ~

Department Manager's name | Margaret Kemmerly
Office Assistant's name | Riley O'Malley
Profession
Nomame [ ] soosememe [reggycob 0
Title +| sirthday None ]
Suffix +| Anniversary None m
Internet Free-Busy
Address -

Figure 13-4: Record any additional details as needed.

If you need to make changes to a contact, you can double-click it
to reopen it.
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Change how a contact is filed

If someone asked you how contacts were alphabetized in
Outlook, you would probably say that they're done by last name,
right? And you'd be absolutely . . . wrong.

The File As setting determines the sort order in the People list. By
default, when you create a new contact, the File As setting for it
is set to Last Name, First Name. But you can change that to some
other setting if you prefer, such as the company name or the first
name. Here's how:

1. Double-click the contact to reopen it for editing.

e Open the File as drop-down list and choose a different
filing method for the contact.

If you want both the company name and the person’s

A\ : .
name to show, choose one of the File As options that
includes both. The one that appears first will be how
it is alphabetized. For example, Strong, Terry (ACME
Corporation) alphabetizes by Strong but also includes
ACME Corporation in the title.
e Click Save & Close.
=] *t ¥ L TR Finn Colvin - Contact = — ] X
Contact = Insert  FormatText  Review Q Tell me what you want to do..
B - =3 i 2al @® [ ize~
_‘| & Save & New & & Email a2 & = am Categorize
Q x 23 Forward - EMeeting I v@ -f’ |b Follow Up ~
Save & Delete m Show = . Address Check Business Picture . Zoom | Start
Close & OneNote - I More Book Names  Card - Private nking
Actions Communicate Names Options Tags Zoom Ink ~
Full Name.. Finn Calvin Finn Colvin
CA Professionals
Company CA Professionals Security Manager
Job title Security Manager 9 1Work
Y 7Home
File as Colvin, Finn | ~ finn@sycamoreknoll.com
O 108 Ponting Street
Internet colin. Fim Terre Haute, IN 42817
DE—mai\.‘. ~ | |CA Professionals
Colvin, Finn (CA Professionals) Notes
Display as CA Professionals (Colvin, Finn)

Figure 13-5: Change the File As setting to control how the contact is filed alphabetically.

Delete and restore a contact

With Outlook, you don’t have to tear pages out of a paper
address book to get rid of a person’s information; just delete the
contact:
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QTO delete a contact, select the contact and then click
Delete on the Home tab.

@ Alternatively, you can right-click the contact and click
Delete.

QYou can also select the contact and then press the Delete

key on the keyboard.

=] - -
Home Send / Receive Folder  View

XV & [EH W@

° T
e & L
New New Contact New
Contact ~ Group  Items~
New Delete
4 My Contacts
Contacts

Contacts - faithewempen@outlook.com

Q Tell me what you want to do.

[25 Forward Contact 15 Categorize *

Share Contacts [> Follow Up~ 2} Address Book
Delete Email Meeting More Move Mail OneNote
g Mo People | BusinessC... | MO Verge Open Shared Contacts | ) Private
Communicate Current View Adtions Share Tags Find
< Search Contadts (Ctrl+E)
- Colvin, Ashley Colvin, Finn
ab . . .
Ashley Colvin Finn Colvin
d o snals:
o (317) 555-8221 Work 8 Copy nager
ashley@wempen.com ey
g& & Quick Print | o
B3 Forward Contact » 77Home
] oreknoll.com
u Create ) [street
IN 42817
mn Coaan ,
op ‘M Categorize >
Louks, Duncan | Categ
o Duncan Louks P> Follow Up ' b
s 3 Move , oration

duncan@sycamoreknallcom tealth & Safety Manager

% OneNote
v i 19 work
0)( Delete orporationlimited.com

Wempen, Sheldon
[F=) Chaldnn Wamnan

Figure 13-6: Delete a contact.

To restore an accidentally deleted contact, follow these steps:

9781119144601-ch13.indd 323

© Click the More (- . .) button in the lower left corner to

open a menu.

Contacts - faithe@wempen.com - Outlook ca] - =}

9 Click Folders. The navigation pane is replaced by a list of

folders.
e Click Deleted Items.
e Select the deleted contact.

e Drag the deleted contact and drop it on the Contacts
folder in the navigation pane.

6. Click the People icon in the lower left corner to return to

the People area.
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=] & - Deleted Items - faithe@wempen.com - Outlook = — & x
Home = Send/Receive  Folder View  Q Tell me what you want to do.
¥ , v v ERPN T
= e ignore x [\4: fﬁg EJ]\ Meeting Move to: ? 3 To Manager Move ) Unread/ Read - =5
o Cleanvp- * » € (I- . ')d = Team Email ‘SiRules~ M Categorize~ [ Address Book sendrm
ew B clete  Reply Reply Forward By pore - |y - - _ Send/Receive
Email ltems - 501Uk Al £¢ Reply & Delete ¥ Create New U OneNote | followup~ T Filter Email "y by
New Delete Respond Quick Steps 5 Move Tags Find Send/Receive A
< s -
4faithe@wempen.com Search Deleted ftems (Cir+E) P | current Folder Full Name. Sheldon Wempen
b = Inbox 11 Al Unread By Dot~ Newest U Company
5 Sent ltems Faithe Wempen Q -
Job ttle
PI: treat ‘Wed 1:52 PM
7 Deleted Items Wilyos be asiable september o 1 :
il you be available September 8-9 for an e ae ) .
[ Calendar
. Firestone Internet
54 Contacts Save $10 on any oil change Wed 1:19 PM i | sheldon@werpen.com
Drafts Also, save on Standard Brake Service for your car
= ) Display as Sheldon Wempen (sheldon@wempen.com)
[T lournal Faithe Wempen =
g Junk E-mail [2] Sheldon Wempen Thu 8/13 Web page address
Notes M address
[ Outbox Phone numbers
e hezss Business -
¥ Tasks
Home, -
5 Search Folders Navigation Options.
Notes Business Fax.. | v
b faithewempen@o - Folders N Mobile. -
[ shorteuts Addresses
~ ob
Business. v

Figure 13-7: Find a deleted contact in the Deleted Items folder.

[F Calendar
ECD$S
Drafls [%
Figure 13-8: Find a deleted

contact in the Deleted Items
folder.

Sheldon Wempen

View and search the People list

Depending on the view you're using at the moment, each contact
may be displayed as a card, a business card, or an item in a list.
Consider Figure 13-9:

QTO change the view, make a selection from the Home tab’s
Current View group.

eYou might need to click the More button to see all the
choices, depending on the window size.

- Contacts - faithe@wempen.com - Outlook m - =l X

Home = Send/Receive  Folder View  Q Tell me whatyou want to do.

. m .
El 0 x r‘ [:\. Eﬂ [25 Forward Contact i Categorize
e 7 -
o “':l & tag t v ce B Share Contacts > Follow Up - E Address Book
New NewContact New Delete Email Meeting More Bus,ﬂmc N Mail OneNote ST
Contact  Growp  Items~ Merge Open Shared Contacts rivate
New Delete mmunicat Current View Actions Share Tags Find ~

Figure 13-9: Choose between different views of the People list.
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As your list of contacts grows, you might need some help find-
ing a particular contact.

QYou can click a letter to jump to the corresponding section
in the listing. This is a good way to look up a contact
if you know what it was filed under (for example, the
company name, or the person’s last name).

Q If you aren’t sure how the contact was filed, you can
search by entering any piece of information you know in
the Search Contacts box and pressing Enter. For example,
you might search by entering the person’s first name or
the city in their mailing address.

=] - - Contacts - faithe@wempen.com - Outlook 3] - & x
Home  Send/Receive  Folder View  Q Tell me whatyou want to do.
[l o0 o x = F e ° = ¥ e Eﬂ [£3 Forward Contact = 1k Categorize -
o & &) Uag W (] B Se NS Share Contacts > Follow Up~ 3 Address Book
New NewContact New Delete Email Meeting More People | BusinessC.. | Move Mail OneNote L .
Contact  Group  ltems~ - Merge Open Shared Contacts Private
New Delete Communicate Current View Actions Share Tags Find ~
< 5 b=
My Contacts Search Contacts -uma@ 0
SIS “ | Colvin, Ashley Colvin, Finn
b . . .
Contacts B Ashley Colvin Finn Colvin

o« CA Professionals
W Security Manager

] finn@sycamoreknoll.com
108 Ponting Street
Terre Haute, IN 42817

Webb, Vick Wempen, Sheidon

- Vick Webb Sheldon Wempen
s ACME Corporation

Corporate Health & Safety Manager sheldon@wempen.com

t
&‘__ (317) 555-1119Work
ick@acmecorporationlimited.com

Figure 13-10: Locate a contact.

Send a message to a contact

You can easily address an email message to a contact in your
People list. You can initiate this process either from the Contacts
area of the program or from the Mail area.

To send from the People area, do the following:
6 Select the contact.

e On the Home tab, click Email. Outlook starts a new
message with the recipient’s email address pre-entered.

3. Compose and send the email as you would normally.
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- Contacts - faithe@wempen.com - Outlook m - =l X
Home = Send/Receive  Folder View  Q Tell me whatyou want to do.
[l ...\o. P = F ?.; ° @ Y e [£5 Forward Contact - 18 Categorize ~
&3 B B3 [ Se b Share Contacts > Follow Up - [ Address Book
New New Contact New Email Meeting More | people  |BusinessC.. -| Move Mail OneNote
Contact Group frems - B 7 Merge Open Shared Contacts | £} Private
New Delete Communicate Current View Actions Share Tags Find ~
<
4 My Contacts [[search contacts (curi+E) o
Contacts e pencom "2 [Cohin, Ashiey Colvin, Finn
B ewe b . . .
Contacts - faithever B Ashley Colvin Finn Colvin
« CA Professionals
. Security Manager
o 71 Work
e 77Home
i finn@sycamor eknol.com
Y 108 Ponting Street
Terre Haute, IN 42617

mn

Figure 13-11: Send an email from the People area of Outlook.

To send from the Mail area, do this:

a Click New Email.

9 In the new message window, click Address Book, or click

the To button.

e In the Select Names window, click the contact’s name.

e If the name does not immediately appear in the To box,

click the To button.

5. Add other names to the To, Cc, and/or Bcc lines as

desired.

0 click OK.

7. Compose and send the email as you would normally.

& -
Home = Send/Receive  Folder  View  Q Tell me whatyouwant to do.
= ‘ ‘ oo | %
0 A ° I [ Address Book =1
New Send/Receive
Email Tters - Message | Insert  Options FormatText  Review @ Tell me whatyou want to do. Y Filter Email All Folders
New ] &% [ AttachFile~ > Follow Up - " Find Send/Receive | A
o @ 07 Attachltem - | High Importance
Paste Address Check o . Office
- RS f Signature - Low Add-
faithe@we Book _Name: = — he@wempen: | &81-  Thuziom
Clipboard & Select Names: Contacts X -~
4lnbox 11 "
Admin Search: (@ Name only (O More columns  Address Book
Vendors [ | Go [contacts - | Advanced Find
Sent Items Display Name E-mail Address
Deleted Iten| Ashley Colvin Ashley Colvin (ashley@wempen... ashley@wempen.com aithe@wempen.com
& Finn Colvin Finn Colvin (finn@sycamorekno... finn@sycamoreknoll.com D15 1:52 PM
& :
=S J Subject [ & Finn Colvin Finn Colvin (Business Fax) Finn Colvin@+1 (317) 555-2721
Junk E-mail eldon Wempen Sheldon Wempen (sheldon@w... sheldon@wempen.com
S, vick webb Vick Webb (i ora...vi fonlimi
Outbox
r 8-9 for an off-site planning
RSS Feeds
Search Fold
4 faithewem
4Inbox
To-> Ashley Colvin (ashley@wempen.com)
Projects ——
[Cees I ]
vee [ e | ]

Items: 13 Unread: 11

Figure 13-12: Address an email message.
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Forward contact data via email
You can share a contact by attaching the contact record to an

email in one of these formats:

e Outlook contact: The attachment is an Outlook contact, which
only Outlook can accept. The recipient must have Outlook to
make use of the attachment.

® Business card: The attachment is in vCard format (.vcf), a
standard format for personal data that many programs can
accept.

Sharing contact data can be a quick way of transferring informa-
tion about vendors and customers between employees; you can
also use this feature to share your own contact information with
people, so they can import your contact info into their address
book without having to manually type it in.

To attach contact information to a message:
6 In the People area, select the contact to send.
e On the Home tab, click Forward Contact.
9 Click either As a Business Card or As an Outlook Contact.

=] - s Contacts - faithe@wempen.com - Outlook m - = X
Home | Send /Receive  Folder View  Q Tell me whatyou want to do.

o8 B X L ° = Vo o Eromward Contacl~0 Categorize -
o o= =] i3 X L) - - S8 B & asaBusiness Card Follow Up ~ e Address Book

New NewContact New Delete Email Meeting More | people  BusinessC.. | Move Mail OneNote =

Contact ~ Group  ltems ™ - - Merge (& Asan Qutlook Contact:
New Delete Communicate Current View Adtions Share Tags find ~
< . =
4My Contacts Search Contacts (CHi+E) 0
SEEEE 2 ["Coin, Ashley Colvin, Finn
b N N N
Contacts b Ashley Colvin Finn Colvin

o CA Professionals
- Security Manager

0

Terre Haute, IN 42817

Figure 13-13: Forward a contact to an email recipient.
e In the New Message window that appears, enter or select
the recipient(s).

The contact’s name appears on the Subject line, but you
can change this. (See ) in Figure 13-14.)

The contact information is already attached. (See @ in
Figure 13-14.)

e Click Send to send the email.
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H Ao - - F Finn Colvin - Message (HTML) & — m] *x
Message Insert Options Format Text Review Q Tell me what you want to do.

.-,E'l & M| I B > Follow Up =
Ve = == ' High Importance

Paste B 7T U/ 3%-A Address Check Attach Attach Signature Office
- Book MNames File- Item~ - ¥ LowImportance  agq.-ins
Clipboard = Basic Text Names Include Tags & Add-ins ~
From = faithe@wempen.com

0 To.. faithewempen: nut\nnk.mm;ﬂ

Send

Ce...

Subject Finn Colvin 0

Attached 3; ;irllrl\!Cclvin.vcf .

Finn Colvin
CA Professionals
Security Manager

108 Ponting Street
Terre Haute, IN 42817 e

Figure 13-14: Compose and send the message.

Create and manage tasks

A task is a database record that contains information about
something that you need to accomplish. For example, when 1
was writing this book, I used a task in Outlook to keep track of
my deadlines and progress.

Vg‘“\NG! Don't confuse tasks with appointments. A staff meeting would be
S an appointment, and you would enter that in the Calendar area
of Outlook. A task, on the other hand, is something that you
need to complete by a certain date or time, but not necessarily
at that exact date or time. For example, a task might be to turn in
your time card before 5 p.m. on Friday.

The Tasks area in Outlook helps you create and manage action
items for yourself and others. Not only can Outlook keep track

of what you need to do, but it can also remind you of upcoming
deadlines, record what percentage of a large job you've completed,
and even send out emails that assign certain tasks to other people.

Click the Tasks icon to switch to the Tasks area. (See @ in
Figure 13-15.)

It's important to understand the difference in Outlook between
Tasks and the To-Do list:

Q Tasks are specific items you created in the Tasks area of
Outlook. Something isn’t technically a task unless it was
created in the Tasks section. If you click Tasks, you see
only tasks created in the Tasks section.
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@ If you have more than one email account, each one may
have its own Tasks entry, which opens a separate task list.

Q The To-Do list contains everything from the Tasks list as
well as other items you have marked for action, such as
email messages you flag for follow-up. If you click To-Do
List, you get all your tasks plus any other flagged items

from other areas.

=] - - Tasks - faithe@wempen.com - Outlook - & x
Home  Send/Receive  Folder  View  Q Tell me whatyou want to do.
. . e et W
oday Next Week )
vI =g / (9 [ 3] .
Tomorrow [* No Date [E3 Address Book
New New New Delete Reply Reply Forward Mark Remove | _ Change  Move OneNote  Categorize
. . e . his Week [> Custom "~ B
Task  Email Items A Complete from List View
New Delete Respond Manage Task Follow Up Current View Actions Tags ~
< =
(cui+
4Ny Tasks Search Tasks (CtI+E) 0
v

To-Do List
Tasks.
Tasks

D[ sussect DUEDATE  ~
Click here to add a new Task

[ Buy groceries for the party

[ Pick up dog medicine at the vet

[ Renew lease

G

Figure 13-15: Work with the Tasks list.

Enter a new task

Here's a very simple way to enter tasks. If you have a lot of tasks
to enter, and you don't need to record much information about
them, this method is your best bet:

0 Enter a new task by typing it in the Click here to add a new

9781119144601-ch13.indd 329

task box at the top of the task list.

>

>

eYou can enter a due date in the DUE DATE column or

leave it blank for no due date.

QThe fields available depend on the view you have chosen.
See “Change the Tasks view” later in this chapter. Simple

List view is shown here.

Q After entering a task this way, you can double-click the
task to open it in its own window and enter additional

details.
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»
] SUBJECT DUE DATE - CATEGORIES ks

Click here to add a new Task

7| [ Buy groceries for the party. None >
Y| [ Pick up dog medicine at the vet Sat 8/15/2015 >
¥l O Renew lease Tue 8/18/2015 >

Figure 13-16: Click in the box and begin entering the task.
To enter more information about a task as you create it, use the
following method instead:
ﬂ From the Tasks area, on the Home tab, click New Task.

2. Enter data in the fields in the New Task window. You can
enter as much or as little information as you like:

0 Enter a Start date and/or a Due date.
@ Choose a status.
Q Choose a priority.
Q Estimate the project’s completion percentage.
G Set a reminder.
G Type any notes about the task.
e Click Save & Close.

= - -
Home = Send/Receive  Folder  View  Q Tell me what you want to do.

) Q= D G Y [

ook
New New New | Delete = Reply =] & - Update Windows book - Task = — o x
Task  Email Items -
New Delete Task  Insert FormatText Review Q@ Tell me what you want to do. ~
e ) [E 7 v N [ 1 > £ ¥e)
4 My Tasks 2 [ B Vv ¥~ 75
4 =] 5 e bty v i | £ < v
To-Do List Save & Forward OneNote Show — Mark Assign Send Status Recurrence Categorize Follow = Zoom  Start
Tasks Close © Complete Task  Report - Up~ Inking N
Actions Manage Task Recurrence Tacs Zoom Ink ~ |
Tasks >
Subject Update Windows book >
A >
Start date Mon 11/30/2015 Ee] | Status Not Started -
Due date Mon 2/15/2016 [@| Priority  [Normal % Complete [0%) =

€0

Figure 13-17: Enter information about the task.

To reopen a task for editing, double-click it.
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Change the Tasks view

There are many different views available for the Tasks list. Here
are some tips for working with different views of your tasks:

QTO choose among the available views, on the Home tab,
click Change View and then click the desired view.

@ Some views show different fields. For example, Detailed
view has several more columns than Simple List view.

0 Some views also filter the task list to show only items
with certain statuses. For example, Active shows only
uncompleted tasks, and Overdue shows only overdue tasks.

Q Some views place the tasks in a certain order. For example,
Prioritized arranges them by their priority status.

5] -
Home | Send/Receive  Folder  View  Q Tell me what you want to do.

.

Task  Email ltems -

4My Tasks
To-Do List
Tasks
Tasks

7 S X
New New New Delete Reply Reply Forward By~ Mark  Remove

New Delete

Tasks - faithe@wempen.com - Outlook ] - = X

ﬁg \/ |y>-< [> Today | NextWeek (9 Y m 1

-> [> Tomorrow [[* No Date o m 1 [3 Address Book
Change e OneNote  Categorize
Vi g -

>
|* This Week |> Custom —-—

Complete from List

Respond Manage Task Follow Up < = = [ ~
< S ERRI ) —
Detailed mple List  To-Dolist  Prioritize

1@ |susect STATU. EGORIES ks

Shop for sofa Not :i J ‘»a \ >

y y >
Buy groceries for the party Nt _gfive  Completed  Today  Next7Days !
Pick up dog medicine at the vet N |>
Renew lease 3 1/3 = >

= 5 i)

Update Windows book Not =
Overdue Assigned  Server Tasks

GG

Manage Views.
Save Current View As a New View

Apply Current View to Other Task Folders.

Figure 13-18: Change the view if desired.
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Set up a recurring task

You can set up a task once in Outlook and then tell it to reoccur
at a defined interval. This can save you a lot of time reentering
tasks that are the same every day, week, or month. Here’s how:

1. Double-click an existing task to open it for editing, or start
a new task.

e On the Task tab, click Recurrence.
© set the task to recur daily, weekly, monthly, or yearly.

O set up the details of the recurrence. The options change
depending on your choice in step 3.

e If the recurrence should end on a certain date or after a
certain number of times, set that up.

O click OK.
0 In the task window, click Save & Close.
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H *+ ¥ - - =

Task Insert Format Text Review @ Tell me what you want to do..

He 3 B © vy B Ogi P

Save & ete Forward OneNote  Show Mark  Assign Send Status Recurrence tategorize Follow ~ Zoom  Start
Close - Complete Task Report - Up~ nking
Actions Manage Task Recurrence Tags Zoom Ink ~

o Overdue by 3 days. Task Recurrence %
Subject Renew lease Recurrence pattern Q
Start date None O Daily @Every |August ~ 18

O weekly () The third ~ || |Tuesda ~ | of |August >
Due date Tue 8/18/2015 y [ g

() Monthly .

Reminder None ©V | () Regenerate new task 1 year(s) after each task is completed
‘early

Range of recurrence

Start: | Tue 8/18/2015 | (@ No end date e
(Oend after: |10 occurrences 0
() End by: Sun 8/18/2024 ~

0 OK Cancel Remove Recurrence

Figure 13-19: Set up task recurrence.

If you want to remove the recurrence on a task, repeat steps 1-2
and then click Remove Recurrence.

Send a status report

Your manager or supervisor will want to know how you are pro-
gressing on any work-related tasks. You can quickly send some-
one a status report on a task by doing the following:

1. From the Tasks area, double-click the task to open it.

9 On the Task tab, click Send Status Report. A new email
window opens.

The Subject line shows Task Status Report plus the name of
the task. (See @ in Figure 13-20.)

The status report appears in the message body. (See @ in
Figure 13-20.)

e Compose and send the email as you would any other
message.
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=
= I * v -
Task Insert FormatText Review  Q Tell me whatyouwant to do.

[ 1]
2 .3 w
EXg B v e | B | Caggeccoo
> > =1 .
Save & Delete Forward OneNote  Show  Mark A end Status = . T TaskStatusReportU.. [ - o x
Close " Complete Task  Report Message  Insert  Options  FormatText Review @ Tell me what you want to do. ~
Actions Manage Task b
4 22} 2% [ AvachFile- >~
1 I Yo o
Subject Update Windows book @ B Attachitem~ | 1
1 Paste BIuU ¥ A Address Check Office
B I ; T
Start date Mon 11/30/2015 8 status |InProgress Book Names |2 Signature Add-ins
T clipboard = Basic Text Names Include T.. . Adddns A
Due date Mon 2/15/2016 | eriority  [Normal
| Reminder Sun 2/14/2016 E 8:00 AM v From ~ faithe@wempen.com

Sume&msk Status Report: Update Windows book

77777 Original Task-—-
Subject: Update Windows book
Priority: Normal

Start date: Mon 11/30/2015

Due date: Mon 2/15/2016
Status: In Progress
9% Complete: 50%
M 000

Figure 13-20: Email a status report for a task.

Assign the task to someone else

Assigning a task to someone else in Outlook accomplishes sev-

eral things at once:

® [t sends an email containing the task details to the person to

whom you assign it.

e It gives them the choice of accepting or declining the task and

sends their reply back to you.

e If they accept the task, it places it on their Tasks list in Outlook

(if they use Outlook).
To assign a task, follow these steps:

1. Double-click the task to open it.

e On the Task tab, click Assign Task. An email composition

screen appears within the task window.

T L7 L S Renew lease - Task =

Task  Insert  FormatText  Review @ Tell me what you want to do..

X3 HE = viels O &P

Save & Delete Forward OneNote  Show Mark  Assign Send Status Recurrence Categorize Follow

Close M Complete Task Report - Up~
Actions Manage Task Recurrence Tags

- [m| X
Zoom | Start
nking
Zoom Ink A

Figure 13-21: Click the Assign Task button in the open task window.
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e Type or select the email address of the person who is
being assigned the task.

e Click Send.

(=] hr) L ¥ L TR Renew lease - Task [l - m] X

Task Insert Format Text Review @ Tell me what you want to do..

XMW VY B EHEE O m Py

Save & Delete OneNote = Task Details Cancel Address Check Recurrence Categorize Follow' ~ Zoom = Start
Close Assignment  Book Names - Up~ nking
Actions Show Manage Task Names Recurrence Tags Zoom Ink ~

0 Due in 10 days.

From ~ faithe@wempen.com

To... faithewer look rnm-ﬂ

Send
Subject Renew lease
Start date None ME| status Not Started -
Due date Mon 8/31/2015 FE | Priority  |High +| % Complete 0% =

/| Keep an updated copy of this task on my task list

/| Send me a status report when this task is complete

Figure 13-22: Email the task to the person to whom you want to assign it.

After you have sent the assignment, the task’s icon changes
in the task list. (See o in Figure 13-23.)

O |suslecT

Click here to add a new Task

O i Shop for sofa

O i Buy groceries for the party

O i Pick up dog medicine at the vet
] _?;0 Renew lease

O v Update Windows book

Figure 13-23:The task’s icon indicates it
has been assigned to someone.

Receive an assigned task

When you receive an email-based task assignment from some
other user, it comes to your Inbox along with the rest of your
email. When you open it, you see the task information.
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1. Accept or decline the task:
e To accept the task, click Accept.
OR
eTo decline the task, click Decline.

*t L7 L TR Renew lease - Task a - D x
Task Q Tell me what you want to do..
> wi B "2 Repl = ol
PXEPI2 v X 7om WP
] = ¥ QRepy Al T = . !
Save & Delete OneNote | Task Details Accept Decline Assign Send Status Categorize Follow Zoom
Close é (3 Forward Task  Report - Up -
Actions Show spond Manage Task Tags Zoom ~

o Assigned by Faithe Wempen on 8/21/2015 5:01 PM.

Subject Renew lease

Due date Due on 12/31/2015

Status Mot Started Priority MNormal % Complete 0%
Owner Faithe Wempen
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Figure 13-24: Receive and accept a task.

e The sender will receive an email with your response. If
you want to edit that email, click Edit the response before
sending. If not, leave Send the response now selected.

3. Click OK.

Accepting Task X
This task will be accepted and moved into

the Tasks folder. Do you want to edit the
response before sending it?

&<g Edit the response before sending
Send the response now

Figure 13-25: Send your response to the
requester.

Cancel

4. If you chose to edit the response in step 2, make any
changes or comments on the email, and then click Send.
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Change a task status

As you make progress on a task, you will want to update its sta-
tus in Outlook. Here’s how:

1. Double-click the task to open its window.

9 Open the Status drop-down list and choose a different
status if needed.

) Completing the task doesn’t delete it, although a com-
pleted task may vanish from your list. When you set a
task to a status of Completed, it changes which views it
appears in. For example, if you are using Active view, a
completed task will appear to vanish. Switch to a view
that includes completed tasks, like Simple List, and you'll
see it again.

e Set the % Complete value to the approximate percent of
<P completion for the task.

If you set the % Complete to 100%, the Status field
changes to Completed automatically.

o Click Save & Close.

= hr) * ¥ L TR Update Windows book - Task ] - ] X
Task  Insert  FormatText  Review @ Tell me what you want to do..
e 2 AN ] alla
=l 3 B VvViEeEM O mP
- ] Ses = 1
Save & Delete Forward OneNote Show Mark  Assign Send Status Recurrence Categorize Follow Zoom
Close - Complete Task Report - Up~
Actions Manage Task Recurrence Tags Zoom Ink ~
Subject Update Windows book
Start date Mon 11/30/2013 | statws ?
Due date Man 2/15/2016 [E| Priority  Normal - % Complete |75% =
+| Reminder Sun 2/14/2016 E| 8:00 AM - | Owner Faithe Wempen

Figure 13-26: Update a task’s status.

You can also update a task’s status from certain views without
opening the task’s window. For example, Active view contains a
% Complete column, and you can click there and type a different
number. (See ) in Figure 13-27.)

O [1@ |sussecT STATUS DUEDATE  + % COMPLETE CATEGORIES i
v shop for sofa Mot Started  None 0% >
Y Buy groceries for the party Mot Started  None 0% >
Y pick up dog medicine at the vet Mot Started  Sat 8/15/2015 0% >
v Renew lease (copy) Mot Started  Man 8/31/2015 0% |
% Renew lease Not started  Thu 12/31/2015 0% |
v Update Windows book In Progress Mon 2/15/2016 75% 0 |

Figure 13-27:You can also update a status from certain views.
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Delete a task

As I mention earlier, completing a task doesn’t delete it. You

might want to keep completed tasks around for later reference. If
you don’t want to see them, switch to a view that doesn’t include
completed tasks, such as the Active view. If you're sure you want

to delete a task, though, it’s easy enough to delete it.

To delete a task, do any of the following:
(A Right-click the task and click Delete.
@ Select the task and click Delete on the Home tab.

Q Select the task and press Delete on the keyboard.

5 e & -
Home Send / Receive

- .
7 ot X
New New New Delete0
Task  Email Items -

New Delete
4 My Tasks
To-Do List
Tasks
Tasks

Dt [susect

Click here to add a new 1

oW Shop for sofa i
[m] Z Buy groceries for the par .
O pick up dog medicine at
oW Renew lease (copy) 18
9 Renew lease X

?®

B Copy
Folder ~ View  Q Tell me whatyou e
- & Quick Print
3 v &
=1
Reply Forward . Mark  Remove
Al N
Complete from sl oy o
Respond Manage Task
< v Mark Complete
Y4 Assign Task

Rename Task
Categorize
Follow Up
OneNote

Delete |

=-=om - Outlook

»

»

tWeek (9 3

Date
Change
View -
Current View

om

&

Move OneNote

Adtions

Search Tasks (Ctrl+E)

TUs  |DUEDATE 4  [MODIFED  |DATE COMPLETED |IN FOLDER |CATEGORES [%
Started None Fril /21/2015... None \d
Started None Wed 8/18/20... None \d
Started Sat 8/15/2015 Thu 8/13/201... None \d
Started Mon 8/31/2015 Fri 8/21/2015... None |
Started Thu 12/31/2015 Fri 8/21/2015... None |
ed Mon 2/15/2015 ‘ 21/2015... B — Y4

Categorize
ey

Tags

[E2 Address Book

Find ~

Figure 13-28: Delete a task.
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CHAPTERFOURTEEN

Getting
Started with
PowerPoint

PowerPoint is the most popular presenta-
tion software in the world. Presentation
software creates support materials for peo-
ple who give speeches. You can project Pow-
erPoint slides on a big screen behind you as
you speak, create handouts to distribute to
the audience, and print note pages for your
own reference. PowerPoint can also create
self-running presentations for distribution
via CD or online.

This chapter offers you some basics for
working with PowerPoint. You learn how to
start a new presentation, add slides and text
to it, and move and resize the content on a
slide. In later lessons, you learn how to add
other types of content and special effects to
a show.

Start a new presentation

When you start PowerPoint, as with the
other Office applications, a Start screen
appears. From here, you can:

0 Click Blank Presentation, or press

Esc, to start a new blank presentation.

9781119144601-ch14.indd 339

In This Chapter

u=Moving around in a
presentation

= Choosing the right view

= Creating a new presenta-
tion with a template

= Adding and removing
slides

= sing content
placeholders

= Manually placing text on
aslide

= Moving and resizing slide
objects

u=Deleting slide objects
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e Click one of the other templates to start a new
presentation based on it

e Open an existing presentation.

? - g X
- Search for online templates and themes o) Faithe Wempen
owerPoin Aineoweneron
Suggested searches: Presentations Business Orientation 4:3 Education Blue Switch account
Personal
Recent Q
Last Week
N - ( < c
o Learning Styles.pptx Ta ke 2] 9
Faithe Wempen's OneDrive
tour
Older
s PowerPoint Project 1-A_Student.... Blank Presentation Welcome to PowerPoint Create an Office Mix
Faithe Wempen's OneDrive » canadian »...
b PowerPoint Project 1-B_Student ...
Faithe Wempen's OneDrive » canadian »... o - -
- — Omzic BANDED
b PowerPoint Project 1-C_Student_...
Faithe Wempen's OneDrive » canadian »... — —
b PowerPoint Project 1-D_Student ... lon Organic Banded
Faithe Wempen's OneDrive » canadian ...
(@ Open Other Presentations
Berlin
C Depth
Berlin Depth

Figure 14-1:The Start screen in PowerPoint.

To start a new presentation at any other time than startup,
press Ctrl+N for a blank one, or click File &> New and choose a
template.

Move around in a presentation

A slide is an individual page of the presentation. The term page
isn't a perfect descriptor, though, because PowerPoint slides are
designed to be displayed on a computer screen or with a pro-
jector rather than printed. A presentation is a collection of one or
more slides saved in a single data file.

At a big-picture level, the PowerPoint interface is very similar to
that in Word and Excel: It has a Ribbon, a File tab, and a status
bar. The default view of the presentation, called Normal view,

consists of three panes, as shown in Figure 14-2.
A\
The presentation shown in Figure 14-2 was created with

the Welcome to PowerPoint template. Here are some things
to note:
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QThe Slides pane is the bar along the left side. Thumbnail
images of the slides appear here. It is sometimes called the
thumbnails pane or the slides pane.

@The Slide pane (that’s singular, not plural) in the middle
shows the active slide in a large, editable pane. Here's
where you do most of your work on each slide. It is
sometimes called the editing pane.

eThe Notes pane runs along the bottom of the screen. Here
you can type any notes to yourself about the active slide.
These notes don’t show onscreen when you display the
presentation, and they don't print (unless you explicitly
choose to print them).

=] A Presentation2 - PowerPoint ® - ] x
Home | Insert ~Design Transitions  Animations  Slide Show  Review View @ Tell me whatyou want to do. Faithe Wempen

% [ElLayout - . E\\Ooo | O LOFind
- Now JReset AT L2 S0~ i il cReplace -
Paste ew be AV ~ rrange Quic
* | Side- "Hsection- | B 7 U § a8 A CRLEPTE e S [} Select~
Editing ~

Clipboard Slides Font Paragraph Drawing

4 Welcome
1 Design

Right from the start, you'l have access to beautiful,

0‘ Desigh, ImpressiW- &W\des(r&sn themes that you canveasiy change o
match your style. Every theme comes with a variety

Sisal

2 of color variants that you can mix and match,
New featureslike Merge Shapes and a color-
matching Eyedropper open up new possiblities for
your designs.

3

E Line up your layouts, photos, and diagrams perfectly
b == in seconds with alignment guides and smart guides. | ST
A E 2|
] e

Click to add notes

5 -
Siide 2 of 5 English (United States)

= Notes 8 Comments

Figure 14-2: Normal view consists of three panes.

QThe Notes pane is minimized in a new blank presentation.
To see it, position the mouse pointer just above the status
bar (orange bar) at the bottom of the screen and drag
upward. Drag the top border of the Notes pane down
again to hide it.

e Another way to display or hide the Notes pane is to click
the Notes indicator on the status bar.
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£ Notes - Comments =

Figure 14-3: Drag upward from the status bar to display the Notes pane.

You can navigate a presentation in many of the same ways you
moved through other applications’ content.

G Click above or below the vertical scroll bar in the Slide

pane, or press Page Up or Page Down, to move one slide
at a time.

@You can also drag the scroll box to move more quickly
as well.

@You can click an up or down arrow on a scroll bar to scroll
a small amount at a time.

OYou can also click a slide in the Slides pane to jump
directly to that slide.

OThe Slides pane has its own scroll bar, in case you can't see
all the slides there at once.

Review  View  Q Tell me what you want to do. Faithe Wempen
% =) Dot Y E\\ooa-| :
B ‘EIReset AL LS00l =
New B I U S abe AV A @A { ) o|=|Amange Quick
. = - Styles

= I I Presentation? - PowerPoint ® - ] x
Home Insert Design Transitions Animations Slide Show

O Find
ne- & Replace ~
t [ select~

Slide - O Section
Clipboard Sides Font Paragraph

Drawing Editing ~

Impress

has new tools to keep you in

cend nstanty appes th ight setings m
cus on speskinginstead of your isly.

4 Welcome

4 Design, Impress, W... 0

2

6 ¢

Click to add notes
4 Learn More
5 -

Slide3 of 5 English (United States)

= Notes B comments

Figure 14-4: Ways to move around in Normal view.

Choose the right view

PowerPoint provides several views for you to work with. Each

view is useful for a different set of activities. Here are some things
to remember about views:
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0 To switch views, on the View tab, click a button for the
view you want.

@ The Master views are not regular PowerPoint views; they
enable you to edit the underlying designs and layouts on
which individual slides are based. You will learn about
them in Chapter 15.

Q Slide Show view is not represented on the View tab. To
switch to Slide Show view, use the From Beginning or
From Current Slide button on the Slide Show tab instead.

O T 1 = Welcome to PowerPointpptm - PowerPoint = — a x

Home Insert  Design  Transit Animations  Slide Show View | Q Tell me what you want to do. Faithe Wempen

BEBSBEE = B Bi E B
=NES] e & | e} L]
- Gridlines = Grayscale B Cascade
Normal Outline Slide  Notes Reading | Slide Handout Notes Notes  Zoom  Fitto New i Switch  Macros
View Sorter Page View |Master Master Master udes Window mm Black and White  window “* Move Split windows »
Presentation Views Master Views Show Zoom Color/Grayscale Window Macros A

Figure 14-5:View buttons on the View tab of the Ribbon.

You can also click one of the View buttons in the bottom-right
corner of the PowerPoint window:

Q Normal

e Slide Sorter
G Reading View
© slide Show

E I =

Figure 14-6: View buttons on the status bar.

Here's a quick overview of the available views:

® Normal: You've already seen this one in Figure 14-4; it’s the
default. It consists of a Slides pane, a Slide pane in which you
can edit the slide, and a Notes pane in which you can record
private notes and comments.

® QOutline: This view is identical to Normal view except instead
of the Slides pane there is an Outline pane that shows a text
outline for each slide.
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V?‘“\NG! In Outline view, only text from the slide’s text placeholders
S appears in the Outline pane. If you have any manually created
text boxes (such as those you create with Insert => Text Box),
their text doesn’t appear there.

e Slide Sorter: This view shows thumbnail images of each slide,
like the Slides pane does in Normal view, but it takes up the
entire window. You can't edit slide content in this view, al-
though you can rearrange and delete slides. See Figure 14-7:

@ If your presentation has sections, as the Welcome to
PowerPoint template’s presentation does, each section
appears on a separate row in Slide Sorter view. You can
manage sections with the Home => Section command.

OTO zoom in or out on the thumbnail view, drag the
Zoom slider. A lower zoom means more slides are
visible at once, and they're smaller. A higher zoom
means fewer slides are visible, but you can see each
one more easily.

=] LI Presentation2 - PowerPoint B - & X
Home Insert Design  Transitions  Animations  Slide Show  Review = View  Q Tell me whatyou want to do. Faithe Wempen

El m E‘ D D Ruler Q I color DEI B Arrange All EEJ ET

Gridlines = Grayscale B Cascade
Normal Outline Slide Notes Reading ~Slide Handout Notes Notes Zoom Fitto New Switch  Macros

Guides Five Salii
View Sorter Page View Master Master Master uiaes Window mm Black and White  ywingow ©* Move Spiit  windows -
Presentation Views Master Views Show Zoom Color/Grayscale Window Macros ~

4 Welcome

Welcome to PowerPoint

1

4 Design, Impress, WurkTugether0

Slide 3 of 5 English (United States)

Figure 14-7: Slide Sorter view is good for arranging slides.

® Notes Page: This view shows a vertically oriented page for each
slide, as shown in Figure 14-8:

°The top half of the page shows the slide.

@ The bottom half of the page provides a large text box
into which you can enter and edit note text.

o Use the Zoom slider to zoom in to make the note text
easier to see as you work with it if desired.
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H -0 B
Home  Insert

El m ‘:‘ D D Ruler Q B Color D’ﬂ H Arrange All ED'—J ET

Presentation Views

Normal Outline Slide Notes Reading ~Slide Handout Notes Notes  Zoom  Fitto New Switch  Macros
View Sorter Page View Master Master Master

- Presentation - PowerPoint Drawing To... ® - & X
Design  Transitions ~ Animations ~ Slide Show ~ Review  View = Format @ Tell me what you want to do Faithe Wempen

Gridlines - &= Grayscale i B Cascade

e
Window mm Blackand White  window = Move Split windows ~
Master Views Show n Zoom Color/Grayscale Window Macros ~

Guides

Welcome to PowerPoint

Notes10f5 [J% English (United States)

Figure 14-8: Notes Page view makes it easy to compose and edit lengthy speaker notes.

WBER

e Slide Show: This is the view you would use to show the pre-
sentation full-screen on your monitor. It's covered in detail in
Chapter 17. Each slide fills the entire screen, one by one, and
you click to advance.

® Reading: Reading view is like Slide Show view except the
presentation runs in a window rather than full-screen. That's
useful because you can do other things, like work with other
programs or windows, while the presentation is running.

Most people prefer to work in Normal view most of the time when
creating a presentation, so switch back to Normal view before you
go any further, after experimenting with the other views.

Add and remove slides

9781119144601-ch14.indd 345

Each new blank presentation begins with one slide in it: a title
slide. (Presentations based on other templates may have more.)
You can easily add more slides to the presentation by using the
default layout (Title and Content) or any other layout you prefer.

Several methods are available for creating new slides, and each
one is best suited for a particular situation. In the following
sections, you learn each of the methods.

Create a new slide in the Slides pane

In the Slides pane in Normal view, you can click to place a
horizontal insertion point between two existing slides or at the
bottom of the list of slides and then press Enter to create a new
slide. (See Figure 14-9.)
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ACMAL Corparation

Figure 14-9: Create a new slide from the
Slides pane (Normal view).

The layout of the new slide depends on the layout of the slide
immediately before (above) it. If that slide uses the Slide

Title layout, the new slide uses the Title and Content layout.
Otherwise the new slide uses the same layout as the preceding
slide. You learn more about slide layouts in Chapter 15.

Create a new slide in the Outline pane
In Outline view, you can create a new slide as follows:
c In the Outline pane, click at the beginning of the title of
the slide that the new slide should come before.

2. Press Enter. A new paragraph (a slide title) is created, and
that causes a whole new slide to be created also.

e Press the Up arrow key once to move the insertion point
up into the new blank slide title, and type the title text.
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1 ACME Corporation
Annual Report

2 Agenda
* Welcome
* Operations
* Sales
* Finance
* Personnel
* Legal
* Adjournment

Amfy]

4 Welcome <)

* Introduction of managers
* Organizational structure

Figure 14-10: Create a new slide from the
Outline pane (Outline view).

Create a new slide from the Ribbon

When you create using the Ribbon, you can select the layout you
want for the new slide. Follow these steps:

o In Normal view, select the slide that the new slide should
come after.

@ On the Home tab, click New Slide to create a slide with
the same layout as the selected one (unless the selected
one is a title slide, in which case the layout will be Title
and Content).

OR

@ Click the arrow on the New Slide button, and then select
the desired layout from the gallery that appears.
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= - 0 53] L TR Presentation2 -
Home Insert Design Transitions Animations Slide S

M ELayout™  (ipri Body) <28 | & A A
New

| Reset
, , B I U Saeh-na- A-
¥ slide gy

Paste

Clipboard & | Office Theme

1

Title Slide Title and Content  Section Header

Two Content Comparison Title Only

Blank Content with Picture with
4 Caption Caption
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Figure 14-11: Create a slide by selecting a layout from
the New Slide button’s gallery.

Duplicate a slide

If you need to create a series of very similar slides, you might
find it easier to copy or duplicate a slide and then make the small

modifications to each copy.

Copying and duplicating are two separate commands in
PowerPoint, but they have essentially the same result.

When you copy a slide (or multiple slides), you place a copy of it
on the Clipboard, and then you paste it from the Clipboard into
the presentation. You can paste anywhere in the presentation

or into a different presentation (or, for that matter, a different

document altogether).
To copy a slide:
a Select the slide in the Slides pane.
e Press Ctrl+C or choose Home => Copy.

3. Click where you want the copy to go. If you want to place
the copy after a certain slide, select that slide.

4. Press Ctrl+V or choose Home = Paste.
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Figure 14-12: Copy a slide
using the Clipboard.

When you duplicate a slide (or multiple slides), you don’t have
to paste, because that command accomplishes both a copy and
a paste operation at the same time. However, you also don’t get
to choose where they're pasted; they're pasted directly below the

original selection.

G Select the slide(s) to be duplicated. To select more than
one slide, hold down Citrl as you click each one in the

Slides pane.

9 Click the arrow on the New Slide button to open its

menu.

e Click Duplicate Selected Slides.
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Figure 14-13: Duplicate one or more slides.
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Delete a slide

Deleting a slide removes it from the presentation. To delete a
slide, right-click it and choose Delete Slide, or select it in the
Slides pane and press the Delete key. (See @) in Figure 14-14.)

Cut

Ak % -
— BB Copy
&D Paste Options:

e

=1

! Ll
MNew Slide

L]

Duplicate Slide

Delete Slide <)

Add Section

i1
80 of ¥ mi (@

Publish Slides

Layout 4
Reset Slide

& @ [

Format Background...

y add

Al Hide Slide -

Figure 14-14: Delete a slide.

<® There’s no Recycle Bin for slides; you can't get them back after
you delete them. However, you can undo your last action(s)
with the Undo button on the Quick Access toolbar, and that
includes undoing deletions. If you haven't saved your work since
you made the deletion, you can also get a deleted slide back by
closing the file without saving changes and then reopening it.

Change the slide layout

A slide’s layout determines the placeholders that appear on it
and the arrangement and positioning of those placeholders.

To change a slide’s layout, follow these steps:
6 Select the slide to change in the Slides pane.
e On the Home tab, click Layout to open a gallery.
9 Click the desired layout.
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A\

The layouts available depend upon several factors, including
the template you started with, the theme that is applied (see
Chapter 15), and any custom layouts you may have created in
Slide Master view. The nine layouts shown in Figure 14-15 are
the default ones that come with the Blank template.

H -0 ©® 4- - P
Home Insert Design Transitions Animations Slide Show

LS ‘ Layout ~
O By - Office Theme
New

Paste
T e [ O
Clipboard = I : el B Par|
1 Title Slide Title and Content ~ Section Header
ME C.
Mmae My T Tar
2 [ R el e R
Two Content Comparison Title Only
mae prer
3 e e
Blank Content with Picture with
Caption Caption

A

Figure 14-15: Choose a different layout.

Use content placeholders

<MBER
é-"é
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The most common type of placeholder is a multipurpose
Content placeholder. It gives you a choice of filling it either with
text or with one of six types of graphical content.

You can fill each placeholder with only one type of content; if
you want other content on the slide, you must use a layout with
multiple content placeholders or add the extra content manu-
ally, as described in the next two sections. The available types of
content are:

0 Table

e Chart

G SmartArt Graphic
Q Picture

e Online Picture

G Video
351
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Figure 14-16: The types of graphical content
for a Content placeholder.

Fill a Content placeholder with text

To fill a Content placeholder with text, click in the box and start
typing. It's as simple as that!

Here are some things to keep in mind about Content placeholders:

Q Most templates and designs use bulleted lists in the Content
placeholder boxes by default, which means any text you
type will automatically be formatted as a bulleted list.

@ You can turn off the bullet for a paragraph by clicking the
Bullets button on the Home tab.

e Use the Numbering button to convert a bulleted list to a
numbered one.

QTO demote (indent) a paragraph — for example, to create
a subordinated bulleted list within a list, click Increase
List Level on the Home tab.

GTO promote a paragraph, click Decrease List Level.

“‘gN\BEI? It might seem counterintuitive to increase something you are
& demoting, but think about the list level as a hierarchy, with 1 as
the most superior. If you increase the level, you demote the item
to a later, less-important level.
<P Another way to demote a paragraph is to press Tab when the

insertion point is at the beginning of the paragraph. Another way
to promote is Shift+Tab.

You can use the commands in the Font and Paragraph groups on
the Home tab to format the text in the placeholder, the same as
you do in Word. Here are a few minor differences to note:
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G Shadow adds a shadow to the text.

@ Character Spacing lets you adjust the spacing between
letters from the Ribbon. In Word this capability is
available in the Paragraph dialog box.

@ Clear All Formatting removes all manually applied
formatting, reverting back to the formatting specified by
the template or the design.

0 Columns enables you to set a text placeholder box in
multiple columns.

o Align Text enables you to set vertical alignment within the
text box of Top, Middle, or Bottom.

@Text Direction changes the orientation of the text to
vertical, stacked, or rotated.

o Convert to SmartArt Graphic converts the selected
paragraphs to a SmartArt graphic.

(-J

=5

|
Paste

Clipboard =&

1

- O 52 - Presentation? - PowerPoint
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* Welcome
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* Introduction of the company
* Operations
* Sales
* Finance
* Personnel
* Legal

* Adjournment
(o}

Click to add notes

slide2 of4 L& English (United States)

Figure 14-17: Here are some text formatting buttons that are
different in PowerPoint than in Word.
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Fill a Content placeholder with a graphical
element

To use one of the graphical types of content, click the corre-
sponding icon in the Content placeholder. A dialog box appears
that guides you in selecting the content to include. The process
is a bit different for each of the content types. Most of these con-
tent types you have worked with in earlier chapters; the dialog
boxes are the same or nearly the same as in other Office appli-
cations. The one type you haven't used yet, SmartArt graphics, is
covered in Chapter 15.

Just as an example, here’s how to use a Content placeholder to
insert a picture:

o Click the Pictures icon in the Content placeholder.

o

Figure 14-18: Click the place-
holder icon you want.

9 In the Insert Pictures dialog box, select the desired picture.

e Click Insert.
3 Insert Picture X
1T & » ThisPC > Pictures v © | Search Pictures r
Organize ~ New folder

& Downloads # 7
|4 Documents  #

= Pictures *

Chapter 11 Figur

Chapter 12 Figur Camera Roll Saved Pictures canyonjpg charlesjpg
Chapter 13 Figur o

Chapter 14 Figur

@ Microsoft PowerPc

jump.jpg

Z& OneDrive
A4

trio.tif

File name: ‘charlesjpg

V| All Pictures (*emf*wmf*jpg;*j ~

Tools 3 Cancel

Figure 14-19: In the dialog box that appears, choose the content

to place in the placeholder.
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Manually place text on a slide

First, a warning. Whenever possible, you should use the place-
holders on the slide layouts and not create text boxes manually.
One reason is that text in manual text boxes doesn’t appear in
the Outline pane in Outline view. Manually placed text boxes
also aren’t affected when you change layouts or designs for a
slide, so with the new arrangement of placeholders the text box
might be obscured, or might obscure other content.

Nevertheless, sometimes you really do need a manual text box.
For example, you might want a little informational box to appear
floating next to a picture or chart to explain it.

To create a text box on a slide, follow these steps:
6 On the Insert tab, click Text Box.
(2] Drag to draw the desired text box on the slide.

3. Release the mouse button, and then type in the text box
that appears.

Hd - L- - Presentation2 - PowerPoint = - ] X
Home | Insert = Design Transiions  Animations ~ SlideShow — Review  View @ Tell mewhatyou want to do Faithe Wempen
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& B
E.‘S(reenshu(' &y SmartArt izt t:] r1 4 5 T[ m ‘)) (S,

New Table Pictures
= = Photo Album -l Chart

Images Ilustrations Add-ins Links Comments Text symbols Media ~
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Click to add notes

8 iy Adains ~ HyperincAction: Comment  Text  Header WordArt | Equation Symbol  Video Audio Sereen
Box &Footer - ©* Recording

Charlie Cutler
Pilates and Gyrotonics Instructor

Figure 14-20: In the dialog box that appears, choose the content to place in the placeholder.

Manually place a picture on a slide

9781119144601-ch14.indd 355

Same warning here as in the previous section: Try not to man-
ually place pictures if you can help it. Use placeholders when-
ever possible. If you make changes to the layouts or change to

a different design later, you'll thank me for this advice, because
pictures in placeholders resize and move as needed, rolling with
the changes. Manually placed pictures don't.
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To manually insert a picture, do the following:
1. On the Insert tab, click Pictures.

2. In the Insert Pictures dialog box, select the desired picture.
(It's the same dialog box as in Figure 4-19.)

3. Click Insert.

You can also insert various other types of graphics manually
using the buttons on the Insert tab, such as Online Pictures,
Chart, and SmartArt.

Move and resize slide objects

Objects on a slide are all free-floating frames. You can move and
resize them just like in Word and Excel:

0 Drag an object by any part except the selection handles
to move it. If it's a picture, you can drag it by any part,
including the middle. If it's a text box, you have to drag it
by its border.

(B) Drag a selection handle to resize it. To maintain the aspect
ratio, hold down Shift and drag only the corner selection
handles.

Q Drag the rotation handle to rotate it.

%o
Charhe has been

i - with the company
[ since 2001, and
Q

?works primarily
| with private

i clients.
O (o) B )

Figure 14-21: Drag the
object’s border to move it,
or drag a selection handle to
resize.

You can specify an exact size for an object in the Size group:

OThe tab on which the Size group appears depends on the
object type. For example, for a picture, it's on the Picture
Tools Format tab, and for a chart it’s on the Chart Tools
Format tab.
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@ Set an exact height in the Height box.
Q Set an exact width in the Width box.

Hd - B 4 - Presentation2 - PowerPoint Picture To... 3l

- =] X
Home Insert Design  Transitions ~ Animations  Slide Show  Review  View  Format me what you want to do.. Faithe Wempen [FSRSIEGS

o) - LZ picture Border - Bring Forward = [2 - | x

EE Corrections~ I LZ Picture Border~ ) Bring Forward ~ [ ! $Tlae

== & color- Ea — | | — et El -| @ Picture Effects = I Send Backward -

Remove  __ - = o op- P Tleter &
Background L2 Artistic Effects - 3 - = | & picture Layout - i Selection Pane AT e

Adjust Picture Styles s Arrange size 5~

Figure 14-22: Control an object’s size precisely with the Height and Width settings.

Delete slide objects

To delete an object on a slide, select the object and press Delete
on the keyboard. You can get a deleted object back immediately
after deleting it by using Undo. Click the Undo button on the
Quick Access toolbar or press Ctrl+Z. (See @ in Figure 14-23.)

Q

H - B & -

Figure 14-23: Undo a deletion with the
Undo button or Ctrl+Z.
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CHAPTERFIFTEEN

Formatting a
Presentation

OHe reason PowerPoint is so popular

is that it’s easy for anyone to create
great-looking presentations. In this chapter,
you learn how simple and even fun it is

to create different looks for your presenta-
tions, including different themes, colors,
and fonts. You also learn how to modify the
presentation’s overall formatting in Slide
Master view, and how to format text boxes
and placeholders. Finally, you learn how to
create and format SmartArt graphics that can
change dull bulleted lists into interesting
graphical diagrams.

Understanding templates
versus themes

Back in Chapter 14, you learned how to
create a presentation based on a template,
and the template came with its own theme
settings, such as font, color, and background
choices. So what's the difference between a
template and a theme? Doesn’t a theme pro-
vide all those things too? Perhaps a quick
overview is in order before we launch into
themes in this chapter.

9781119144601-ch15.indd 359

In This Chapter

u=Changing the theme

u=>Changing the presenta-
tion colors and fonts

= Modifying the theme in
Slide Master view

= Enabling footer
placeholders

u=>Formatting text boxes
and placeholders

u=>Creating SmartArt
graphics

= Modifying the structure of
a SmartArt graphic

= Formatting a SmartArt
graphic
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A template is a file on which you can base new presentations.
PowerPoint templates typically have a .potx extension (or a
.potm extension if macro-enabled). A template file may contain
one or more themes (that is, sets of design choices), plus one or
more slides containing sample content.

A theme is both simpler and more complex than a template. A
theme can exist either inside of a template or as a separate file
with a .thmx extension. A theme is simpler in that it cannot hold
some of the things that a template can, such as sample content.
A theme can provide only variant, font, color, effect, background,
and layout settings. On the other hand, a theme can also do more
than a template, in that you can apply a theme saved as a sepa-
rate file to other Office applications, so you can share the theme's
formatting settings with Word or Excel, for example. You can’t do
that with a template.

Change the theme

As you learned in Chapter 9, Office applications share a com-
mon set of themes. A theme includes color choices, font choices,
and effect choices. Chapter 2 and Chapter 9 offer longer expla-
nations of the features if you didn’t catch them the first time
through.

Themes are especially important in PowerPoint because there’s
typically more color and flash in a presentation than in a doc-
ument or a spreadsheet. Accordingly, themes have a few extra
features in PowerPoint:

Q Many themes provide decorative background graphics that
repeat on each slide.

G Certain slide layouts, such as title slides, may have
different background graphics than the other slides.

@ You can choose variants of a theme. Usually a variant is
the same theme with a different background color and
color scheme, but for some themes the variants have
different background graphics as well.
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Figure 15-1: Theme features in PowerPoint.

To change the theme, follow these steps:
ﬂ On the Design tab, in the Themes group, choose a theme.

You can click More to see additional themes. (See () in
Figure 15-2.)

9 In the Variants group, click the desired variant of the
chosen theme.

Most themes have only a few variants, but if there are
more than can be displayed in the Variants group, you can
click the More button in that group to see the additional
variants. (See (@) in Figure 15-2.)

©- 06 B 4- - Presentation2 - PowerPoint [ca - g x

Home Insert Design Transitions mations Slide Show Review  View Q Tell me what you want to do. Faithe Wempen
Aa
e Slide Forma(
varian

Slze Background

Themes Customize ~

Figure 15-2: Choose a theme and a variant.

") You can modify most aspects of the theme, including removing
or repositioning the background graphics and the placeholders,
in Slide Master view. See “Modify the theme in Slide Master
view” later in this chapter for details.

It is generally expected in business presentations that you will
use the same theme across all the slides in your presentation,
because it makes for a more consistent and professional look.
However, you might occasionally have a situation where you
need to use a different theme, or perhaps a different variant of
the theme, for certain slides.
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To apply a theme or a variant of a theme to only certain slides,
do the following:

a In the Slides pane in Normal view, or in Slide Sorter view,
select the slide(s) to affect.

e On the Design tab, right-click the desired theme or variant.
e On the menu that appears, click Apply to Selected Slides.

B -0 T $- - Presentation? - PowerPoint =1 X
Home Insert ~Design = Transitions  Animations  Slide Show  Review  View  Q Tell me what you want to do.. Faithe Wempen
_I - - Apply to Mat(m”g Slides
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Applma Selected Slides =
* Welcome
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« Introduction of the company

+ Operations

* Sales

= Finance

* Personnel

+ Legal

= Adjournment

Click to add notes

= Notes Wl comments
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Figure 15-3: Apply a theme or variant to only certain slides.

Change the presentation colors and fonts

Just like in Word and Excel, you can change the color and font
schemes separately from the theme itself. The main difference in
PowerPoint is in where those commands are located.

Here’s how to access the color schemes:

© On the Design tab, click the More button in the Variants
group.

H -6 B - - Presentation2 - PowerPoint [ca - g x

Home Insert Design = Transitions ~ Animations ~ SlideShow  Review  View  Q Tell mewhatyou want to do Faithe Wempen

v 2 _l Slide mea(
Size ~ Background
Themes \Variants Customize A

Figure 15-4: Click More in the Variants group.

9 Point to Colors.
9 Click the desired color scheme.
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Figure 15-5: Choose a different color scheme.

\3 . . g
< Yes, you can customize the color schemes, just like in Word and

Excel. Just click Customize Colors to get started with that. Check
out “Create a custom theme” in Chapter 9 for help.

It's pretty much the same thing for the font schemes:

1. On the Design tab, click the More button in the Variants
group.

9 Point to Fonts.

e Click the desired font scheme.
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Figure 15-6: Choose a different font scheme.
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Modify the theme in Slide Master view

Slide Master view is where you can really get down to the nitty-
gritty of formatting a presentation. It enables you to customize
the theme formatting by changing colors, backgrounds, layouts,
fonts, and more. Here are some things to keep in mind about
Slide Master view:

0 To enter Slide Master view, choose Viewr> Slide Master.

H -0 B &- - Presentation2 - PowerPoint B - &8 X
Slide Master ~ Home Insert  Transitions  Animations  Review | View | Q Tell me what you want to do Faithe Wempen
EEEE R MY D 5 QD S0
— Gridlines = Grayscale = B Cascade =
Normal Outline Slide Notes Reading  Slide Handout Notes Zoom Fitto New Switch Macros
View Sorter Page View Master Master Master — CUides Window mmBlack and White  Window B2 Move Split  windows -

Presentation Views Master Views Show 5 Zoom Color/Grayscale Window Macros ~

Figure 15-7: Enter Slide Master view.

In Slide Master view, the navigation pane at the left shows
thumbnail images of slides.

@ The topmost thumbnail is the theme master, and it represents
the theme as a whole. Any changes you make to this slide
affect all slides that use that theme, regardless of their layout.

O Each of the thumbnails beneath that topmost one is a layout
master and represents an individual layout. Any changes you
make to one of these affect only slides that use that layout.

Q If you need to know which layout a particular thumbnail
represents, point at it with the mouse and read the name
in the ScreenTip. The ScreenTip also tells how many slides
in the presentation use that layout.

B -0 © §&- - Presentation? - PowerPoint ® - ] x
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—@ CLICK TO EDIT MASTER TITLE STYLE

ltte Slide Layout: used by slide(s) 1 - Edit Master text styles
« Second level
= Third level
« Fourthlevel
« Fifth level

Figure 15-8: Customize slides in Slide Master view to affect many slides in the presen-
tation at once.
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G If there is more than one theme applied in the presentation
(for example, if you chose to apply an alternate theme or
variant to selected slides), there will be multiple theme
masters in the navigation pane. Scroll down to find the
other(s).

Figure 15-9: Scroll
down in the naviga-
tion pane to find other
themes used in this
presentation.

The following sections outline some things you can do in Slide
Master view.

Create a new layout

Before you start fiddling with a layout, it's a good idea to make a
copy of it. Then you can make your changes to the copy, and the
original layout remains safe.

To duplicate a layout, right-click a layout master and choose
Duplicate Layout. (See 0 in Figure 15-10.)
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Figure 15-10: Duplicate a
layout.

You can also create a new layout from scratch. To do so, follow
these steps:

6 Select the theme master (the big slide at the top of the
navigation pane).

e Click Insert Layout.

H - 0 B 4
Slide Master Home In
I :| | _@ Delete | |

i =» Rename
Insert Slide Insert Master
Master  Layout 3 Preserve Layout

Edit Master

Figure 15-11: Create a new
layout.

A new layout appears in the navigation pane, below the
other layouts for that theme. (See @) in Figure 15-12.)

The new layout contains a title placeholder, but no con-
tent placeholders. (See (@ in Figure 15-12.)

If the theme master contains a slide number, footer, or
date placeholder, the new layout inherits them. (See () in
Figure 15-12.)
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Figure 15-12:The newly created layout.

To add content placeholders to the new layout, see, “Add
placeholders” later in this chapter. To reposition any of
the placeholders on the layout, see “Reposition and resize
a placeholder.”

Remove placeholders

To remove a placeholder from a layout, select the placeholder’s
outer frame and then press Delete on the keyboard.

@‘“NG! Make sure you have the correct layout master or theme master
selected in the navigation pane before you delete a placeholder.
Deleting a placeholder from the theme master also removes it
from all layouts; deleting from a layout master affects only that
layout.

Certain placeholders can be hidden (that is, toggled off) without
deleting them. That's useful in case you might want to toggle
them back on again later. Consider Figure 15-13:

0 To temporarily hide the title placeholder, clear the Title
check box on the Slide Master tab.

QTO temporarily hide the slide number, footer, and date
placeholders (all of them as a group), clear the Footers
check box there.
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Slide Master ~ Home  Insert  Tra Animations  Review  View  Q Tell me what you want to do, Faithe Wempen

— ] Colors - ] Background Styles * ]
(ST Ve Bl cor - ez s [ B3
[ Rename Fonts - Hide Background Graphics
Insert Slide Insert € Insert V| Footers Themes — lide Close
erve . . [@) Effects - o
Master  Layout out Placeholder Size Master View
Edit Master Master Lay; Edit Themne Background 5 Size Close ~

Figure 15-13:You can clear check boxes to hide certain placeholders.

When working with the theme master (not an individual layout
master), you can toggle each of the default placeholder elements
on or off; this change affects all layouts under that theme. Follow
these steps:

c Make sure the theme master is selected in the navigation
pane.

9 On the Slide Master tab, click Master Layout.

e In the Master Layout dialog box, clear the check box for
any element you don’t want to use.

O Click OK.

H - B & -
Slide Master =~ Home Insert  Transitions ~ Animations Review

= 52 e :
i 5 Rename
Insert Slide Insert Master t oot Themes .
Master  Layout 3 Preserve Layout Placeholdel - ffec
Edit Master Master Layout Edit Theme

-

Master Lay...

Placeholders
Title
Text

D Date

= Fifth level

Figure 15-14: The check boxes in the Master Layout
dialog box affect all layouts.

QWING/ Enabling the placeholders for footer, slide number, and date
does not make those elements automatically appear on the
slides. All it does is define where those items will go if you choose
to enable them. See “Enable footer placeholders” later in this
chapter to learn how.
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Add placeholders

To add a placeholder to a slide, follow these steps:

o Make sure the desired layout is selected in the navigation
pane.

e On the Slide Master tab, click Insert Placeholder.

9 Click the desired content type. Content is the most flexible;
the other choices limit users to a specific type of content.

H - B - =
Slide Master Home Insert Transitions Animatiol
I ‘ ‘ | G Delete Title
i [z, Rename 2
Insert Slide  Insert Insert V| Footers 11
Master Layout Placeholder ~ h

Edit Master

}El SmartArt

Figure 15-15: Add a placeholder.

o Drag on the slide to draw a rectangular frame where
the placeholder should appear. A colored box appears
showing the dimensions of the new placeholder.

3

CLICK TO EDIT MASTER TITLE STYLE

Figure 15-16: Draw the placeholder on the layout
master.
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When you release the mouse button, the new placeholder
appears on the slide. See the next section if you need to move
or resize it.

Reposition and resize a placeholder

Placeholders are like any other objects on a slide. You can move
and resize them freely:

QTO move a placeholder, drag its border (but not a selection
handle).

eTo resize a placeholder, drag a selection handle.

« Edit Master text styles
« Second level
= Third level
= Fourthievel
« FHfth level

Figure 15-17: Move and resize a placeholder as you
would any other object.

Hide or remove a background graphic

First, let's get one thing straight: there’s a difference between
hiding a background graphic and removing it. Removing a back-
ground graphic is done on the theme master, and it applies to
all layouts. It is not easily reversible; once you delete the graphic,
it's gone — at least until you reapply the default version of the
theme, which also erases all your other customizations, too. On
the other hand, hiding a background graphic is done on an indi-
vidual layout and is easily reversible.

To hide a background graphic on an individual layout:
0 Select the desired layout master.

e On the Slide Master tab, mark the Hide Background
Graphics check box.
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H -0 T 4- - Presentation2 - PowerPoint m - ] X
Slide Master = Home  Insert ~ Transitons  Animations  Review View @ Tell me what you want to do Faithe Wempen

[EE | Title

[l cotors - &3 Background Styles - E
—— B Rename

onts - [v] Hide Background Graphics
Insert Slide Insert Insert Slide Close

Master  Layout Placeholder - @ effects - Size~  Master View
Edit Master Master Layout it Theme eiground 5 size close ~

V| Footers ™

CLICK TO EDIT MASTER TITLE STYLE

Figure 15-18: Hide the background graphic on an individual layout.

vQ‘“\NG! The preceding steps hide any background graphics that have
been inherited from the theme master. They do not hide any
background graphics that are directly located on the layout
master. To delete those, select them and press Delete. (But
remember, if you delete, rather than hide, they're gone for good.)

To delete a background graphic for the entire theme:
0 Select the theme master.
e Select the graphic to be deleted.
3. Press the Delete key.

d ©- Lo Presentation2 - PowerPoint Picture To... m - =1 x
Slide Master  Home Insert  Transitions ~ Animations ~ Review  View  Format  Q Tell me Faithe Wempen

hat you want to do
I :\ [ 7\ X Delete ‘7‘ I Colors - 5] Background Styles ~ li E

) GRename
Insert Slide Insert Master Slide Close
Size~ Master View

Master Layout G# Preserve  ayout
Edit Master Master Layout

Figure 15-19: Delete a graphic from the theme master.

Change the text size

In most cases, it is best to leave the text in the theme's place-
holders set to the default size. Locking in the text to a fixed size
can result in some awkward-looking layouts if you later change
themes or fonts. You can change the fonts used by choosing a
different font scheme, as you learned earlier in the chapter.

However, sometimes you might need to change the text size,
either for all layouts (on the theme master) or for an individual
layout. For example, if the bulleted text in a Content placeholder
is too small for the audience to read comfortably, you might
bump it up a few points.
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To change the text size for a text placeholder, you can use any of
the standard methods of changing font size that you've learned
throughout this book. I prefer to use the Shrink Font and Grow
Font buttons rather than choosing specific sizes, personally,
because that way I can change multiple outline levels at once.

Follow these steps to increase the font sizes for all outline levels
on a Content placeholder, for example:

0 Select the theme master or an individual layout master.
(It's usually better to change the theme master because
then the font size is consistent across all layouts.)

e Drag to select all the text in the Content placeholder, or
click inside the placeholder and press Ctrl+A.

e On the Home tab, click the Grow Font button until the
fonts are sufficiently larger.

If you wanted the fonts smaller, you could instead click
Shrink Font. (See @) in Figure 15-20.)

H ©- ¢ T TR Presentation2 - PowerPoint Dral
Slide Master Home Insert TransitiomsQAnima‘tions Review iew
2= =

ol
% Century Gothic~[16+ ~| A" A A 1=

.
Il
‘

SE
Paste . New Bipelete B I U S sbe AY- AaffJA - = = =
- Slide -
Clipboard ™ Slides Font

.

Z'j ITM

ourth |
= Fifth |

Figure 15-20: Shrink or grow the text in the Content placeholder
on the theme master.

Exit from Slide Master view

When you are finished working in Slide Master view, click the
Close Master View button on the Slide Master tab. (See Q in
Figure 15-21.)
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Slide Master = Home  Insert  Transitions ~ Animations ~ Review  View Format Q@ Tell me what you want to do. Faithe Wempen

I *‘ G Delete ‘*‘ N [l Colors - &) Background Styles - [i M
[A] Fonts - Hide Background Graphics

GiRename
N Footers  Themes Derects - slide Close
- et Size~  Master View

Insert Slide  Insert Master  Insert
Master Layout G# Preserve | ayout Placeholder
Edit Master Master Layout Edit Theme Background 5 size Close ~

tle

Figure 15-21: Exit from Slide Master view to return to normal editing of individual slides.

) There are also Master views for handouts and notes pages. You
can these to customize the layout of your printouts of those
items. They aren’t covered in this book, but you may want to
experiment with the Handout Master and Notes Master buttons
on the View tab on your own.

Enable footer placeholders

As I mentioned earlier in this chapter, just having the footer,
slide number, and date placeholders on a slide is not enough to
make anything appear in them. You have to enable those items.

Those items, by the way, are collectively known as footer place-
holders, even though only one of them is technically the footer,
and even though, depending on the theme and layout, some of
them may appear at the top rather than the bottom of each slide.

To enable one or more of them, follow these steps:

o Exit from Slide Master view if you're still there. See the
preceding section.

9 If you want to affect only certain slides, select them in the
Slides pane in Normal view, or select them in Slide Sorter
view. Normally you will want the setting to be consistent
throughout the entire presentation, but there might be
special circumstances, such as wanting to place certain
items only on the first or last slide.

3. On the Insert tab, click Header & Footer.

H ©9-0 ® 4- - Presentation2 - PowerPoint Ja I
Home | Insert = Design Transiions  Animations  SlideShow  Review  View  Q Tell mew vatﬁ nt to do Faithe Wempen
*‘ [@Online Pictures [ Shapes~ & + A i)
[ o & Store ) et
New Table Ficures 2SSO TDSmanAn k c it Text Header W dAnE Equation S Video Audio S
ew Table Pictures ® My Add-ins - Hyperlink Action  Comment ~ Te: eader Wor quation Symbol Video Audio  Screen
Slide~ - Ephoto Album = all Chart i Box &Footer - 9 - - - Recording

Slides | Tables Images lustrations Add-ins Links Comments Text Symbols Media ~

—— .

ACHE CORRORATON

~|

Figure 15-22: Choose Header & Footer to enable footer placeholders.
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e If you want the date or time to appear, mark the Date and
Time check box:

e You can choose a date or time format from the Update
Automatically drop-down list.

e Click Fixed if you don't want the date to update
automatically, and then enter the desired date in the
Fixed text box, in the format you prefer.

e If you want the slide number to appear, mark the Slide
number check box.

@ If you want the footer to appear, mark the Footer check
box, and then type the desired text in the footer text box.

If you don’t want these elements on the title slide, mark
the Don’t Show on Title Slide check box. (See @ in
Figure 15-23.)

0 Click Apply to apply the setting only to the selected slides,
or click Apply to All to apply it to the entire presentation.

Header and Footer ? X

slide  Notes and Handouts

Include on slide Preview

Date and time
7777777 _—

@ Update automatically

[
05/25&015 ~

Language: Calendar type:

English (United States) ~ | |Gregorian
Fixed

8/24/2015

5 Slide number

6 Eooter

ACME Corporation

c D Don't show on title slide 7

Apply Apply to All Cancel

Figure 15-23: Choose what you want to appear as footer
information.

Format text boxes and placeholders

Each placeholder box, and each manually placed text box, can
be formatted in several ways. Of course, you can format the
text itself, like you do with any text, but you can also format its
border and its fill:

O Border (or outline) refers to the line around the outside
of the box. A border can have a line style (like dotted or
solid), a line weight (thickness), and a line color.
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@ Fill refers to the background inside the box. A fill can
be a solid color or can be a pattern, gradient, texture, or
photo.

B
0 Charlie has been
with the company

since 2001, and
works primarily with
private clients.

Figure 15-24: A text box
has a border and afill.

") If you have a manually created text box where the text overflows
the box, no matter how you try to resize the box, do this: Right-
click the text box and choose Format Shape. In the Format Shape
task pane, click Text Options and then click the Textbox icon.
Change the AutoFit setting to either Do not Autofit or Shrink text
on overflow.

Apply a shape style

Shape styles provide a simple way of formatting a text box using

one of the theme’s colors. Each shape style includes a fill setting,

a border setting (even if that setting is “no border”), and in some
cases effect settings such as a beveled edge.

To apply a shape style:
6 Select the text box.

@ on the Drawing Tools Format tab, click the More button
to open a gallery.

d - ® 8- Presentation2 - PowerPoir|
Home Insert Design  Transiions  Animations  Slide Show R

ENNO0O]E &1 shape Fill -

AL LD SE-E ‘/Abc‘ -| L ghape Outline =
gL} AE — %

e Effects -

Insert Shapes shape Styles

1 —_—
Acwe comsomAnoN
2 — T
fm‘ Charlie has been
= with the company
® since2001,and @

3 — works primarily with
—7' S private clients.

Figure 15-25: Select the text box and then
open the Shape Styles gallery.
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e Click one of the shape styles.

Each row contains the same style implemented in a
different one of the theme's colors.

Theme Styles -

) ~ - o
Abc Abc Abc Abc Abc Abc
) L J )
@
P -

. — et — Aoe
[— -
80 8e
——

»

Other Theme Fills

Figure 15-26: Select the desired shape style.

Format a text box border

Don't like the default outline, or the one that the shape style
provided? Set a text box’s outline manually as follows:

1. Select the text box.
@ On the Drawing Tools Format tab, click Shape Outline.
3. Click the desired outline color.

0 Choose a theme color to allow the color to change if
you change themes or color schemes later.

e Choose a standard color to assign a fixed color.

Q Click More Outline Colors to choose a fixed color
from a dialog box.

Q Click Eyedropper and then click a color somewhere
else in the presentation to pick up that color for use as
the text box’s border color.
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Theme Colors
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©

Standard Colors
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V4 Eyedropper@
= Weight<@) y

Figure 15-27: Choose the
outline color.

e If you want to change the outline weight, click Shape
Outline again to reopen the menu. Then click Weight and
then click the desired weight.

e If you want to change the outline style, click Shape
Outline again to reopen the menu. Then click Dashes and
then click the desired line style.

Format a text box fill

Text box fill options are similar to those for the outline, as
detailed in the previous section. You can choose a theme color or
standard color, or you can pick up a color with the Eyedropper.

In addition to those choices, though, you can also do any of the
following for the text box’s fill:

o Click Picture and then select a picture to use for the text
box background.

@ Point to Gradient and then click the desired gradient
option, or click More Gradients to configure a custom
gradient.

Q Point to Texture and then click the desired texture. A texture
is a small image that is tiled (repeated) to make it look like
one unified surface.
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Theme Colors
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Pl

Standard Colors

mE EEEEN
No Fill

5'"1 More Fill Colors...

V.4 Eyedropper
picture.. <)

[l Gradient<@® ’
Texture <@ J

Figure 15-28: Fill options
for a text box.

Apply text box effects

The same effects apply in PowerPoint as with objects in the other
Office applications, but in PowerPoint these effects are perhaps
more useful and relevant because of the graphical nature of a
presentation as compared to a spreadsheet or letter.

To apply text box effects, follow these steps:
1. Select the text box.
e On the Drawing Tools Format tab, click Shape Effects.

e Point to one of the menu options to display its
submenu.

Preset offers a variety of presets that span more than one
of the effect categories, such as beveling plus 3-D rotation
or a shadow. (See @) in Figure 15-29.)

e Click the desired setting on the submenu.

You can click the Options command at the bottom of a
submenu to open a task pane containing more options
for that effect. (See @) in Figure 15-29.)
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Figure 15-29: Choose an effect.

So what are these text effects? Table 15-1 has a quick summary.

Table 15-1 Text Effects Applied to a Text Box

Effect Description Example
Shadow Places a shadow behind ACME

the box, as if a light were
shining on its face.

Reflection Shows a faint reflection ACME
of the box, as if it were
sitting on a shiny surface.

Glow Adds a colored glow ACME
around the outside of the
box.

Soft Edges Makes the edges of the ACME
box somewhat fuzzy.

Bevel Makes the edges of the

ACME

box look like they are D
raised and beveled.

3-D Rotation Tilts the box using 3-D g
perspective. @
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Create SmartArt graphics

SmartArt is a special class of graphic object that combines
shapes, lines, and text placeholders. SmartArt is most often used
to illustrate relationships between bits of text.

You can create a SmartArt graphic from scratch and then enter
the text into it, or you can convert the existing paragraphs on a
slide into a SmartArt graphic.

Table 15-2 summarizes the types of SmartArt you can create.
Note that each of the types has many different designs, so you
<P aren’t limited to the graphic shown in the Example column.

SmartArt is available in Word and Excel too; it’s not just a
PowerPoint feature.

Table 15-2 SmartArt Graphics
Type Description Example
List Presents information in

a straightforward, text-
based way, somewhat
like a fancy outline.
Useful when the infor-
mation is not in any par-
ticular order, or when the
process or progression is
not important.

* Northeastern Conference Meeting

Marketing
+ ACME Industrial Trade Show
+ Davis Manufacturing Analysis

Operations
Accounting

Personnel

* North Star Recruiting
* Key Temporary Staffing.

Process

Similar to a list, but with
directional arrows or
connectors that show
the flow of one item to
another.

Program Design

Tester Feedback

Cycle

Illustrates a repeating
Or recursive process in
which there is no fixed
end point.

Hierarchy

An organization chart,
showing structure and
relationships between
people or things in stan-
dardized levels.

Owner arris

. | Bentley
Directors Brr m
Ashley Duncan Sheldon
WL
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Type

Description

Example

Relationship

Illustrates how parts
relate to a whole. One
common typeis aVenn
diagram, shown here.

Corporate
Trainers

Academic Content
Instructors Developers

Matrix

Also shows relationships
of parts to a whole,

but it does so with the
parts in orderly looking
quadrants and does not
reflect a relationship
between the items.

X0

ope¥

Pyramid

A striated triangle with
text at various levels,
representing the rela-
tionship between the
items and also implying
that some items are
more important or less
numerous.

Executives

Managers

Workers

Picture

Any of the above types
of diagrams that contain

placeholders for pictures.

Create a new SmartArt graphic

Here’s how to create a new SmartArt graphic:

o Click the SmartArt icon in an empty Content placeholder

on the slide.

r

Insert a SmartArt Graphic

Figure 15-30: Select the
SmartArticon.

You can also choose Insert=>SmartArt, but doing so creates
a free-floating SmartArt, rather than it being attached to

a placeholder. When possible, it’s better for objects to be
associated with placeholders, because it makes the transi-
tion smoother if you switch designs or layouts.

e Click the desired category.

\\J
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e Click one of the designs.

A preview of the selected design appears, along with its
description. (See @) in Figure 15-31.)

O Click OK.

Choose a SmartArt Graphic

Process

D?ﬁﬁﬁ

Cycle

P
I
No

Hierarchy

Relationship

Matrix

Pyramid

L @ I B

Pirtura

BEE e EEE_I BeErE

Ooo0ee s> Basic Chevron Process
- Use to show a progression; a timeline;
sequential steps in a task, pmc?/
workflow; or to emphasize movément or
oD direction. Level 1 text appears inside an arrow

shape while Level 2 text appears below the
arrow shapes.

4 e

Figure 15-31: Select the SmartArt icon.

e Type the text that should appear into each box, clicking a
box to move to it as needed. Text automatically resizes as
needed to fit in the available space in the shape:

@ You can also type text in the Text pane.

Q If the Text pane doesn’t appear, click Text Pane on the

SmartArt Tools Design tab.

H - 0 B &-
Home Insert Design  Transitions
t ape ~ € Promote Move Up
=] AdgBullet Demote ¥ Move Down
ETextPane & Rightto Left 5% Layout

Create Graphic

2 —

= Type your text n@

A\
 Identify consumer need
3 * [Text]

= ® [Text]

Basic Chevron Process...

5 [
p-=> D 4

Click to add notes

Slide5 of 5 [  English (United States)

Presentation2 - PowerPoint SmartArt Tools el -

s X
Animations ~ Slide Show ~ Review ~ View | Design | Format  Q Tell me what you want to do, Faithe Wempen

- - ] H L) .. 7‘ b
==) QOO0 === \7| e T IDED IOED MNED WM - =
L — vl ,7E Colors ~ e T Graphi

Layouts SmartArt styles Reset ~

7 B
‘ CLICK TO ADD TITLE

“Identify N

consumer
need
0,

< Notes B Comments

Reset Convert

3

c

“nld

Figure 15-32: Type text into the SmartArt graphic’s placeholders.
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Convert existing text to SmartArt

An existing bulleted list (or other set of paragraphs with or
without bullets) can easily be converted to a SmartArt graphic.

Here's how:

a Select the paragraphs.
9 On the Home tab, click Convert to SmartArt Graphic.

e Click More SmartArt Graphics.

If you happen to see the layout you want, you can click
it in step 3 and then skip the rest of the steps. (See Q in

Figure 15-33.)
o Click the desired category.

-0 ®» - = Presentation2 - PowerPoint Drawing Tools = o = x
Q Tell me what you want to do.. Faithe Wempen

=]
Home Insert Design Transitions Animations Slide Show Review View Format
= == - - ENNOOO- | [ () D shapefili~ OFind
U L4’ 7 shape Outline - 3. Replace -

.n >
&) % ElLayout Century Gothic~[22 ~| A" A B &
e =R p EIReset - - A11$@E'A bl
aste ew = ko mrange Quic
N A %N q Y K g o5 - @ Shape Effects~ 3 Select -
Editing

= & N

Apge
¥ lide~ O Section~ BT USakA-Aa
Font

- s ==
0

T =E

‘ ]

| amm 05

==

o . ] S

- Identify unmet consumer nee -

* Plan product features i

Develop product . E

« Test for usability

| T& More SmartArt Graphics. 0
o Release product

-+ Collect consumer feedback

Clipboard = Slides

~ Click to add notes
£ Notes Bl comments B

English (United States)

Slide 6 of 6 (%

Figure 15-33: Click Convert to SmartArt Graphic on the Home tab.

© Click one of the designs.
A preview of the selected design appears, along with its
description. (See @) in Figure 15-34.)

@ Click OK. The text is replaced by a SmartArt graphic that
uses that same text.
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Choose a SmartArt Graphic 7 X
~
% b -
=
- -
2= Process -
h
& ey Bl 0
B Relationship Continuous Cycle
Use to represent a continuing sequende of
EE, Matrix stages, tasks, or events in a circular flow.
Emphasizes the connection between all
compaenents. Works best with Level 1 text only.
é Pyramid
2| pirtira hd
6 coc

Figure 15-34: Select the design to use.

Edit and format SmartArt text

All SmartArt has text placeholders, which are basically text boxes.
You simply click in one of them and type. Use the usual text-
formatting controls (Font, Font Size, Bold, Italic, and so on) on
the Home tab to change the appearance of the text. Some things
to note about SmartArt text:

QYou can also select the text and then use the formatting
tools on the mini toolbar.

@You can also type, edit, and format text in the Text pane.
The formatting will not preview in the Text pane, however.

Q Another formatting option is to use WordArt Styles group
on the Format tab to apply WordArt formatting.

B 9 ECIE T Presentation2 - PowerPoint Smartart Tools I = X
Home Insert Design  Tramsitions  Animations  Slide Show  Review  View  Design Format  Q Tell me whatyou want to do. Faithe Wempen

[ Change Shape - . JR— £ shape Fills, A Text Fill - W, =
5 Larger Abc Abc Abc Abc Abc | [-|[Z shape A A A ~| A Text Outline
Edit J _Jr - Arrange  Size
2D D Smalter =| & Shape Effects - = A Text Effects~ | - N
Shapes Shape Styles 5 WordArt Styles | ~
sppecsmsenean B rMRuUUvuULCl vey TCTCLE |
L~
) — —
s Type your text here x |7 — '
e Century -[13 - A A
S 6- Identify unmet consumer needs BIU===A
# Plan product features

* Develop product

* Test for usability

# Release product

-y
Plan product
features
® Collect consumer feedback

Continuous Cycle Release Develop
Use to represent a continuing sequence of (PO [ Vi
stages, tasks, or events in a dircular flow.

Emphasizes the connection between all

components. Werks best with Level 1 text only.

Learn more about Smartart graphics

Click to add notes

slide6 of 6 L[4 English (United States) = Notes W Comments.

Figure 15-35: Edit SmartArt text.
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The text in the outline pane is not always in the order you would
expect it to be for the graphic because it forces text to appear in
linear form from a graphic that is not necessarily linear. It does
not matter how the text appears in the Text pane because only
you see that. What matters is how it looks in the actual graphic.

Here are some tips for working with SmartArt text:

® To leave a text box empty, just don’t type anything in it. The
[Text] placeholders do not show up in a printout or in Slide
Show view.

e To promote a line of text, press Shift+Tab; to demote it, press
Tab in the Text pane.

e Text wraps automatically, but you can press Shift+Enter to
insert a line break if necessary.

® [n most cases, the text size shrinks to fit the graphic in which
it is located. There are some exceptions to that, though; for
example, at the top of a pyramid, the text can overflow the tip
of the pyramid.

e [f you resize the SmartArt graphic, its text resizes automatically.

o All of the text in a SmartArt graphic is the same size, so if you
enter a really long string of text in one box, the text size in all
of the related boxes shrinks too. You can manually format parts
of the SmartArt graphic to change this behavior. For example,
you can select one shape and choose a different font size for
the text in it.

Modify the structure of a SmartArt graphic

\NG/
S
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The structure of the SmartArt graphic includes how many boxes
it has and where they are placed. Even though the graphic types
are all very different, the way you add, remove, and reposition
shapes in them is surprisingly similar across all types.

Not all SmartArt graphic types can accept different numbers of
shapes. For example the four-square matrix graphic is fixed at
four squares, and you can’t add or remove shapes.

Insert a shape
To insert a shape:

1. Click a shape that is adjacent to where you want the new
shape to appear.

9 On the SmartArt Tools Design tab, click the arrow on the
Add Shape button to open a menu.
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e Click the desired shape to add. The choices on the

menu depend on the graphic type and the type of shape

selected.

If you click the face of the Add Shape button instead of
the arrow, you add a shape of the same level and type as
the selected one, and the menu does not appear. (See 0

in Figure 15-36.)

HE - [ECIR

Home Insert Design

aphic
I—
| s

2 — =

T Add Shape «@) Promote 1 Move Up
[l Add Shape After te ¥ Move Down|

"i'ﬁ Add Shape Eeforeo'D Left Layout

Figure 15-36: Add a shape.

Delete a shape

To delete a shape, click it to select it in the SmartArt graphic, and
then press the Delete key on the keyboard. You might need to
delete subordinate shapes before you can delete the main shape.

Promote and demote text

The difference between a shape and a bullet is primarily a matter of
promotion and demotion in the Text pane’s outline. The Text pane
works just as the regular Outline pane does in this regard; you can
promote with Shift+Tab or demote with Tab. You can also use the
Promote and Demote buttons on the SmartArt Tools Design tab.

Reorder shapes or change

the flow direction

You can easily reorder individual shapes. For example, suppose
you have a graphic that illustrates five steps in a process and you
realize that steps 3 and 4 are out of order. You can move one of

them without having to retype all of the labels:

0 Select a shape and then on the SmartArt Tools Design tab,

click Move Up or Move Down.

Each SmartArt graphic flows in a certain direction. A cycle
graphic flows either clockwise or counterclockwise. A
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pyramid flows either up or down. If you realize after typing
all of the text that you should have made the SmartArt
graphic flow in the other direction, you can change it.

9 Click the Right to Left button on the SmartArt Tools Design
tab. It is a toggle; you can switch back and forth freely.

H - © &
Home Insert Design Transitions
T_—I Add Shape ~ PBromote 1 Move U
[=]Add Bullet ~ >Sg¥mote ¥ Move Down | §
E Text Pane (:) Right to Left Layout

Create Graphic

Figure 15-37: Use the buttons on the
Design tab to reorder the shapes.

Reposition shapes

You can individually select and drag each shape to reposition
it on the SmartArt graphic. Any connectors between it and the
other shapes are automatically resized and extended as needed.

Reset a SmartArt graphic

After making changes to a SmartArt graphic, you can return it to
its default settings.

On the SmartArt Tools Design tab, click Reset Graphic. This
strips off everything, including any SmartArt styles and man-
ual positioning, and makes it exactly as it was when you
inserted it, except it keeps the text that you've typed. (See @) in
Figure 15-38.)

ca) - & X
to do... Faithe Wempen
o, P
SiR=")
| B e - Reset Convert
Graphic -
Reset ~

Figure 15-38: Reset the graphic.

Change to a different layout

When you insert a SmartArt graphic you choose a type, and you
can change that type at any time later:

QTO change the layout type, choose from the Layouts gallery
on the SmartArt Tools Design tab.
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9 If the type you want doesn’t appear, click More Layouts at
the bottom of its menu to redisplay the same dialog box
as in Figure 15-34, from which you can choose any layout.

Hd - B 3- - Smartart Tools

Home Inset Design Transiions  Animations \gde Show  Review  View  Design | Format @ Tell me whatyou want to do.. Faithe Wempen

t1AddShape - & Promote 1 Move Up = Y = o % — - Y - - [ Pl_l
EJAddBullet > Demote ¥ MoveDown | ©1 51 EJ 3 ° 1 B 39

= =Jel= Ch Reset Convert
Hltetbane] @ Right to Left 5 Layout EE  EaE EeE Y (Dlau"rg{ [ N N NN N N N e Gr;i.[ ke

Create Graphic Layouts Smartart styles Reset ~

Figure 15-39: Choose a different layout.

Format a SmartArt graphic

Next let’s look at some ways to improve the appearance of a
SmartArt graphic. You can format a SmartArt graphic either auto-
matically or manually. Automatic formatting is the default, and
many PowerPoint users don't even realize that manual format-
ting is a possibility. The following sections cover both.

Apply a SmartArt style

SmartArt Styles are preset formatting specs (border, fill, effects,
shadows, and so on) that you can apply to an entire SmartArt
graphic. They make it easy to apply surface texture effects that
make the shapes look reflective or appear to have 3-D depth or
perspective.

To apply a SmartArt style:
1. Select the SmartArt graphic.

@ On the SmartArt Tools Design tab, click one of the
samples in the SmartArt Styles group.

OR
@ Click the More button and then select from a larger list.

H ©- ¢ B 1 Smartart Tools
Home Insert Design  Transitions ~ Animations ~ SlideShow  Review  View  Design = Format @ ’@what you want to do, Faithe Wempen
+ Promot
{1 Add Shape - € Promote A Move Up = =N - . L) 1 © =
2N L) [sas) - = - [w—) = ‘_)C]

[EJAdd Bullet = Demote ¥ MoveDown | & B E1 3 -
2ri out EE  EHE) EIeE (] Change | gum s S S S WS B W 7 Reset Convert
ETextPane @ Rightto Left 5 Layout Colors - Graphic

Create Graphic Layouts SmartArt Styles Reset ~

Figure 15-40: Apply a SmartArt style.

Change SmartArt colors

After you apply a SmartArt style, as in the preceding section,
you might want to change the colors used in the graphic. You
can choose a Colorful scheme (one in which each shape, or the
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shapes at each level, have their own colors), or you can choose a
monochrome color scheme based on any of the current presenta-

tion color theme’s color swatches.
To change the colors:

1. Select the SmartArt graphic.

e On the SmartArt Tools Design tab, click Change Colors.

e Click the desired color combination.

= Notes B Comments B

int Smartart Tools [cal - = X
eview View  Design = Format Q@ Tell me whatyou want to do... Faithe Wempen
() ') »
e o = - - - [ = =
e 1 B $T
|7 - Change B BN BN 0D B0 BN SN B W | Reset Convert
Colors~ Graphic
Primary Theme Colors = Reset
L - -1 CLL
b b ==
L
-
e
| Colorful
- - -
- - - -
] - - - - 9
- - -
Accent 1
% - - - -
- - - - - r -
G o = _m \
- = - ‘
Accent 2 |
[ - - - -
[ = I v | L - - - o
e Y o - - - rs .
t - -
Accent 3
-
{ [ — =
Y
&y Recalor Pictures in SmartArt Graphic 3

Figure 15-41: Change SmartArt colors.

Manually apply colors and
effects to individual shapes

In addition to formatting the entire graphic with a SmartArt
Style, you can also format individual shapes using Shape Styles.
This is pretty much like formatting text boxes, as you learned
earlier in this chapter. Here's a quick review.

1. Select a shape in a SmartArt graphic.

@ On the SmartArt Tools Format tab, select a shape style

from the Shape Styles gallery.
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e (Optional) Fine-tune the style by using the Shape Fill,
Shape Outline, and/or Shape Effects buttons, and their

associated menus.

- - resentation2 - PowerPoint Smy jools -
H -0 B 1 P ion? - PowerPoi cal & X
Home Insert Design  Transitions  Animations Show  Review  View  Design W Format = Q Tell me what you want to do Faithe Wempen
5 Change Shape = — ) J— 2 shape Fill - A Text Fill - - =
==

9 Larger Abc Abc Abc Abc Abc Abc | |- |7 shape Outline - A A A ~| A Text Outline -
Edit ) U G - Arrange  Size
n2-D T Smaller = | @ shape Effects - | A Text Effects - . -

Shapes. Shape Styles n WordArt Styles o ~

Figure 15-42: Format an individual shape manually.
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CHAPTERSIXTEEN

Adding
Movement
and Sound to
a Presentation

ave you ever heard the phrase “Death In This Chapter
by PowerPoint”? It means being bored
to death by a dull, long, lifeless presenta- = Adding slide transition
tion, usually with someone droning on effects
about the slide’s text-heavy content in too

much detail. = Setting slides to advance

manually or automatically

To avoid causing this kind of agony for
your audience, you can enliven your slides
by adding movement and sound to them. = |nserting a sound clip on
You can set up different transition effects aslide

for moving from one slide to another, and
you can animate the individual objects on
a slide so that they enter or exit the slide
or emphasize a certain point. (Don’t go = |nserting a video clip on
overboard in the other direction, though; a slide

too much bling can be worse than none

at all.)

= Animating objects

u=> Associating a sound with
an event

You can also add sound and video clips

to a presentation. In earlier versions of
PowerPoint, some types of video were
difficult to integrate, but today’s PowerPoint
is greatly improved in this area, and you
can integrate many sound and video types
seamlessly into your show.
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Add slide transition effects

Transitions are movements from one slide to another. The default
transition effect is None, which means the slide simply goes
away and the next one appears. Some of the alternatives include
Fade, Push, Wipe, Split, and Cut, to name only a few. Some
things to note about transitions:

QYou can apply transitions from the Transitions tab.

Q Click More in the Transitions to this Slide group to see
more choices.

Some of the transition effects have options that determine
the direction of the action. For example, a Wipe transition
might wipe from the left, right, top, or bottom, or from
one of the corners. Other effects have no such options
because they can happen only one way.

(C )3 options are available, you can click the Transitions tab
and choose them from the Effect Options button.

B -0 ©® &- - Learning Styles.pptx - PowerPgint Drawing Tools al X
Home Insert Design Transitions Animations Slide Show R A View Format Q Tell me what you want to do. Faithe Wempen
) F
mc} — Y — (), Sound: |[No Sound] Advance Slide
PL = L) <2 Eﬁ* ﬂra(iun 0150 = | [v] On Mouse Click
review Y fect
None aut Fade Push Wipe split Reveal || e Wy To AT UO0D0E
Preview Transition to This Slide 3 Timing ~
1 -
* Horizontal In
Learning Styles ? T
O- g 0
| Vertical In i
2 Myths About Learni .
A -
. A Py

Figure 16-1: Apply transitions from the Transitions tab.

Q You can also set several other properties for a transition.
You can assign a sound to it, for example. To do so, open
the Sound drop-down list and select a sound.

0 At the bottom of the Sound list you can click Other Sound
to use a sound file of your own.

G To control the speed of the transition, change the Duration
setting (measured in seconds). A longer duration will make
the transition occur more slowly.

© 1n most cases, you should make all the slides in your
presentation have the same transition, sound (if any), and
duration. To quickly do so, click Apply to All after making
your choices.
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Figure 16-2: Apply transitions from the
Transitions tab.

4
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me what you want to do... Faithe Wempen
), Sound: [No Sound]  -| Advance Slide
@ Duration: 01.50 ﬂ On Mouse Click
E‘)Apply To Allo After: (00:00.00 -
Timing ~

Figure 16-3: Set the transition’s duration,
and optionally apply the same transition to
all slides.

Set slides to advance manually or automatically

You can choose on the Transitions tab how slides advance even
if you do not use any transition effect (that is, transition setting
is None).

By default, slides advance only on mouse click. That means that
no matter how long you leave a slide onscreen, PowerPoint
doesn’t try to advance to the next slide until you give the signal.
(That signal can be an actual mouse click or the press of a key,
such as Enter, spacebar, or the right-arrow key.)

If you want some (or all) slides to advance automatically after a
certain amount of time, you can specify this advancement on the
Transitions tab. You can specify an automatic transition instead
of or in addition to the default On Click behavior. If you mark
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both check boxes, slides will advance immediately on mouse
click, but will also advance automatically after the specified time
interval has passed since the last slide.

To set slides to advance, follow these steps:

a Display the slide to affect, or select multiple slides to
affect in the Slides pane in Normal view, or in Slide Sorter
view. If you want to affect all slides, it does not matter
which slide you select.

9 Click the Transitions tab.

@ Make sure On Mouse Click is marked. (It is marked by
default.)

e To allow slides to advance automatically, mark the After
check box.

e Use the increment arrow buttons to specify an amount of
time (in seconds) in the After box.

@To apply this setting across all slides, click Apply to All.

B -0 B &- - Learning Styles.pptx - PowerPoint \ - %
Home  Insert E&Transmuns Animations ~ SlideShow  Review  View Q) Tell me whatyou want to do. Faithe Wempen
(el T =) Sound: |[No Sound] ~ ~| Alfance Slide
= €
L D @ El - (© Duration: (0150 - | [v] On Mouse Click
Breview None cut Fade Push Wipe Split Reveal || FEffect

“| options~ [3Apply To AIIO V] After: [00:15.00
Preview Transition to This Slide Timing ~

Learning Styles

Click to add subtitle

*w

4 Click to add notes

Slide 1 of 20 (United States) =notes Wlcomments B I E

Figure 16-4: Choose how slides will advance.

Animate objects

Animations are movements that are somewhat like transitions
except they apply to individual objects on a slide rather than the
entire slide. For example, you can animate a picture so that it
appears after everything else on the slide has already appeared,
or you can make the bullet points on a slide appear one by one
rather than all at once.
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You can create four types of animations in PowerPoint:

® An entrance animation governs how an object appears on the

® An exit animation governs how an object leaves the slide.

e An emphasis animation makes the object do something to call
attention to itself when it is neither entering nor exiting; this
might include changing color, moving around, or making a

® A motion path animation (not covered in this chapter) moves
an object on the slide following a predefined path you specify.
It's kind of like setting down model railroad tracks and letting
the object be the train moving on the track.

Create an entrance animation

Use an entrance animation whenever you want certain con-

tent on a slide to appear after the slide background has already
appeared (and possibly other content on the slide, too). Any
objects that you don’t animate will appear at the same time the
slide background does; any objects you animate will appear after
that in a sequence you specify.

To create an entrance animation, follow these steps:

c Select the object to animate. If you want to animate text,
select the paragraph(s) to animate, or select the outer
border of a text box to animate all text inside it.

Keep in mind that during a presentation, anything that
doesn’t have an entrance animation appears when the slide
itself appears, and animations happen after that. So, for
example, if you animate the first paragraph of a bulleted list
but not the other paragraphs, when the slide displays you'll
initially see all the other paragraphs, but not the first one.

9 On the Animations tab, click Add Animation.

Q You can also click the More button in the Animation

group to choose an animation; the menu that appears
is the same as the menu for the Add Animation button.

When animating an object or text that currently has no
animation, the menus on the More button and on the
Add Animation button work the same. The difference
comes in later. If you want to change to a different
animation later (of the same type: entrance, emphasis,
exit, or motion path), use the menu on the More
button. If you want to set up multiple animations

for the same object, add each new one with the Add
Animation button.
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e If the animation you want happens to appear in the

Entrance section of the menu, you can click it and then
skip the rest of the steps.

e Click More Entrance Effects.
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Figure 16-5: Create a new entrance effect.

e Click an entrance effect, and watch the preview of it on

the slide, behind the dialog box. Drag the dialog box to
the side if needed.

VQ‘“\NG! Effects in the dialog box are ordered by category: Basic,
Subtle, Moderate, and Exciting. Your opinion may be
different, of course, but these categories provide a starting
point for making your choice.

e After you have selected the desired effect, click OK.

After you apply an animation to a text box that contains
multiple paragraphs, each paragraph has a number next
to it, indicating the order in which the paragraphs will be
animated. (See (@ in Figure 16-7.)

® To adjust an animation’s options, see the section “Change an
animation’s options” later in this chapter. To resequence the

order of the animations on a slide, see the section “Change ani-
mation sequence.”
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Figure 16-6: Select the desired
effect and click OK.

Myths About Learning

G People learn from lectures

Ateacher is the “sage on the stage”
Being serious makes for better learning
A quiet room means people are learning

Only the experts get to talk
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Figure 16-7: Numbers represent
the animation sequence.

Create an emphasis animation

An emphasis animation calls attention to an object on a slide
when it is neither entering nor exiting. PowerPoint offers many
types of emphasis animations, including Grow/Shrink, Spin, and
various color changes.

W The following process is very similar to that of adding an
entrance animation, so glance back at the preceding section for

some additional tips and details:

1. Select the object to animate. If you want to animate text,
select the paragraph(s) to animate, or select the outer
border of a text box to animate all text inside it.

2. On the Animations tab, click Add Animation.
3. Click More Emphasis Effects.

e Click an emphasis effect, and watch the preview of it on
the slide, behind the dialog box. Drag the dialog box to
the side if needed.
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Some animation effects may be unavailable for the type of
object you are animating. For example, Font Color is not
available for a graphic. (See Q in Figure 16-8.)

e After you have selected the desired effect, click OK.

Add Emphasis Effect ? X
Basic
Fill Color A 0
Grow/Shrink Line Color
ol Spin Transparency
Subtle
Complementary Color Complementary Color 2
Contrasting Color Darken
Desaturate Lighten
Object Color Pulse
B
Moderate
Color Pulse
Teeter
Exciting
Blink
Preview Effect 5 p—

Figure 16-8: Choose an
emphasis effect.

Create an exit animation

An exit animation causes an object to leave the slide before the
next slide appears. Without an exit animation applied, an object
stays onscreen until the next slide appears. Exit animations are
often used in combination with entrance animations to make an
object enter, stay for a specified time, and then exit.

W The following process is very similar to that of adding an

entrance animation, so look back at that section for some addi-
tional tips and details:

1. Select the object to animate. If you want to animate text,
select the paragraph(s) to animate, or select the outer
border of a text box to animate all text inside it.

2. On the Animations tab, click Add Animation.
3. Click More Exit Effects.

e Click an exit effect, and watch the preview of it on the
slide, behind the dialog box. Drag the dialog box to the
side if needed.

e After you have selected the desired effect, click OK.
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Choose a different animation
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Figure 16-9: Choose an exit
effect.

To choose a different animation for an object, do the following:

6 Select the object.

9 On the Animations tab, click the More button in the
Animations group.
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Figure 16-10: Click More.

9781119144601-ch16.indd 399

= Notes

B comments

P start: |On Click
© Duration: [02.00

|00.00

2| & Move Earlier

~| Reorder Animation

Timing

6l = x

e Wempen

Move Later

399

October 15, 2015 4:18 PM



e Click the command that corresponds to the type of
animation you want to change to.

You can also choose one of the options from the menu
and skip the rest of the steps. (See Q in Figure 16-11.)

W In step 3, it does not have to be the same type as was pre-
viously applied. For example, you can replace an entrance
effect with an emphasis effect.

None =
None
Entrance
¥* : )14 w b1
Appear Fade Fly In Float In Split
—_ A,
* *® W = *
Wipe Shape Wheel Random Bars  Grow & Turn
spe
* ok ¥ 0
Zoom Swivel Bounce
Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink
Desaturate Darken Lighten Transparency Object Color [«
Y% More Entrance Effects...
More Emphasis Effects
% More Exit Effects.
3% More Motion Paths..

Figure 16-11: Choose a different animation.

4. Click the desired animation.

5. Click OK.

Change an animation’s options

Animation options include the duration, the delay, and the
sound effects assigned to an animation. You can set all these
from the Animations tab. Consider Figure 16-12:

0 Set an animation’s start trigger using the Start drop-down
list on the Animations tab.
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Figure 16-12: Choose what will cause the
animation to start.

An animation event can be set to start in any of these

ways:

e On mouse click: The event occurs when you click the
mouse (or do some other equivalent action to advance
the presentation, such as press Enter).

e With previous: The event occurs simultaneously with
the previous animation event. If there is no previous
animation event for this slide, it occurs simultaneously
with the slide itself displaying.

o After previous: The event occurs after the previous an-
imation event has completed. If there is no previous
animation event for this slide, it occurs after the slide

itself displays.

@The animation’s Duration determines how quickly it
executes. A longer duration means a slower execution.

QThe Delay setting determines the length of the pause
between the previous event and this one.

0 do..

@ Duration: |02.00

@ Delay:

ual - X

Faithe Wempen

P Start: |After PreviQ' Reorder Animation

4 Move Earlier

Timing

00.00 40

Figure 16-13: Set the animation duration

and delay.

P You can also choose effect options from a dialog box for more
choices. Display the animation pane (covered next), and then
right-click the animation effect in the Animation pane and
choose Effect Options.
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Display the Animation Pane

If you have more than one animated object on a slide, you
may find it useful to see all the animations in a list form. The
Animation pane provides such a list:

0 To display the Animation pane, click the Animation Pane
button on the Animations tab.

@ When the paragraphs in a text box are individually
animated, they show by default as a collapsed group in
the Animation pane.

Q You can click the gray bar below the group to expand it to
see each paragraph’s animation individually listed.
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Figure 16-14: Display the Animation pane.

QYou can tell the animation type by the color of the bar on
it. Entrance is green; emphasis is yellow; exit is red; and
motion path is gray.

© You can tell the duration of an animation by the length of
the colored bar.

G The seconds scale gives you a visual benchmark for the
number of seconds a colored bar represents.

@A mouse icon next to an animation means it is triggered
on mouse click.

@ A dock icon means the animation is triggered automatically
after the previous animation event.
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©) Picture 3
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Figure 16-15: Use the Anima-
tion pane to get information
about the animations.

6 |»

Seconds ~ 4 E 2

Set text animation options

You can animate graphic objects or text. If you animate text (for
example, a bulleted list), you can control whether the text ani-
mates as a whole or paragraph-by-paragraph.

To change the way text is animated, follow these steps:

o In the Animation pane, right-click the animation to
change. If there are multiple paragraphs, each listed as
separate animations, you can right-click any of them in

the set.
9 Click Timing.
Animation Pane T
I Play Selected -

1% & People learn ...[]
277 J A teacher is tDO E|
379 o Beil [f]] start On Click

41 H Ag
5°5 % onl (O

© ¥ pict

Start With Previous
Start After Previous
Effect Options...
Timing..:

Hide Advanced Timeline

Remove

Figure 16-16: Choose Timing
to access text animation
options.

403

October 15, 2015 4:18 PM



e Click the Text Animation tab.

e Open the Group Text drop-down list and choose how to
separate the text for individual animations.

(5 ) (Optional) To animate text from bottom to top (rather
than top to bottom, the default), mark the In reverse
order check box.

0 click OK.

Fly In ? X
Effect  Timi| Text Animation

Group text: By 1st Level Paragraphs
As One Object
All Paragraphs At Once
Animate Byl
Dln revers| By 2

=~ "By 3rd Level Paragraphs
By 4th Level Paragraphs
By 5th Level Paragraphs

D Automat]

% 30 o

Figure 16-17: Set text animation options.

Copy animation effects between objects

You can quickly copy animations from one object to another
with the Animation Painter command. This command is handy
when several objects on a slide should be animated identically.

To copy an animation effect:
1. Select the object that contains the effect already.
9 On the Animations tab, click Animation Painter.

3. Click the object that should receive the animation.

B - B &- - Learning Styles.pptx - PowerPoint Picture Tools m - X
Home Insert Design  Transitions = Animations  Slide Show  Review  View Format Q Tell me what you want to do. Faithe Wempen
A * -I* 24 Animation Pane D Start: After Previous | Reorder Animation
* Trigger - (@ Duration: (0200 | 4 Move Earlier
Preview | Color Pulse Teeter Spin Grow/Shrink  Desaturate || Effect Add ) - R
- Options = Animation - * Animation Painter ay: 0000 ove Lates
5 Advanced Animation Timing ~

Preview Animation

Figure 16-18: Use Animation Painter to copy animation.
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Change animation sequence

Here are some tips for changing the order in which animations
are sequenced on a slide.

OAnimations are sequenced in the order in which they are
created, and they appear in that order in the Animation
pane.

@The numbers assigned to each animation effect also reflect
the order.

To move an animation up or down in the sequence:
o Select the effect in the Animation pane.
e Click The Up or Down arrow to move the animation.

QYou can also use the Move Earlier or Move Later command
on the Animations tab. These are useful if the Animation
pane is not open, for example.

B 8- ® &- - Learning Styles.pptx - PowerPoint Picture Tools 53] = 5
Home Inset Design Transiions | Animations = SlideShow  Review View  Format  Q Tell me whatyou want to do Faithe Wempen
. ) " * 'I* 24 AnimationPane D Start: [After Previous ~| Reorder Animation
. ® *: x| 2R i Trigger - (© Duration: (02,0 2 Move Earlier
review | Effec
. ColorPulse  Teeter Spin SIOW/SHK] Desawrate [<] o pimation- ¥ Animation Paiter  (®Delay:  [0000 2] + Move Later

Preview Animation B Advanced Animation Timing ~

Animation Pane R

» PlayFrom & -

1’8 J People leam ..[1

1
*

Myths About Learning

2 = 1 * People learn from lectures 28 J Ateacherist..[]
* 2 * Ateacher is the “sage on the stage” & ‘8 Y Being seriou... []
l' 0 3 * Being serious makes for better learning 45 % Aquietroo.. [l
4+ Aquiet room means people are learning 5% H Only the exp.. [
3 51 . Only the experts get to talk i
. g 0} bowes  [] z

Click to add notes

slide2 of 20 [¥ English (United States) 2 notes W comments E 2

Figure 16-19: Use Animation Painter to copy animation.
\\3

You can also drag an animation up or down on the list to change
its sequence.

Insert a sound clip

When you place a sound clip (sometimes called an audio clip)
on a slide, a speaker icon appears to represent it. Playback con-
trols appear beneath the icon, so you can control the clip during
the show. You can also assign a sound to an object, so that click-
ing the object plays the sound.
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Insert a sound clip icon on a slide

With this method, an actual sound object is placed on the slide,
represented by a speaker icon. You can set up the sound to play
automatically or to wait until someone clicks the speaker icon.

To insert a sound clip icon:

o Display the slide on which the sound clip icon should be

placed.
9 On the Insert tab, click Audio.
e Click Audio on My PC.
B -0 ® &- - Learning Styles.pptx - PowerPoint Drawing Tools ® - X
Home | Insert | Design Transiions Animations SlideShow Review View  Format  Q Tell me what you want to do Faithe Wempen
[2 Online Pictures Fo Shapes ~ a eas D p Q ‘
Store )
5 B a0 e L * D 4T ) et
New Table Pictures ® vy Addins - Hyperlnk Acton Comment Text Header WurdArl Fquaton Symbol ko Audio Screen
Slide~ - BiPhoto Album - 1l Chart Box &Footer - -~ Recording
Slides  Tables images lustrations Addins Links Comments Text Symbols 0 Audio on My PC
o Record Audio.. <
@> The Effect of Diglect
18 Ideas for Step.
e O Regional dilect can affect lestning %

Figure 16-20: Choose Audio on My PC to insert an existing sound clip.

e Browse to and select the audio clip. PowerPoint supports a
variety of formats.

e Click Insert. The sound clip icon is placed in the center of

@) Insert Audio X
« v A B> ThisPC > Music v /O Search Music »
Organize > New folder E- M @

- This PC Name # it Contributing arf
m Desktop @ dialectwav 0
% Documents
s Downloads
& Music
& Pictures.
8 Videos
& local Disk (C) ¢ >
File name: Audio Files (*adts*adt*aac*a v

Figure 16-21: Select the sound clip.

6. (Optional) Drag the speaker icon to move it if desired.

After inserting the sound clip, you can adjust it using the options
in the Audio Options section of the Audio Tools Playback tool-
bar, as follows:

0 Choose how the sound should be triggered. The default
is On Click, but you can also choose Automatically so
that the sound plays as soon as the speaker icon appears.
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(It appears when the slide itself appears unless you set an
entrance animation for it.)

@ If the sound clip is long, and you want it to continue
playing if it isn't finished when the next slide appears,
mark the Play Across Slides check box.

@ If you want the sound to repeat, mark Loop until Stopped.

@To hide the speaker icon, mark Hide During Show. Don’t
do this if you have the Start setting set to On Click,
though, because it'll make it impossible for the sound to
ever be triggered.

GThe Play in Background button automatically sets up a
sound clip to serve as a soundtrack for the presentation
by making the following setting adjustments: Start
automatically, Play Across Slides, Loop Until Stopped, and
Hide During Show all selected.

B -0 ©® &- - Learning Styles.ppbx - Powerl Audio Tools [63] - X
Home Inset Design Transiions  Animations  Slide Show R View at | Playback | Q Tell me what you want to do. Faithe Wempen
<y 2 - L)
|§+ ‘)) Fade Duration N Start: | Automatically ¥ Hide During Show ‘ 4)

o I il Fadein: o000 ] Play Across Sides w B
2y Remove  Trim = Rewind after Playin o ay in
Bookmark Bookmark  Audio I FadeOut:[0000 2| . [v] Loop until Stopped "M Syle Background

Preview Bookmarks Editing Audio Options Audio Styles ~

Figure 16-22: Adjust sound playback options.

Attach a sound to a picture on a slide

If you plan on keeping the speaker icon on the slide, why not
replace that boring speaker with a more interesting piece of
artwork? This is also a good way to camouflage the sound icon if
you need to keep an icon somewhere on the slide for the sound
but you don’t want the audience to notice. The drawback of this
method is its lack of flexibility; you don't get playback tools with
this method like you do with the speaker icon, and you can't
make the sound play automatically.

To associate a sound with an object, follow these steps:
c Select the picture.
9 On the Insert tab, click Action.
e On the Mouse Click tab, mark the Play Sound check box.

e Open the Play Sound drop-down list and choose Other
Sound. The Add Audio dialog box opens.
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Figure 16-23: Choose a sound as the action associated with the picture.

e Navigate to and select the audio clip.
0 click Ok

@ Add Audio X
A > ThisPC > Music v O Search Music P
Organize *  New folder E- ™M @
4@ OneDrive A Name # it Contributing ar
= This PC c] dvalechav@
i Desktop

4 Documents
s Downloads

b Music ol

Toos - =

Audio Files (*wav) v

Figure 16-24: Choose the audio clip.

Here's an alternate method of making a sound play on click of a
particular object:

1. Insert the sound icon on the slide, as you learned in
“Insert a sound clip icon on a slide” earlier in this chapter.

e If needed, insert the object on the slide that should be
clicked to play the sound. If you don’t already have one in

mind, you might draw a simple circle or square with the
Drawing tools, for example.

9 Select the sound icon.

e On the Audio Tools Playback tab, click No Style to clear
previous settings.

e Mark the Hide During Show check box.
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Figure 16-25: Make sure the sound icon is set to not appear during the show.

@ On the Animations tab, click Trigger.
0 Point to On Click Of.
@ Click the desired object that should trigger the sound.

B & Leamning Styles.pptx - PowerPoint Audio Tools = - X
Insert  Design  Transitions ~ Animations = Slide Show  Review  View  Format yback  Q Tell me what you want to do. Faithe Wempen
+ 24 AWftionPane B Start: (On Click -| Reorder Animation
> || | 3
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Preview Animation 5 AME 0] Conten older 4 ~
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Figure 16-26: Select the object that will trigger the sound.

) After creating a trigger-based animation, you will probably want
to test it in Slide Show view. From the Slide Show tab, click From
Current Slide. Then click the trigger object to see if the sound

plays.

Insert a video clip on a slide

PowerPoint 2016 accepts video clips in a variety of formats,
including Windows Media, Windows Video, QuickTime, MP4,
and Flash. You can place a video clip on a slide either within a
content placeholder or as a standalone item. You can also apply
formatting to a video clip, such as a video style that governs the
shape and appearance of the clip’s frame.

You have a choice of video sources. You can insert a video stored
on your own PC, or you can link to an online video.
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Link to an online video

Many web sites host online videos. If you will have Internet
access during your presentation, you might choose to link to an
online copy of a video rather than embed a large video file in
your presentation.

To link to an online video, follow these steps:

1. If the video is not on YouTube, go to the site where it is
hosting and get an embed code for the video. The exact
procedure varies. For example, on a video hosted by
Vimeo, here are the steps:

a. On the video clip, click the Share button.
b. Click Embed Code.

c. Select the code and then click Copy or press Ctrl+C to
copy the code to the Windows Clipboard.

2. Display the slide on which you want to place the video.
@ On the Insert tab, click Video, and then click Online Video.
OR

@ In an empty content placeholder, click the Insert Video
icon.

) If you use a content placeholder, the video will be placed
in the placeholder. If you use the Video command on the
Insert tab, the video will be placed as a free-floating object
on the slide.

B -0 ® &§- - Learning Styles.ppix - PowerPoint Drawing Tools i3] - X
Home | Insert | Design Transiions Animations SlideShow Review View  Format  Q Tell mewhat you want to do.. Faithe Wempen
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Figure 16-27: Use a content placeholder or choose Video from the Insert tab.
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@ If you copied a code in step 1, click in the From a Video
Embed Code text box and then press Ctrl+V to paste the
code. Then skip to step 6.

OR

@ Click in the Search YouTube box and type keywords
representing the video you want to find and insert. Then
press Enter.

Insert Video

Ay Fromafie Browse»
Browse files on your computer or local network

& OneDrive - Personal

faithe@wempen.com

Browse ¥

B Yourwe gt aoecd <) > |

The largest worldwide video-sharing community!

From a Video Embed Code
Q Paste the embed code to insert a video from aweb  <iframe src="https://player.vimeo. tw

site

Also insert from:

Figure 16-28: Paste an embed code or search YouTube.

e Select the desired video in the search results.
@ Click Insert.

\\J

9781119144601-ch16.indd 411

4 BACK TO SITES

Yo YouTube
35079 search results for regional dialects

regional dialects

Mapping How Americans Talk - Soda vs. Pop..
TheAtlantic -

1 item selected. Insert Cancel

Figure 16-29: Select a video to insert.

Most of the commands on the Video Tools Playback tab on the
Ribbon are unavailable for web-hosted video clips.
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Insert a video from your PC

When the video is from your own PC, you can insert it into the
presentation so that it will be available all the time, even when
there is no Internet connection available. The downside is that

the video embedded in the presentation file increases the file’s

size.

o Display the slide on which you want to place the video.

@ On the Insert tab, click Video, and then click Video on
My PC.

OR

@ In an empty content placeholder, click the Insert Video
icon. Then in the Insert Video dialog box (refer back to
Figure 16-28), click the Browse hyperlink next to From

a File.
If you use a content placeholder, the video will be placed
¥ : )
in the placeholder. If you use the Video command on the
Insert tab, the video will be placed as a free-floating object
on the slide.
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Figure 16-30: Choose to insert a video from a file.

3. In the Insert Video dialog box, navigate to and select the
video clip.

4. Click Insert.
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You can control the video’s playback with the Video Tools
Playback tab. While video editing in PowerPoint is beyond the
scope of this book, here are a few interesting features to experi-
ment with on your own:

® You can trim a video clip to remove unneeded portions at the
beginning or end.

® You can make the video fade in or out.

® You can set a volume for the video clip that’s separate from the
overall volume.

® You can add a bookmark at a certain point in the video, and
then hyperlink to that bookmark elsewhere in the presentation,
so that you can jump to a particular spot in the clip easily.
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CHAPTERSEVENTEEN

Presenting
a Slide
Show

owerPoint gives you various methods In This Chapter
for delivering your presentation: You
can deliver a presentation live in a meeting u=Displaying a slide show
room, broadcast it on the Internet, pack- onscreen
age it on a writeable CD, or send it out via

email, just to name a few. = Annotating slides with

the Pen tool

This chapter focuses on the most popular
delivery method: delivering a live show to
an audience in person. You learn how to u=Printing handouts
display a PowerPoint presentation onscreen,
including how to move between slides and
how to annotate slides with the Pen tools.
You also learn how to print handouts, either
in PowerPoint or in Microsoft Word.

= Using Presenter view

= Exporting handouts to
Word

For information about some of the other
delivery methods, such as creating a CD

or broadcasting and presentation, visit the
Help system in PowerPoint or check out my
book PowerPoint 2013 Bible, also published
by John Wiley & Sons. Even though it is
about the 2013 version, the two versions are
so similar that 99 percent of the instructions
still apply.

3
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Display a slide show onscreen

To give an onscreen show, use Slide Show view. It displays each

slide full-screen, one at a time. For larger audiences, you may

want to hook up a projector to your computer so the audience
<P can see the slides more easily.

Pressing the Windows key and P connects a notebook PC to a
projector or a second screen.

Slide Show view is unlike other views in that you don't access it
from the View tab. On the Slide Show tab of the Ribbon:

O Click From Beginning to start Slide Show view with the
first slide in the presentation. Keyboard shortcut: F5.

Q Click From Current Slide to start Slide Show view from
the current slide. Keyboard shortcut: Shift+F5.

©- 0 ® - - Learning Styles.pptx - PowerPoint Video Tools | - X

Home Insert ~ Design  Transitions  Animations | Slide Show = Review View  Format  Playback  Q Tell me whatyou want to do... Faithe Wempen [FSRCIRI

) B p A b =
> @ o E'l;l' E‘Er A L(‘m‘ :'D/ Play Narrations = Monitor: | Automatic
- — ~ V] Use Timings
From From sent Custom Slide  SetUp  Hide  Rehearse Record Slide 7] Use Presenter View
Beginning Current Slide  Online~  Show~  Slide Show Slide  Timings ~ Show~ /| Show Media Controls

Start Slide Show Set Up Monitors -

Figure 17-1: Enter Slide Show view from the Slide Show tab.

GYou can also enter Slide Show view at the current slide by
clicking the Slide Show icon in the status bar.

= notes I comments E =z

Figure 17-2: Enter Slide Show view from the status bar.

PV If you want to show your presentation one slide at a time but prefer

to do so in a resizable window rather than full-screen, use Reading
view (accessible both from the View tab and the status bar).

Move between slides in Slide Show view

To move from one slide to the next or to trigger the next on-click

animation on a slide, click the left mouse button, or press any

key on the keyboard (except Backspace or the left arrow). To

move backwards to the previous slide, press Backspace or the left
<P arrow. That's all you need to know at the most basic level.

Right-click and choose Help in Slide Show view to get a list of
the shortcut keys available.

To jump to a specific slide, do the following:

o Right-click to display the shortcut menu, as in Figure 17-3.
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You can also use this shortcut menu to go forward (Next)
or back (Previous). (See Q in Figure 17-3.)

e Click See All Slides.

ﬂext>0

See All Slides<§)

Zoom In

Show Presenter View

Screen 3
Pointer Options ]
Help

Pause

End Show

Figure 17-3: Right-click in Slide
Show view for a shortcut menu.

The current slide has a red border around it. (See @) in
Figure 17-4.)

e Click the slide you want to display.

Myths About Learning Ways People Learn About Learning Styles

Let's Do an Exercise.

Styles and How You Teach Style-Based Stretch Out of Your Comfort!

Figure 17-4: From the See All Slides pane, click the desired slide.
417
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Here's an alternate way to jump to a specific slide:
1. Press Ctrl+S for the All Slides dialog box.
e Click the desired slide.
e Click Go To.

All Slides ? x
Show:

All Shides

Slide titles:

1. Learning Styles ~

2. Myths About Learning

3. Ways People Learn

4. About Learning Styles

5. Let's Do an Exercise...

6. Learning Style 1: The Peace
7. Learning Style 2: The Truth

8. Learning Style 3: The Solut

9. | parnina Stule 4: The Risk ™ ™
< >

Last slide viewed

Figure 17-5: Jump to a specific

slide with the All Slides dialog
box.

End the slide show

If you happen to know a slide’s number, you can type the num-
ber and press Enter to jump to it.

A slide show ends automatically when you reach the last slide. A
black screen appears, along with a message End of slide show, click

to exit. When you click, you are returned to whatever view you
were working with before entering Slide Show view.

You can also end a slide show early by pressing the Esc key, or by
right-clicking to display the shortcut menu (refer to Figure 17-3)
and then clicking End Show.

Use the slide show tools

You can also use the buttons in the lower left corner of the

screen in Slide Show view. They're very faint at first, but if you
move the mouse pointer over one, it becomes solid. Click a
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button to open a menu or click the right- or left-arrow buttons
there to move forward and back in the presentation.

I enhanced Figure 17-6 to show all the buttons in their “bright”
mode at once, so you can see them better. In reality, a button
lights up only when you point at it, and you can point at only
one at a time.

\\J

The buttons are:

0 Previous: A left-pointing arrow. Use this to go to the
previous slide.

@ Next: A right-pointing arrow. Use this to go to the next
slide.

G Pen: Opens the Pen menu, which you can use to control a
mouse-controlled “pen” that draws on the slides. (A closer
look at that menu is coming up in the next section.)

@ Show All Slides: Opens the same pane as in Figure 17-4,
showing thumbnails of all slides. Click a slide to jump to it.

G Zoom: Changes the mouse pointer to a large rectangular
magnifier. Drag it around onscreen to the area you want
to magnify and then click. Press Esc to return to regular
viewing.

G Options: Opens a menu containing several miscellaneous
commands for working in Slide Show view.

Figure 17-6: The tools in the lower left
corner in Slide Show view.

You might wonder why there are so many different methods of
doing the same things. For example, why is there a navigation
button that does nothing but duplicate the functionality of a
right-click menu? And why are there Previous and Next buttons
in Figure 17-5 for moving between slides when there are at least
three other methods of doing the exact same thing?

A\\S

Here's the reason: PowerPoint allows you to lock down or
disable certain navigation methods in Slide Show view so that
people interacting with your presentation at an unattended com-
puter won't inadvertently (or purposely) disable or damage the
presentation. When one method is disabled, you might need to
rely on another method to do what needs to be done.
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Temporarily blank the screen

If you need to temporarily suspend the presentation, such as for
a break or an impromptu discussion, you may want to blank the
screen during the break.

To do so, press the B or . (period) key for a black screen or the W
or, (comma) key for a white screen. Press the same key again to
toggle back to the presentation.

You can also right-click, point to Screen, and then click either
Black Screen or White Screen. (See @) in Figure 17-7.)

Next

Last Viewed

See All Slides

Zoom In

Show Presenter View

Screen 4 Black Screen

Pointer Options 4 White Screen><0
Help

Pause Show Taskbar

End Show

Figure 17-7: Blank the screen (either black or white).

W The pen tools work when the screen is blank, so you can blank

the screen to give yourself an open area in which to draw a quick
diagram.

Pause the presentation

If the slides are set up to automatically advance, you might need
to pause the show if there’s a delay, such as an audience member
asking a question. To pause an automatically advancing presen-
tation (without blanking the screen), press the S key, or right-
click and then click Pause.

Get help

There are a lot of keyboard shortcuts to remember in Slide Show
view. To see a list of them, do the following:

1. Right-click in Slide Show view and choose Help.

e Review the information provided.
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e Click a tab to see keyboard shortcuts pertaining to a

specific activity.

e When you are done getting help, click OK.

Slide Show Help
General Rehearse/Record Media Ink/Laser Pointer Touch

General shortcuts

‘N, left dlick, space, right or down arrow, enter, or page down
'P', backspace, left or up arrow, or page up

Right-click
& ‘G, o Cirl+

'+ or Cirl+'+'

Number followed by Enter
Esc, or Ctrl+Break

ctri+s

Advance to the next slide or animation
Return to the previous slide or animation
Popup menu/Previous slide

Zoom out of a slide; See all the slides
Zoom in a slide

Go to that slide

End slide show

All slides dialog

‘B'or "’ Blacks/Unblacks the screen

"W or'! Whites/Unwhites the screen

'8 Stop/Restart automatic show

'H Go to next slide if hidden

Hold both the Right and Left Mouse buttons down for 2 seconds  Return to first slide

Ctri+T View task bar

Ctrl+HMU Hide/Show arrow on mouse move

Ctrl+Down/Up, or Ctrl+Page Down/Page Up Scroll notes in Presenter View

4

Figure 17-8: Review keyboard shortcut help during a presentation.

Annotate slides with the pen tools

As you're giving a presentation, you may want to make some
notes on the slides, such as circling a word, underlining a phrase,
or highlighting a key concept. The Pen tools enable you to do all
those things. Making these changes is called annotating.

Here's a closer look at the Pen menu (from the Pen button in
Figure 17-6):

0 Laser Pointer: This tool does not leave marks on the slide.
e Pen: The Pen leaves a thin line.

@ Highlighter: The Highlighter leaves a thick, semi-
transparent line.

Q Eraser: This removes other annotations selectively.

G Erase All Ink on Slide: This removes all annotations from
the current slide.

G Ink color: This changes the ink color used by the Pen and
the Highlighter.
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[)># Laser Pointer
P75 Pen
9/ Highlighter
D
E
EER EEEN .?
)

Figure 17-9: The Pen tools enable you to anno-
tate slides.

When you leave Slide Show view after using one of the pen tools,
a dialog box pops up, asking whether you want to keep your ink
annotations. If you choose to keep them, they appear on the
slides as ink annotation objects, which are very much like line
drawings that you might create by going to the Insert tab and
clicking the Shapes button.

Use Presenter view

Presenter view is like a control panel for a running presentation.
With Presenter view running on a separate monitor, you can
see any speaker notes for each slide, see what's coming up next,
jump around between slides, and more, all without disturbing
what the audience sees.

It's possible to enter Presenter view on a single-monitor system,
but there’s not much point in it, because it interrupts what the
audience sees on that single monitor.

From Slide Show view, right-click for the shortcut menu, and
then click Show Presenter View.

If the right-click shortcut menu has been disabled for security
reasons, here’s an alternate method: Click the Options button in
the slide show tools (refer to Figure 17-6) and then click Show
Presenter View.

\\J

Here are the tools and features available in Presenter View:
0 Previous: This button displays the previous slide.
@ Next: This button displays the next slide.
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@ Pen and Laser Pointer Tools: This is the same menu as in
Figure 17-9 for the most part.

Q Show All Slides: This opens the Show All Slides pane
(Figure 17-4).

e Zoom In to the Slide: Enables you to zoom in to show a
close-up of part of a slide.

e Black or Unblack Slide Show: This temporarily hides the
presentation, replacing it with an all-black screen.

W If you want a white screen rather than black, click more

slide show options, point to Screen, and then click White
Screen.

@ More Slide Show Options: This button opens a menu of
additional options, such as Pause, Help, Screen, and Hide
Presenter View.

@ Make the Text Larger and Make the Text Smaller: These
buttons control the font size of any speaker notes for the
active slide.

@ End Slide Show: This ends the slide show (both monitors).

o Display Settings: This opens a menu from which you
can choose to swap which monitor is showing which
image, or make the slide show appear on both monitors
(effectively closing Presenter view).

o1 SHOW TASKBAR -ré DISPLAY SETTINGS ™ J 1;3 END SLIDE SHOW I

11:00 AM Next slide

. i Learning Style 2:
Learning Style 1: The Truth Keeper
The Peacemaker :

You prefer people to data

You need to connect personally with others to learn
You like personal attention and feedback

X
P’
¥

You listen before making your own point ¥
P’
¥
;
X

You process info through your feelings first, then think about
what you feel

You need plenty of time to take in information and respond.
You are influenced by your peers, and like collaboration
Your philosophy is “Be cautious and make sure it works for
everyone”

No Notes.

3
s 0 Q 4 ©
D@ ﬂe6of20 @

A B

Figure 17-10: Presenter view provides tools for managing a running presentation.
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Print handouts

Handouts are paper copies of your presentation that you give to
the audience. They give your audience something tangible to
refer to and to take home. They can also write on the handouts
to make their own notes. (Some handout layouts even include
lines for writing.)

When you print in PowerPoint, you have a choice of the type
of printout you want. (Technically you can use any of these
printout types as handouts, although the Handouts type is
obviously custom-made for that purpose.) Here are the choices
available:

e Full Page Slides: A full-page copy of one slide per sheet.

® Notes Pages: One slide per page, but with the slide occupying
only the top half of the page. The bottom half is devoted to any
speaker notes you typed into PowerPoint.

e Outline View: A text-only version of the presentation, struc-
tured as an outline, with the slide titles as the top-level outline
items.

e Handouts: Multiple slides per page (two to nine, depending on
your choice of settings), suitable for giving to the audience to
take home.

W Different numbers of slides per page have different layouts. For

example, if you choose three slides per page, the layout has lines
next to each slide so the audience can take notes.

To print handouts, follow these steps:
ﬂ Click the File tab, and click Print.
e Enter the desired number of copies.

e Choose a different printer if needed from the Printer
drop-down list.

e Click Full Page Slides to open a menu.
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Open
Save
Save As
Print
Share
Export

Close

Account

Options

Feedback

Learning Styles pptx - PowerPoint

Print p)

Copies: |1
it
=

Print

Printer N '
Brother MFC-9320CW Printer
E T

Settings

Print All Slides
®

[ e Learning Styles

Printer Properties

Full Page Slides 0
Print 1 slide per page

L
’il Print One Sided

Only print on one side of th...

Collated
123 123 123

Color -

Cdit Llaadar & Ennter - 4 ufZO »

53% = ———————+ [@

? X
Faithe Wempen

Figure 17-11: From the Print page in Backstage view, set print options for the handouts.
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@ Click one of the layouts in the Handouts section of the

menu.
Print Layout
] El
Full Page Slides Notes Pages Outline
Handouts
E = E
1 Slide 2 Slides 3 Slides

E e =

4 Slides Horizontal | 6 Slides Horizontal | 9 Slides Horizontal

B = B

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical
v Frame Slides

Scale to Fit Paper

High Quality

Figure 17-12: Presenter view provides tools for
managing a running presentation.

6. Adjust any other print settings as needed.

e Click Print to print the handouts.
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Print

1]

Copies: |1 -

Figure 17-13: Click Print to submit the print job to
your printer.

Change the handout masters

When you print handouts from PowerPoint, the Handout
Master’s settings determine the details of how the handouts
appear. You may want to customize the Handout Master before
you print. The Handout Master settings apply only when you're
printing the Handouts layouts, not when printing full-page
slides, notes pages, or outline view.

To customize a handout master:

a On the View tab, click Handout Master.

B -0 B - - Learning Styles.pptx - PowerPoint m — x
Home Insert  Design  Transith Animations  Slide Show ~ Review | View  Q Tell me what you want to do. Faithe Wempen
o g Ruler B color =1 BAmngeal [0
@ E 2 E Q = = B
Gridlines = Grayscale B Cascade
Normal Qutline Slide Notes Reading ~Slide Handout Notes Notes Zoom Fitto New ) Switch  Macros
View Sorter Page View Master Master Master oudes Window mm Black and White  \wingow " Move Split windows -

Presentation Views Master Views Show zoom Color/Grayscale Window Macros

Figure 17-14: Choose Handout Master.

2. If you see a message about edits being lost when saved to
the server, click Check Out.

e Open the Slides Per Page drop-down list and select the
layout you want to modify.

oTo change the orientation, click Handout Orientation and
then click Portrait or Landscape.

eTo change the slide size, click Slide Size and then click
Standard or Widescreen.

O 10 remove any of the placeholders (in the four corners of
the page), clear its check box on the Handout Master tab.

aTo change the theme, select a different one from the
Themes button’s menu.
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B -0 ® &- Learning Styles.pptx - PowerPoint i3] - x
HandoutMaster | Home Insert Review View  Q Tell me what you want to do Faithe Wempen
li ader [ Date [ Colors - @Ea(kgjf:undStyles'ﬁ
Handout ~ Slide Slides Pﬁ T Fonts e Beckground Graphics Close
Orientation - Size~ Page = oter 4] Page Number - [O)effects- Master View
Page Setup| [] 1 Slide aceholders Edit Theme Background Close ~
g 2slides | e S|
= 3 Slides
4 Slides
6 Slides
9 Slides
= Slide Qutline

Handout Master (1%

English (United States)

Figure 17-

\NG/
S

15: Choose which handout master layout to modify.

@To change the Colors, Fonts, or Effects, make a selection
from those buttons’ menus.

QTO add a background color to the handout, select one
from the Background Styles buttons menu.

10. Click Repeat steps 3-9 to modify other layouts if desired.
m Click Close Master View.

Using a background style for something designed to be printed, like
a handout, will use a lot of printer ink, which can be expensive.

h>)

H

Handout

Pag

Orientation ~ Size ~

- O 1—:‘5 - - - Learning Styles.pptx - PowerPoint
ut Master Home | Review Vi Q Tegfle what you wi do..
Colors - Background Styles -
v| Header |v| Date n @ g &l
ants‘ Hide Background Graphics
Slide Slides Per | [/ rooter [v] Pa Themes Close
ge Number -
Page ~ - Eﬁsm’ Master View
Ylaceholders Edit Theme Background n Close
[ ] standard #:3)
[ iieater

/1015

[ ] Widescreen (16:9)

Custom Slide Size...

Figure 17-16: Modify the chosen layout.
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Export handouts to Word

For more control over handouts, you can export them to Word.
When they're in Word, you can make modifications that aren’t
possible in PowerPoint, such as changing the sizes of the slide
graphics or adjusting the page margins.

To export handouts to Word, follow these steps:
6 Click the File tab and click Export.
e Click Create Handouts.
9 Click Create Handouts.

Learning Styles.pptx - PowerPoint ? X

Faithe Wempen

Export

Q Create PDF/XPS Document Create Handouts in Microsoft Word
— Put slides and notes in a Word document
Edit and format content in Word

Create a Video Automatically update slides in the handout when the presentation changes

E
Package Presentation for CD E\h

Create
Create Handouts 0

Handouts
Close
Change File Type

Uk &a

Account

[

Feedback

Figure 17-17: Choose to create handouts.

e Select the layout you want for the handouts.

If you want a link between the presentation and the Word
document, so that the Word version is updated if the
slides change later, click Paste link. Doing so can create
problems later if the presentation file is moved, so use this
option only if you really need it. (See ) in Figure 17-18.)

e Click OK. Then wait for Word to generate the handout
document. It may take a minute or two.
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Send to Microsoft ... ? =

Page layout in Microsoft Word

'. Motes next to slides
O Elank lines next to slides

O Motes below slides

O EBlank lines below slides
O outline only

Add slides to Microsoft Word document

@ Paste
M Paste link

s

Figure 17-18: Select the hand-

out layout to export.

6. In Word, customize the handout document as desired.
You have all of Word's formatting tools at your disposal.

7. Print your handouts from Word, as you would any other
Word document.
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Index

e Numerics ¢

3-D Rotation effect (PowerPoint), 379
3D-style chart, 269
97-2003, 21

° l\ °

ABS function (Excel), 194
accessing People area in Outlook, 319
account, setting up in Outlook,
283-292
Account page (File menu), 12
Add Printer wizard, 51-52
adding
columns in Word, 111-112
contacts in Outlook, 319-324
elements to Excel charts, 268-271
line numbers in Word, 98-99
placeholders in PowerPoint,
369-370
rows in Word, 111-112
slide transition effects in
PowerPoint, 392-393
slides in PowerPoint, 345-350
total rows to tables in Excel,
247-249
worksheets in Excel, 173
address, cell, 156
address blocks

correcting spacing issues on in Word,

147-148
inserting in Word, 146-147
addressing email in Outlook,
294-295
adjusting
account settings in Outlook,
290-292
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animation options in PowerPoint,
400-401

animation sequence in
PowerPoint, 405

AutoFit setting in Word, 110-111

axis scale of Excel charts, 263-265

bullet characters in Word, 72

chart element’s border and fill in
Excel, 274-277

color of Excel charts, 266-267

column width in Excel, 221-223

data ranges for Excel charts,
262-263

flow direction in PowerPoint,
386-387

handout masters in PowerPoint,
426-427

horizontal alignment in Word,
58-59

how contacts are filed in
Outlook, 322

layouts in PowerPoint, 387-388

locations when saving/opening files,
25-26

message handling rules, 308-309

number types in Word, 72

presentation colors and fonts in
PowerPoint, 362-363

properties of chart elements in Excel,
271-272

row height in Excel, 220-221

send/receive automatic intervals in
Outlook, 297-298

slide layout, 350-351

SmartArt colors in PowerPoint,
388-389

structure of SmartArt graphics,
385-388
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adjusting (continued)
style set in Word, 41-42
styles in Word, 74-77
table appearance in Excel, 240-241
task status in Outlook, 336
Tasks view in Outlook, 331
text color, 36-37
text font, 32-33
text size in Office, 33-34
text size in PowerPoint, 371-372
themes in PowerPoint, 360-362
themes in Slide Master view in
PowerPoint, 364-373
vertical spacing in Word, 63-66
views, 19-20
worksheet tab color in Excel, 175
wrap setting for pictures in Word,
118-119
Align Text command
(PowerPoint), 353
alignment, horizontal (Word), 58-59
All Apps list, 6
Alt+Page Down, 157
Alt+Page Up, 157
animation
changing options for in
PowerPoint, 400-401
changing sequence of in
PowerPoint, 405
choosing in PowerPoint, 399-400
copying effects in PowerPoint, 404
of objects in PowerPoint, 394-405
setting text options in PowerPoint,
403-404
Animation pane (PowerPoint),
402-403
annotating slides with pen tools in
PowerPoint, 421-422
applications, moving around in,
17-18
applying
background color to pages in
Word, 97-98
backgrounds to Excel worksheets,
212-214
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BorderArt in Word, 96-97
borders to table cells in Word,
112-114
cell borders in Excel worksheets,
214-216
colors to shapes in PowerPoint,
389-390
conditional formatting in Excel,
226-228
effects to shapes in PowerPoint,
389-390
shading to Excel worksheets,
214-216
shading to table cells in Word, 115
shape styles in PowerPoint,
375-376
SmartArt style in PowerPoint, 388
special effects to chart elements in
Excel, 277-278
styles in Word, 73-74
styles to Excel charts, 265-266
text box effects in PowerPoint,
378-379
text effects, 37-40
themes in Word, 42-43
themes to Excel worksheets,
205-212
area charts, 259
argument, 184-185
arrow keys, 157
aspect ratio, 260
assigning tasks in Outlook, 333-334
attaching
files to messages in Outlook,
295-296
sound to pictures on slides in
PowerPoint, 407-409
attachments received, 299-300
AutoFill, using to fill cell content in
Excel, 162-164
AutoFit setting, changing, 110-111
AutoMark feature, 137
automatic signatures, using in
Outlook, 314-317
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auto-numbering pictures in Word,
122-124

AVERAGE function (Excel), 187

axis, 268

axis label, 268

axis scale, changing of Excel charts,
263-265

oBo

backgrounds
applying color to pages in Word,
97-98
applying to Excel worksheets,
212-214
hiding graphics in PowerPoint,
370-371
removing graphics in PowerPoint,
370-371
shading in Word, 69-70
Backstage view
Excel, 157
Office, 11
bar chart, 258, 259
Bcc (blind copy), 293, 294
Bevel effect (PowerPoint), 379
bibliographies, creating in Word,
131-134
Black or Unblack Slide Show
(PowerPoint), 423
blanking screen in PowerPoint, 420
blind copy (Bcc), 293, 294
blocked sender list, managing in
Outlook, 312-314
blocking senders in Outlook,
311-312
Border Sampler feature, 114
BorderArt, applying in Word, 96-97
borders
applying to table cells in Word,
112-114
changing for chart elements in
Excel, 274-277
defined, 112
page (Word), 95-97
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placing around paragraphs in
Word, 66-69
PowerPoint, 374
Borders and Shading dialog box, 68
bulleted lists
creating in Word, 70-72
PowerPoint, 352
Bullets button (PowerPoint), 352
business card format, 327

oCo

calculating loan terms in Excel,
192-194
Calendar area (Outlook), 283
captioning pictures in Word,
122-124
carbon copy (Cc), 293, 294
cell cursor (Excel), 156
cells
applying borders to in Excel
worksheets, 214-216
copying data between in Excel,
164-167
defined, 15
deleting in Excel, 167-171,
168-171
editing text in Excel in, 160-162
entering text in Excel in, 160-162
formatting in Excel worksheets
using cell styles, 217-219
inserting in Excel, 167-171,
168-171
moving between in Excel, 157-158
moving data between in Excel,
164-167
referencing in formulas in Excel,
179-180
referencing on worksheets in Excel,
180-182
referring to with absolute
referencing in Excel, 183-184
referring to with relative
referencing in Excel, 182
selecting in Excel, 158-159
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cells (continued)

selecting in Word, 107-110

text wrapping in Excel
worksheets, 223

using AutoFill to fill content in
Excel, 162-164

Word, 101

changing

account settings in Outlook, 290-292

animation options in PowerPoint,
400-401

animation sequence in
PowerPoint, 405

AutoFit setting in Word, 110-111

axis scale of Excel charts, 263-265

bullet characters in Word, 72

chart element’s border and fill in
Excel, 274-277

color of Excel charts, 266-267

column width in Excel, 221-223

data ranges for Excel charts,
262-263

flow direction in PowerPoint,
386-387

handout masters in PowerPoint,
426-427

horizontal alignment in Word,
58-59

how contacts are filed in
Outlook, 322

layouts in PowerPoint, 387-388

locations when saving/opening
files, 25-26

message handling rules, 308-309

number types in Word, 72

presentation colors and fonts in
PowerPoint, 362-363

properties of chart elements in
Excel, 271-272

row height in Excel, 220-221

send/receive automatic intervals in
Outlook, 297-298

slide layout, 350-351

SmartArt colors in PowerPoint,
388-389
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structure of SmartArt graphics,
385-388
style set in Word, 41-42
styles in Word, 74-77
table appearance in Excel, 240-241
task status in Outlook, 336
Tasks view in Outlook, 331
text color, 36-37
text font, 32-33
text size in Office, 33-34
text size in PowerPoint, 371-372
themes in PowerPoint, 360-362
themes in Slide Master view in
PowerPoint, 364-373
vertical spacing in Word, 63-66
views, 19-20
worksheet tab color in Excel, 175
wrap setting for pictures in Word,
118-119
character formatting, 27
Character Spacing command
(PowerPoint), 353
chart area, 268
chart title, 268
charts (Excel)
about, 257
adding elements, 268-271
applying styles, 265-266
changing axis scale of, 263-265
changing color, 266-267
choosing types, 257-259
creating, 259-260
formatting elements, 271-278
modifying data ranges for, 262-263
moving, 260-262
removing elements, 268-271
resizing, 260-262
switching rows/columns, 262
Charts heading (Quick Analysis
feature), 201
cheat sheet (website), 2
checking
heading outline levels in Word,
126-128
spelling and grammar, 43-46
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choosing
animations in PowerPoint,
399-400
cells in Excel, 158-159
cells in Word, 107-110
citation style in Word, 132
colors from palette, 34-36
columns in Word, 107-110
data lists for mail merge,
142-143
from Function Library in Excel,
189-190
between manual and style-based
formatting, 30-31
ranges in Excel, 158-159
rows in Word, 107-110
table styles in Excel, 239-240
text, 29-30
types of Excel charts, 257-259
views in PowerPoint, 342-345
citing sources in Word, 131-134
Clear All Formatting command
(PowerPoint), 353
Clear command, 161
clearing sorts in Excel, 245
Clipboard, copying and moving in
Excel using, 166-167
Close (X) button, 8
Close page (File menu), 12
closing files, 23
color scales, in Excel, 224-225
colors
applying to shapes in PowerPoint,
389-390
changing for SmartArt in
PowerPoint, 388-389
changing for text in Word, 36-37
changing in PowerPoint, 362-363
changing of Excel charts, 266-267
selecting from palette, 34-36
Colors dialog box, 35
column chart, 258
columns
adding in Word, 111-112
deleting in Excel, 167-171, 168
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inserting in Excel, 167-168,
167-171
removing in Word, 111-112
resizing in Excel worksheets,
219-223
resizing in tables in Word, 110-111
selecting in Word, 107-110
switching in Excel charts, 262
Columns command
(PowerPoint), 353
composing messages in Outlook,
293-296
conditional formatting, using in
Excel worksheets, 224-229
conditions, evaluating with IF
functions in Excel, 194-196
configuring junk mail filter in
Outlook, 309-314
contacts (Outlook)
adding, 319-324
deleting, 322-324
editing, 319-324
forwarding data via email,
327-328
restoring, 322-324
sending messages to, 325-326
content, using Flash Fill to extract in
Excel, 171-172
content placeholders, using in
PowerPoint, 351-354
contiguous cells, 159
Convert to SmartArt Graphic
command (PowerPoint), 353
converting
existing text to tables in Word,
105-107
ranges to tables in Excel, 238-240
tables to ranges in Excel, 241
text to lists in Word, 71
text to SmartArt, 383-384
copying
animation effects in
PowerPoint, 404
data between cells in Excel,
164-167
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copying (continued)
Excel formulas, 182-184
formatting with Format Painter,
40-41
slides in PowerPoint, 348-349
correcting spacing issues on address
blocks in Word, 147-148
COS function (Excel), 194
COUNT function (Excel), 187
Create Source dialog box, 132-133
creating
bibliographies in Word, 131-134
bulleted lists in Word, 70-72
contacts in Outlook, 320-321
custom color schemes in Excel,
210-211
custom font schemes in Excel,
211-212
custom themes in Excel, 207-209
data lists for mail merge, 144-145
documents, 13-14
emphasis animation in
PowerPoint, 397-398
entrance animation in PowerPoint,
395-397
envelopes in Word, 140-141
Excel charts, 259-260
Excel databases, 237-241
exit animation in PowerPoint,
398-399
folders in Outlook, 303-304
indexes in Word, 134-138
labels in Word, 141
layouts in PowerPoint, 365-367
message handling rules in Outlook,
306-309, 307-308
numbered lists in Word, 70-72
page borders, 95-97
page breaks in Word, 91-92
PDFs of documents in Word, 50-51
queries in Excel, 249-250
range names by selection in Excel,
197-199
range names using Define Name
command in Excel, 199-200
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range names using Name Box in
Excel, 199
section breaks in Word, 92-93
slides from Ribbon in PowerPoint,
347-348
slides in Outline pane in
PowerPoint, 346-347
slides in Slides pane in PowerPoint,
345-346
SmartArt graphics in PowerPoint,
380-385
styles in Word, 77-80
table of contents (TOC) in Word,
125-130
tables in Word, 101-107
tasks in Outlook, 328-337
text boxes on slides in
PowerPoint, 355
validation rules in Excel, 252-255
worksheets in Excel, 172-175
XPS versions of documents in
Word, 50-51
Creative Commons, 116-117
Ctrl+arrow key, 157
Ctrl+End, 157
Ctrl+Home, 157
Ctrl+Page Down, 157
Ctrl+Page Up, 157
Custom AutoFilter dialog box, 247
customizing themes in Excel
worksheets, 205-212
Cut command, 161
cutting, copying, and pasting, in
Excel, 167
Cycle type, of SmartArt
graphics, 380

oDo

data (Excel), 164-167

data bars (Excel), 224

data entry, restricting with validation
rules in Excel, 252-255

data label, 268

data lists
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creating for mail merge, 144-145
defined, 138-139
selecting for mail merge, 142-143
data point, 268
data ranges, modifying for Excel
charts, 262-263
data series, 268
data table, 268
databases (Excel), 237
datasets
defined, 237
removing duplicates from,
251-252
date, showing in Excel, 190-192
default format, 20
Define Name command, creating
range names in Excel using,
199-200
definition
creating styles in Word by,
79-80
modifying styles in Word by,
75-77
Delete key, 161
Deleted Items folder (Outlook), 281
deleting
attachments in Outlook, 300
background graphics in
PowerPoint, 370-371
borders from paragraphs in
Word, 67
cells in Excel, 167-171
columns in Excel, 167-171
columns in Word, 111-112
conditional formatting in Excel,
228-229
contacts in Outlook, 322-324
duplicates from datasets in Excel,
251-252

manually applied formatting,
31-32

message handling rules,
308-309

messages in Outlook, 303

placeholders in PowerPoint,
367-368

rows in Excel, 167-171

rows in Word, 111-112

section breaks in Word, 93

shapes in PowerPoint, 386

slides in PowerPoint, 345-350

sorts in Excel, 244-245

table formatting in Excel, 241

tasks in Outlook, 337

validation rules in Excel, 255

worksheets in Excel, 173-174

delimited, 105
demoting

paragraphs in PowerPoint, 352
text in PowerPoint, 386

Display Settings (PowerPoint), 423
displaying

Animation pane in PowerPoint,
402-403

current date/time in Excel,
190-192

slide shows onscreen in
PowerPoint, 416-421

documents

creating, 13-14

creating PDF/XPS versions of in
Word, 50-51

emailing in Word, 46-48

merging to new, 150-151

Saving in Word, 48-49

setting up multicolumn in Word,
94-95

starting in Word, 28-29

elements from Excel charts, domain, 312

268-271 Drafts folder (Outlook), 281
endnotes in Word, 130 drawing tables in Word, 104-105
filters in Excel, 244-245 Dummies (website), 2
footnotes in Word, 130 duplicates, removing from datasets
hard page breaks, 92 in Excel, 251-252
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.EO

editing
contacts in Outlook, 319-324
SmartArt text, 384-385
text in cells in Excel, 160-162
text in Excel, 16
text in Word, 15
effects
applying to shapes in PowerPoint,
389-390
applying to text in Word, 37-40
Excel, 207
elements
adding to Excel charts, 268-271
formatting in Excel charts, 271-278
removing from Excel charts,
268-271
email. See Outlook
emailing documents in Word, 46-48
emphasis animation
about, 395
creating in PowerPoint, 397-398
enabling
footer placeholders in PowerPoint,
373-374
junk mail filtering, 310-311
placeholders in PowerPoint, 368
End key, 157
End Slide Show (PowerPoint), 423
ending slide shows in PowerPoint,
418, 423
endnotes, inserting in Word,
130-131
entering
tasks in Outlook, 329-330
text, 15-17
text in cells in Excel, 160-162
text in PowerPoint, 16-17
entrance animation
about, 395
creating in PowerPoint, 395-397
Envelope Options dialog box, 140
envelopes, creating in Word,
140-141
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Erase All In on Slide tool
(PowerPoint), 421
Eraser tool (PowerPoint), 421
evaluating conditions with IF
functions in Excel, 194-196
example
creating styles in Word by, 78-79
modifying styles in Word by,
74-75
Excel
about, 1, 155
adding total rows to tables,
247-249
charts. See charts (Excel)
converting ranges to tables,
238-240
copying data between cells,
164-167
creating databases, 237-241
creating queries, 249-250
creating worksheets, 172-175
deleting rows, columns, and cells,
167-171
editing text in cells, 160-162
entering text in cells, 15-16,
160-162
file formats, 20
File menu, 12
filtering tables, 245-247
inserting rows, columns, and cells,
167-171
interface, 156-157
managing worksheets, 172-175
moving between cells, 18, 157-158
moving data between cells,
164-167
removing duplicates from datasets,
251-252
restricting data entry with
validation rules, 252-255
selecting cells/ranges, 158-159
sorting tables, 242-245
Start screen, 7
using AutoFill to fill cell content,
162-164

October 15, 2015 5:08 PM



using Flash Fill to extract content,
171-172
exit animation
about, 395
creating in PowerPoint, 398-399
exiting from Slide Master view in
PowerPoint, 372-373
Export page (File menu), 12
exporting handouts to Word from
PowerPoint, 428-429

° F °

field (Excel)
defined, 237
sorting by, 242-244
file format, 20
File menu, 11-12
file path, 25
files
attaching to messages in Outlook,
295-296
changing locations when saving/
opening, 25-26
closing, 23
inserting pictures in Word in, 116
opening saved, 23-24
fill
changing for chart elements in
Excel, 274-277
PowerPoint, 375
filling
content placeholders with
graphical elements in
PowerPoint, 354
content placeholders with text in
PowerPoint, 352-353
filtering tables in Excel, 245-247
filters, removing in Excel, 244-245
finding
functions in Excel, 187-189
pictures online for Word, 116-118
first-line indent, 59
Flash Fill, using to extract content in
Excel, 171-172
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flow direction, changing in
PowerPoint, 386-387
folders (Outlook)
creating, 303-304
moving messages between,
304-305
switching between, 281-282
Font dialog box, 38
fonts
changing in PowerPoint, 362-363
changing in Word, 32-33
defined, 32
footers
PowerPoint, 373-374
setting up in Excel worksheets,
229-232
Word, 86-91
footnotes, inserting in Word,
130-131
Format Painter, copying formatting
with, 40-41
Format Picture dialog box, 232
formatting
about, 81
cells in Excel worksheets using cell
styles, 217-219
chart elements in Excel, 273-274
choosing between manual and
style-based, 30-31
copying with Format Painter,
40-41
documents. See documents
elements in Excel charts, 271-278
pages. See pages
paragraphs. See paragraph
formatting
placeholders in PowerPoint,
374-379
removing manually applied,
31-32
sections. See sections
SmartArt graphics, 388-390
SmartArt text, 384-385
text box borders in PowerPoint,
376-377
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formatting (continued)
text box fills in PowerPoint,
377-378
text boxes in PowerPoint, 374-379
Formatting heading (Quick Analysis
feature), 200
formulas (Excel)
about, 177
calculating loan terms, 192-194
copying, 182-184
moving, 182-184
performing math calculations, 194
referring to named ranges,
196-200
using Quick Analysis feature,
200-203
writing, 178-182
forwarding
contact data via email in Outlook,
327-328
messages in Outlook, 301-302
Function Library, choosing from in
Excel, 189-190
functions (Excel)
about, 177
calculating loan terms, 192-194
evaluating conditions with IF
functions, 194-196
inserting, 184-190
performing math calculations, 194
referring to named ranges, 196-200
showing current date/time with,
190-192
using Quick Analysis feature,
200-203

oGo

Glow effect (PowerPoint), 379
grammar, checking in Word, 43-46
graphics
auto-numbering in Word, 122-124
captioning in Word, 122-124
changing wrap setting for in Word,
118-119
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filling content placeholders with in
PowerPoint, 354
finding online for Word, 116-118
inserting in Word from files, 116
managing placement and size of in
Word, 118-122
manually placing on slides in
PowerPoint, 355-356
moving in Word, 120
resizing in Word, 120-121
rotating in Word, 121-122
Word, 101
greeting lines, inserting in
Word, 148
gridlines
in charts, 269
defined, 112
turning off in Excel, 214
Gutter/Gutter Position settings,
82-83

oHo

handouts
exporting to Word from
PowerPoint, 428-429
printing in PowerPoint, 424-427
hanging indent, 59
hard page breaks, 91-92
headers
Excel, 229-232
Word, 86-91
headings, checking outline levels in
Word, 126-128
help (PowerPoint), 420-421
hiding background graphics in
PowerPoint, 370-371
Hierarchy type, of SmartArt
graphics, 380
Highlighter tool (PowerPoint), 421
Home key, 157
horizontal alignment, changing in
Word, 58-59
HyperText Transfer Protocol
(HTTP), 286
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icon sets (Excel), 225
icons
explained, 2
sound clip, 406-407
IF functions, evaluating conditions
with in Excel, 194-196
IMAP (Internet Mail Access
Protocol), 286
Inbox folder (Outlook), 281
indenting paragraphs in Word,
59-62
indexes, creating in Word, 134-138
Info page (File menu), 12
Ink Color tool (PowerPoint), 421
Insert Function dialog box, 249
Insert Function feature (Excel),
187-189
Insert Merge Field button, 149
Insert Table of Figures
command, 124
inserting
address blocks in Word, 146-147
cells in Excel, 167-171
columns in Excel, 167-171
endnotes in Word, 130-131
footnotes in Word, 130-131
functions in Excel, 184-190,
187-189
greeting lines in Word, 148
individual merge fields in Word,
148-149
merge fields in main documents,
145-149
pictures in Word from files, 116
rows in Excel, 167-171
shapes in PowerPoint, 385-386
sound clips in PowerPoint,
405-409
tables in Word, 102-104
video clips on slides in PowerPoint,
409-413
video from PC in PowerPoint,
412-413
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insertion point, 15
interface
Excel, 156-157
Outlook, 279-283
Internet Mail Access Protocol
(IMAP), 286
Internet resources
cheat sheet, 2
Dummies, 2
Wiley Product Technical Support, 3

° J °

Junk Email folder (Outlook), 281
junk mail filter, configuring in
Outlook, 309-314

° P(o

keyboard controls, 18

.L.

Label Options dialog box, 141

labels, creating in Word, 141

landscape orientation, 53, 83

Laser Pointer tool
(PowerPoint), 421

layout master (PowerPoint), 364

layouts

changing in PowerPoint,
387-388
creating in PowerPoint, 365-367

legend, 258, 268

line charts, 259

line numbers, adding in Word,
98-99

linking to online videos in
PowerPoint, 410-411

List pane (Outlook), 280

List type, of SmartArt graphics, 380

loan terms, calculating in Excel,
192-194

locations, changing when saving/
opening files, 25-26
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.M.

macro-enabled, 21
Mail area (Outlook), 280-281, 326
mail merge (Word)
about, 125, 138-139
creating data lists for, 144-145
inserting merge fields in main
documents, 145-149
performing, 150-153
selecting data lists for, 142-143
starting main documents,
139-141
Make the Text Larger/Smaller
(PowerPoint), 423
managing
blocked/unblocked sender lists,
312-314
picture placement and size in
Word, 118-122
tasks in Outlook, 328-337
worksheets in Excel, 172-175
manual formatting, choosing
between style-based formatting
and, 30-31
margins, setting in Word, 81-83
Master views (PowerPoint), 343
math calculations, performing in
Excel, 194
math operators, 178
math precedence, 179
Matrix type, of SmartArt
graphics, 381
MAX function (Excel), 187
messages (Outlook)
composing, 293-296
creating handling rules, 306-309
moving between folders,
304-305
reading, 296-303
receiving, 296-303
sending, 293-296
sending to contacts, 325-326
Microsoft Excel. See Excel
Microsoft Exchange, 284
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Microsoft Office. See Office;
specific topics
Microsoft Outlook. See Outlook
Microsoft PowerPoint. See
PowerPoint
Microsoft Word. See Word
MIN function (Excel), 187
mixed reference, 183-184
modifying
account settings in Outlook,
290-292
animation options in PowerPoint,
400-401
animation sequence in
PowerPoint, 405
AutoFit setting in Word, 110-111
axis scale of Excel charts, 263-265
bullet characters in Word, 72
chart element’s border and fill in
Excel, 274-277
color of Excel charts, 266-267
column width in Excel, 221-223
data ranges for Excel charts,
262-263
flow direction in PowerPoint,
386-387
handout masters in PowerPoint,
426-427
horizontal alignment in Word,
58-59
how contacts are filed in
Outlook, 322
layouts in PowerPoint, 387-388
locations when saving/opening
files, 25-26
message handling rules, 308-309
number types in Word, 72
presentation colors and fonts in
PowerPoint, 362-363
properties of chart elements in
Excel, 271-272
row height in Excel, 220-221
send/receive automatic intervals in
Outlook, 297-298
slide layout, 350-351
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SmartArt colors in PowerPoint,
388-389
structure of SmartArt graphics,
385-388
style set in Word, 41-42
styles in Word, 74-77
table appearance in Excel,
240-241
task status in Outlook, 336
Tasks view in Outlook, 331
text color, 36-37
text font, 32-33
text size in Office, 33-34
text size in PowerPoint, 371-372
themes in PowerPoint, 360-362
themes in Slide Master view in
PowerPoint, 364-373
vertical spacing in Word, 63-66
views, 19-20
worksheet tab color in Excel, 175
wrap setting for pictures in Word,
118-119
More area (Outlook), 283
More Slide Show Options
(PowerPoint), 423
motion path animation, 395
mouse, copying and moving in Excel
using, 165
moving
around in applications, 17-18
around in presentations in
PowerPoint, 340-342
between cells in Excel, 157-158
data between cells in Excel,
164-167
Excel charts, 260-262
Excel formulas, 182-184
messages between folders in
Outlook, 304-305
messages from specific senders in
Outlook, 306-307
pictures in Word, 120
reference marks in Word, 130
slide objects in PowerPoint,
356-357
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between slides in Slide Show view
in PowerPoint, 416-418
multicolumn documents, setting up,
94-95

oNo

Name Box, creating range names in
Excel using, 199
navigating, in Outlook, 282-283
Navigation pane (Outlook), 280
New page (File menu), 12
newspaper-style layout, 94
Next button (PowerPoint), 419, 422
97-2003, 21
noncontiguous cells, 159
Normal template, 29, 73
Normal view (PowerPoint), 343
Notes pane (PowerPoint), 341, 344
NOW function (Excel), 191
NPER function (Excel), 192
numbered lists, creating in Word,
70-72
Numbering button
(PowerPoint), 352
numbering pages in Word, 86-88
numeric values, creating formulas
that calculate, 178-179

oOo

objects, animating in PowerPoint,
394-405
Office. See also specific topics
about, 5-9
changing locations when saving/
opening files, 25-26
changing views, 19-20
closing files, 23
creating documents, 13-14
entering text, 15-17
File menu, 11-12
moving around in applications,
17-18
opening saved files, 23-24
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Office (continued)
Ribbon, 9-10
saving your work, 20-23
OneDrive
about, 25
saving to, 21
online videos, linking to in
PowerPoint, 410-411
Open dialog box, 25-26
Open page (File menu), 12
opening
changing locations when (files),
25-26
saved files, 23-24
Options button (PowerPoint), 419
Options page (File menu), 12
order of precedence, 179
orientation, page (Word), 83-85
Outbox folder (Outlook), 281
outline (PowerPoint), 374
Outline view (PowerPoint),
343-344, 346-347
Outlook
about, 1, 279, 319
adding contacts, 319-324
composing messages, 293-296
configuring junk mail filter,
309-314
creating folders, 303-304
creating message handling rules,
306-309
creating tasks, 328-337
editing contacts, 319-324
file formats, 20
forwarding contact data via email,
327-328
interface, 279-283
managing tasks, 328-337
moving messages between folders,
304-305
reading email, 296-303
receiving email, 296-303
searching People list,
324-325
sending messages, 293-296
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sending messages to contacts,
325-326

setting up mail account, 283-292

using automatic signatures,
314-317

viewing People list, 324-325

oPo

page breaks, creating in Word, 91-92
Page Down key, 157
Page Number feature (Word), 86-88
Page Up, 157
pages
applying background color, 97-98
creating borders, 95-97
creating page breaks, 91-92
footers, 86-91
headers, 86-91
numbering in Word, 86-88
setting margins, 81-83
setting size and orientation, 83-85
palette, selecting color from, 34-36
Paragraph dialog box, 61-62, 64-65
paragraph formatting
about, 57
adjusting vertical spacing, 63-66
applying styles, 73-74
changing horizontal alignment,
58-59
creating bulleted lists, 70-72
creating numbered lists, 70-72
creating styles, 77-80
indenting, 59-62
modifying styles, 74-77
placing borders around paragraphs,
66-69
shading backgrounds, 69-70
paragraphs (PowerPoint), 352
pausing presentations in
PowerPoint, 420
PCs, inserting video from in
PowerPoint, 412-413
Pen and Laser Pointer Tools
(PowerPoint), 423
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Pen button (PowerPoint), 419
Pen tool (PowerPoint), 421
pen tools, annotating slides with in
PowerPoint, 421-422
People area (Outlook), 283,
319-324
People list (Outlook), 324-325
performing
mail merge, 150-153
math calculations in Excel, 194
Picture type, of SmartArt
graphics, 381
pictures
auto-numbering in Word, 122-124
captioning in Word, 122-124
changing wrap setting for in Word,
118-119
filling content placeholders with in
PowerPoint, 354
finding online for Word, 116-118
inserting in Word from files, 116
managing placement and size of in
Word, 118-122
manually placing on slides in
PowerPoint, 355-356
moving in Word, 120
resizing in Word, 120-121
rotating in Word, 121-122
Word, 101
pie charts, 257-258
PIN code, 3
PivotTable icons, 202
placeholders
adding in PowerPoint, 369-370
formatting in PowerPoint, 374-379
removing in PowerPoint, 367-368
repositioning in PowerPoint, 370
resizing in PowerPoint, 370
placing
borders around paragraphs in
Word, 66-69
managing for pictures in Word,
118-122
pictures on slides in PowerPoint
manually, 355-356
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text on slides in PowerPoint
manually, 355
plot area, 268
PMT function (Excel), 192
points, 33
portrait orientation, 53, 83
Post Office Protocol 3
(POP3), 286
PowerPoint
about, 1, 339, 359, 391, 415
adding slide transition effects,
392-393
adding slides, 345-350
animating objects, 394-405
annotating slides with pen tools,
421-422
changing presentation colors and
fonts, 362-363
changing slide layout, 350-351
changing themes, 360-362
choosing views, 342-345
creating SmartArt graphics,
380-385
displaying slide shows onscreen,
416-421
enabling footer placeholders,
373-374
entering text in, 16-17
exporting handouts to Word,
428-429
file formats, 20
File menu, 12
formatting placeholders,
374-379
formatting SmartArt graphics,
388-390
formatting text boxes, 374-379
inserting sound clips, 405-409
inserting video clips, 409-413
manually placing pictures on
slides, 355-356
manually placing text on
slides, 355
modifying structure of SmartArt
graphics, 385-388
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PowerPoint (continued)
modifying themes in Slide Master
view, 364-373
moving around in presentations,
340-342
moving slide objects, 356-357
printing handouts, 424-427
removing slides, 345-350
resizing slide objects, 356-357
setting slides to advance, 393-394
Start screen, 7
starting new presentations,
339-340
templates compared with themes,
359-360
using content placeholders,
351-354
using Presenter view, 422-423
precedence, order of, 179
presentations (PowerPoint)
changing colors and fonts,
362-363
moving around in, 340-342
pausing, 420
starting new, 339-340
Presenter view (PowerPoint), 422-423
Previous button (PowerPoint),
419, 422
Print Layout view (Word), 86
Print page (File menu), 12
printers, merging to, 151-152
printing
Excel worksheets, 232-235
handouts in PowerPoint, 424-427
in Word, 51-55
Process type, of SmartArt
graphics, 380
promoting
paragraphs in PowerPoint, 352
text in PowerPoint, 386
properties, changing for chart
elements in Excel, 271-272
PV function (Excel), 192
Pyramid type, of SmartArt
graphics, 381
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° Q °

queries, creating in Excel, 249-250

Quick Access toolbar (Excel), 157

Quick Analysis feature (Excel),
200-203

Quick Print feature (Word), 55

.R.

ranges (Excel)
converting tables to, 241
converting to tables, 238-240
deleting, 168-171
inserting, 168-171
referring to named ones, 196-200
selecting, 158-159
RATE function (Excel), 192
Read Mode (Word), 86
reading
email in Outlook, 296-303
received email messages, 299
Reading pane (Outlook), 280-281
Reading view (PowerPoint), 343, 345
receiving
assigned tasks in Outlook, 334-335
email in Outlook, 296-303
records
Excel, 237
Outlook, 319
recovering deleted messages in
Outlook, 303
Recycle Bin (PowerPoint), 350
references (Word), 125
referencing
cells in formulas in Excel,
179-180
cells on worksheets in Excel,
180-182
referring
to cells with absolute referencing in
Excel, 183-184
to cells with relative referencing in
Excel, 182
to named ranges in Excel, 196-200
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Reflection effect (PowerPoint), 379
Relationship type, of SmartArt
graphics, 381
Remember icon, 2
removing
attachments in Outlook, 300
background graphics in
PowerPoint, 370-371
borders from paragraphs in Word, 67
cells in Excel, 167-171
columns in Excel, 167-171
columns in Word, 111-112
conditional formatting in Excel,
228-229
contacts in Outlook, 322-324
duplicates from datasets in Excel,
251-252
elements from Excel charts,
268-271
endnotes in Word, 130
filters in Excel, 244-245
footnotes in Word, 130
hard page breaks, 92
manually applied formatting,
31-32
message handling rules, 308-309
messages in Outlook, 303
placeholders in PowerPoint,
367-368
rows in Excel, 167-171
rows in Word, 111-112
section breaks in Word, 93
shapes in PowerPoint, 386
slides in PowerPoint, 345-350
sorts in Excel, 244-245
table formatting in Excel, 241
tasks in Outlook, 337
validation rules in Excel, 255
worksheets in Excel, 173-174
renaming worksheets in Excel, 174
reordering
shapes in PowerPoint, 386-387
worksheet tabs in Excel, 175
replying to messages in Outlook,
300-301
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repositioning
chart elements in Excel, 271
placeholders in PowerPoint, 370
shapes in PowerPoint, 387
resetting SmartArt graphics, 387
resizing
chart element text in Excel,
272-273
columns in Excel worksheets,
219-223
Excel charts, 260-262
pictures in Word, 120-121
placeholders in PowerPoint, 370
rows in Excel worksheets, 219-223
slide objects in PowerPoint,
356-357
table rows and columns in Word,
110-111
restoring contacts in Outlook,
322-324
restricting data entry with validation
rules in Excel, 252-255
Ribbon
creating slides from in PowerPoint,
347-348
Excel, 157
working with, 9-10
Rich Text Format (.rtf), 48
rotating pictures in Word, 121-122
ROUNDUP function (Excel), 194
rows
adding in Word, 111-112
adding to tables in Excel, 247-249
deleting in Excel, 167-171, 168
inserting in Excel, 167-168,
167-171
removing in Word, 111-112
resizing in Excel worksheets,
219-223
resizing in tables in Word, 110-111
selecting in Word, 107-110
switching in Excel charts, 262
RSS Feeds folder (Outlook), 281
.1tf (Rich Text Format), 48
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Safe Lists Only filter (Outlook), 310
Save As dialog box, 21, 23, 25-26
Save As page (File menu), 12
Save page (File menu), 12
saving
changing locations when (files),
25-26
documents in Word, 48-49
work, 20-23
scatter (XY) chart, 259
screen, blanking in PowerPoint, 420
scroll bars
defined, 17
Excel, 157
Search Folders (Outlook), 281
searching People list in Outlook,
324-325
section breaks, creating in Word,
92-93
sections, creating section breaks,
92-93
selecting
animations in PowerPoint, 399-400
cells in Excel, 158-159
cells in Word, 107-110
citation style in Word, 132
colors from palette, 34-36
columns in Word, 107-110
data lists for mail merge, 142-143
from Function Library in Excel,
189-190
between manual and style-based
formatting, 30-31
ranges in Excel, 158-159
rows in Word, 107-110
table styles in Excel, 239-240
text, 29-30
types of Excel charts, 257-259
views in PowerPoint, 342-345
selection, creating range names by in
Excel, 197-199
senders, blocking in Outlook,
311-312
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sending
merged email messages, 152-153
messages in Outlook, 293-296
messages to contacts in Outlook,
325-326
status reports in Outlook, 332-333
Sent Items folder (Outlook), 281
setting
margins in Word, 81-83
page size in Word, 83-85
print ranges in Excel, 234-235
slides to advance in PowerPoint,
393-394
text animation options in
PowerPoint, 403-404
setup
email accounts automatically,
284-285
email accounts manually, 285-290
footers in Excel worksheets,
229-232
headers in Excel worksheets,
229-232
mail account in Outlook, 283-292
multicolumn documents, 94-95
recurring tasks in Outlook,
331-332
shading
applying to Excel worksheets,
214-216
applying to table cells in Word, 115
backgrounds in Word, 69-70
Shadow command
(PowerPoint), 353
Shadow effect (PowerPoint), 379
shapes (PowerPoint)
applying colors to, 389-390
applying effects to, 389-390
applying styles, 375-376
deleting, 386
inserting, 385-386
reordering, 386-387
repositioning, 387
Share page (File menu), 12
Shift+Tab, 157
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shortcuts (Excel), 157
Show All Slides button
(PowerPoint), 419, 423
Simple Mail Transfer Protocol
(smtp), 286
SIN function (Excel), 194
size
changing for text in Word, 33-34
managing for pictures in Word,
118-122
page (Word), 83-85
Slide Master view
exiting from in PowerPoint, 372-373
modifying themes in PowerPoint
in, 364-373
Slide Show view (PowerPoint), 343,
345, 416-418
slide shows (PowerPoint). See also
presentations (PowerPoint)
displaying onscreen, 416-421
ending, 418
Slide Sorter view (PowerPoint), 344
slides (PowerPoint)
adding, 345-350
adding transition effects, 392-393
annotating with pen tools,
421-422
attaching sound to pictures on,
407-409
changing layout, 350-351
creating from Ribbon, 347-348
creating in Outline pane, 346-347
creating in Slides pane, 345-346
creating text boxes on, 355
deleting, 350
duplicating, 348-349
inserting sound clip icons on,
406-407
inserting video clips on, 409-413
moving between in Slide Show
view, 416-418
moving slide objects, 356-357
removing, 345-350
resizing slide objects, 356-357
setting to advance, 393-394
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Slides pane (PowerPoint), 341,
345-346
SmartArt graphics
creating in PowerPoint, 380-385
formatting, 388-390
modifying structure of, 385-388
resetting, 387
smtp (Simple Mail Transfer
Protocol), 286
Soft Edges effect (PowerPoint), 379
soft page breaks, 91-92
sorting tables in Excel, 242-245
sound clips
attaching to pictures on slides in
PowerPoint, 407-409
inserting in PowerPoint, 405-409
sources, citing in Word, 131-134
spacing, vertical (Word), 63-66
Sparklines heading (Quick Analysis
feature), 203
special effects, applying to chart
elements in Excel, 277-278
spelling, checking in Word, 43-46
SQRT function (Excel), 194
stacked chart, 258
starting
documents in Word, 28-29
mail merge main documents,
139-141
new presentations in PowerPoint,
339-340
Office applications, 6-8
status reports, sending in Outlook,
332-333
stock charts, 259
structure, modifying of SmartArt
graphics, 385-388
style set, changing in Word, 41-42
style-based formatting, choosing
between manual and, 30-31
styles
applying in Word, 73-74
applying to Excel charts, 265-266
creating in Word, 77-80
modifying in Word, 74-77
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Styles gallery, 73
suite, 5
SUM function (Excel), 185-186, 196
SUMIF function (Excel), 196
surface charts, 259
switching
columns in Excel charts, 262
between folders in Outlook,
281-282
rows in Excel charts, 262
syntax, 185

oTo

Tab key, 157
table of contents (TOC), creating in
Word, 125-130
tables (Excel)
adding rows to, 247-249
changing appearance, 240-241
choosing styles, 239-240
converting ranges to, 238-240
converting to ranges, 241
defined, 237
filtering, 245-247
sorting, 242-245
tables (Word)
about, 101
applying border to cells of,
112-114
applying shading to cells of, 115
converting existing text to, 105-107
creating, 101-107
Tables heading (Quick Analysis
feature), 202
tabular layout, 94
TAN function (Excel), 194
tasks
compared with To-Do list in
Outlook, 328-329
creating in Outlook, 328-337
managing in Outlook, 328-337
Tasks area (Outlook), 283, 328, 331
Tell Me What You Want to Do box
(Excel), 157
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templates, 13-14, 359-360
text
applying effects, 37-40
changing color of in Word, 36-37
changing font, 32-33
converting existing to tables in
Word, 105-107
converting to lists in Word, 71
converting to SmartArt, 383-384
demoting in PowerPoint, 386
editing in cells in Excel, 160-162
entering in cells in Excel, 160-162
entering in Office, 15-17
entering in PowerPoint, 16-17
filling content placeholders with in
PowerPoint, 352-353
manually placing on slides in
PowerPoint, 355
promoting in PowerPoint, 386
resizing in Office, 33-34
resizing in PowerPoint, 371-372
selecting, 29-30
typing in header/footer area in
Word, 86-88
text boxes
applying effects in PowerPoint,
378-379
creating on slides in
PowerPoint, 355
formatting borders of in
PowerPoint, 376-377
formatting fills in PowerPoint,
377-378
formatting in PowerPoint,
374-379
Text Direction command
(PowerPoint), 353
text wrapping cells in Excel
worksheets, 223
theme master (PowerPoint), 364
themes
applying in Word, 42-43
applying to Excel worksheets,
205-212
changing in PowerPoint, 360-362
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compared with templates, 359-360
customizing in Excel worksheets,
205-212
defined, 205
modifying in Slide Master view in
PowerPoint, 364-373
This PC, saving to, 21
3-D Rotation effect (PowerPoint), 379
3D-style chart, 269
thumbnails pane (PowerPoint), 341
time, showing in Excel, 190-192
Tip icon, 2
TODAY function (Excel), 191
To-Do list, compared with tasks in
Outlook, 328-329
tools, slide show, 418-419
Totals heading (Quick Analysis
feature), 201
transition effects, adding in
PowerPoint, 392-393
Trash folder (Outlook), 281
turning off gridline display in
Excel, 214
typeface, 32
typing
lists in Word, 71-72
text in header/footer area in Word,
86-88

oUo

unblocked sender list, managing in
Outlook, 312-314
Undo command, 168
using
AutokFill to fill cell content in Excel,
162-164
automatic signatures in Outlook,
314-317
conditional formatting in Excel
worksheets, 224-229
content placeholders in
PowerPoint, 351-354
Flash Fill to extract content in
Excel, 171-172
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Quick Analysis feature in Excel,
200-203

oVo

validation rules, restricting data
entry with in Excel, 252-255
variants, of themes in
PowerPoint, 360
vCard format, 327
vertical spacing, adjusting in Word,
63-66
video clips, inserting on slides in
PowerPoint, 409-413
viewing People list in Outlook,
324-325
views
changing, 19-20
choosing in PowerPoint, 342-345

oWo

Warning! icon, 2
Web Layout view (Word), 86
websites
cheat sheet, 2
Dummies, 2
Wiley Product Technical Support, 3
Wiley Product Technical Support, 3
Windows 7, 2, 7
Windows 8.1, 7
Windows 10, 2
Word. See also formatting; paragraph
formatting
about, 1, 27
adding line numbers, 98-99
adding rows, 111-112
applying borders to table cells,
112-114
applying shading to table cells, 115
applying text effects, 37-40
applying themes, 42-43
auto-numbering pictures, 122-124
captioning pictures, 122-124
changing style set, 41-42
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Word (continued)

changing text color, 36-37

changing text font, 32-33

changing text size, 33-34

checking spelling and grammar,
43-46

choosing between manual and
style-based formatting, 30-31

citing sources, 131-134

copying formatting with Format
Painter, 40-41

creating bibliographies,
131-134

creating indexes, 134-138

creating PDFs of documents,
50-51

creating table of contents (TOC),
125-130

creating tables, 101-107

creating XPS versions of
documents, 50-51

emailing documents, 46-48

entering text in, 15

exporting handouts from
PowerPoint to, 428-429

file formats, 20

File menu, 12

finding pictures online, 116-118

inserting endnotes, 130-131

inserting footnotes, 130-131

inserting pictures from files, 116

mail merge. See mail merge (Word)

managing picture placement and
size, 118-122

moving around in, 18

printing your work, 51-55

removing columns, 111-112

removing manually applied
formatting, 31-32

removing rows, 111-112

resizing table rows and columns,
110-111

saving documents, 48-49
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selecting cells, rows, and columns,
107-110
selecting colors from palette,
34-36
selecting text, 29-30
setting up multicolumn
documents, 94-95
Start screen, 7
starting documents, 28-29
workbook (Excel), 156
worksheets (Excel)
about, 205
applying backgrounds, 212-214
applying cell borders, 214-216
applying shading, 214-216
applying themes, 205-212
creating, 172-175
customizing themes, 205-212
formatting cells using cell styles,
217-219
managing, 172-175
printing worksheets, 232-235
resizing rows/columns, 219-223
setting up headers/footers,
229-232
text wrapping cells, 223
using conditional formatting,
224-229
wrap setting, changing for pictures
in Word, 118-119
writing formulas in Excel, 178-182

o)(o

XY (scatter) chart, 259

° z:o

Zoom button (PowerPoint), 419

zoom commands, 19

Zoom In to the Slide
(PowerPoint), 423

Zoom slider (Excel), 157
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