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Introduction

f you've been thinking about taking a class on the Internet

(it is all the rage these days), but you're concerned about

getting lost in the electronic fray, worry no longer. Office
2013 elearning Kit For Dummies is here to help you, providing you
with a hands-on learning experience that includes not only the
book and CD you hold in your hands, but also an online course at
http://learn.dummies.com. Consider this introduction

your primer.

About This Kit

Whether you follow along with the book, go online for the courses,
or some combination of the two, the 13 chapters in Office 2013
eLearning Kit For Dummies walk you through examples and exer-
cises so that you learn how to do the following:

1 Master the basic features that all Office products have in
common, like ribbons, scroll bars, and keyboard shortcuts.

v Create and format Word documents that include text, headers
and footers, tables, and various types of graphics.

v Use Excel to store, format, and calculate numeric data and
present it in easy-to-read formats.

v Send and receive e-mail in Outlook and manage a calendar and
To-Do list items.

v Create a PowerPoint presentation that contains text, graphics,
animation effects, and even sound and video.


http://learn.dummies.com
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Each piece of this kit works in conjunction with the others, although you
don’t need them all to gain valuable understanding of the key concepts.

This book uses a tutorial approach to explain how to use Office features. In
each lesson, you’ll find the following elements:

* Lesson opener questions: To get you warmed up and ready for the
lesson material, the questions quiz you on particular points of interest. If
you don’t know the answer, a page number heads you in the right direc-
tion to find it.

v Tutorial step-by-step instruction with sample data files: Each lesson
introduces an important task you can do in an Office application. You
then find step-by-step tutorials that walk you through using the feature
or combining skills you've learned so far to accomplish a specific goal.
Often, you need to download a sample file that goes with the steps. See
the “Beyond the Book” section later in this introduction for details on
downloading the sample files.

v Summing Up: This section appears at the end of each chapter; it briefly
reiterates the content you just learned.

v Try-it-yourself lab: Test your knowledge of the content just covered by
performing an activity from scratch — that is, using general steps only
and no sample files.

+* Know this tech talk: Each lesson contains a brief glossary of related
terms.

A few style conventions help you navigate the book piece of this kit
efficiently:

v Instructions and names of the files needed to follow along with the step
lists are italicized.

v Website addresses, or URLs, and filenames are shown in a special type-
face 1ike this.

v Numbered steps that you need to follow and characters you need to
type are set in bold.

Used in conjunction with the tutorial text, the online course that goes with this
kit gives you the tools you need for a productive and self-guided eLearning
experience. Here’s how the course helps you get up-to-speed in Microsoft Office:

»* Multimedia-based instruction: After each feature is introduced, you’ll
find plentiful video clips, illustrations, and interactive widgets that show
you how a feature or task works. The course is like having a tutor ready
and willing to show you how a process works as many times as you need



Foolish Assumptions

until you’re confident in what you’ve learned. Or if you're pretty com-
fortable with certain parts of Microsoft Office, you can breeze past those
parts of the course instead.

1+~ Interactive quizzes and activities: Ample interactive elements enable
you to understand how Microsoft Office works and check what you've
learned. Hands-on activities enable you to try working in Office yourself
and receive feedback on what skills you still need to practice.

1 Resources: Throughout the online course, you’ll find extra resources
relevant to what you're learning.

Foolish Assumptions

For starters, I assume you need to find out how to use Office (and fast!) and
want to get a piece of this academic action the fun and easy way with Office
2013 eLearning Kit For Dummies.

[ assume you have basic Windows and computer skills, such as starting the
computer and using the mouse.

To get the most out of this kit, you need a Windows computer running
Office 2013. That way, you can experience the benefit of the tutorial
steps in the book and the hands-on instruction in the online course.

lcons Used in This Kit

The familiar and helpful For Dummies icons point you in the direction of
really great information that’s sure to help you as you work your way through
this kit. Look for these icons throughout the book and online course:

\\3
The Tip icon points out helpful information that's likely to make your job
easier.
§‘\sg,\l\l-"fli
& This icon marks an interesting and useful fact— something that you

might want to remember for later.
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The Warning icon highlights lurking danger. When you see this icon, you
know to pay attention and proceed with caution.

CTICE

Sometimes | might change things up by directing you to repeat a set of
steps but with different parameters. If you're up for the challenge, look
for the Practice icon.

In addition to the icons, you also find two friendly study aids that bring your
attention to certain pieces of information:

v Lingo: When you see the Lingo box, look for a definition of a key term or
concept.

v Extra Info: This box highlights something to pay close attention to in
a figure or points out other useful information that’s related to the
discussion.

Accessing the Office 2013 eCourse

Your purchase of this For Dummies eLearning Kit includes access to the
course online at the For Dummies eLearning Center. If you have purchased
an electronic version of this book, please visit www.dummies.com/go/
getelearningcode to gain your access code to the online course. If you
purchased the paperback book, you find your access code inside the front
cover of this book.

Dummies eCourses require an HTML5-capable browser. If you use the Firefox
or Chrome browser, make sure you have the latest version. Internet Explorer
10 is also HTML5-capable.


http://www.dummies.com/go/getelearningcode
http://www.dummies.com/go/getelearningcode

Beyond the Book

Beyond the Book

This section is your handy guide to finding all the content that goes with the
book and eCourse, which includes the following:

v Companion files: You can download the companion files that go with
the tutorial steps in this book online at www . dummies.com/go/
office2013elearning.

v Bonus appendix: If you're interested in finding out more about using
SkyDrive, Microsoft’s cloud-based storage space, check out the online
bonus appendix, “Essential SkyDrive Skills.” You can download it for
free at www.dummies.com/go/office2013elearning.

+* Online articles and extras: If you have questions about Office that
you don’t find answered in this kit, check out the free online articles at
Dummies.com. You can also find help with evolving features that are
related to Office, but that Microsoft is likely to change independently of
Office, such as Microsoft’s cloud storage space (that is, a free service for
storing your files online so you can access them from anywhere).

Where to Go from Here

Now that you're primed and ready, time to begin.
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Chapter 1
Getting to Know

Office

v The Office interface is consistent across all Office
programs and includes the Ribbon, the File menu,
Zoom controls, and standard dialog boxes for saving
and opening files.

»* Moving around in a document enables you to
view different parts of the document that may not
be onscreen at the moment. You can use scroll
bars, arrow keys, and keyboard shortcuts in any
combination.

+* Changing the onscreen view helps you focus on the
important parts of the document for the task you
want to perform. Each application has its own
unique set of views, as well as a Zoom control.

v~ Saving and opening documents lets you store your
work for later use and then recall it to the screen
when you're ready to continue. The Save As and
Open dialog boxes share a common look and feel in
all applications.



. How do you start an Office application?
FiNd OUt ON PAZE ..ottt sttt 9

. How can you find out what a certain button on the Ribbon
is for?

FiNd OUt ON PAZE ..ecuveenvieiiiiiiieeieetectetestee ettt sttt saeesaa e 14
. What is Backstage view?
FiNd OUt ON PAZE ..ccuveeniieiiiiieeieeetete ettt st st 19

. How can you make the text you’re typing appear larger so
that it’s easier to see onscreen?

FiNd OUt ON PAZE ...uveenieeiiiiiiieeieetectete ettt sttt ees 34

. After you’ve saved a file once, how can you reopen the Save
As dialog box so you can save it with a different name?

FiNd OUt ON PAZE ...oveenvieiieiieieeieeeecteet ettt st e s s e e saaesaeenaes 40
. How can you quickly reopen a recently opened document?
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icrosoft Office is a suite of applications. A suite is a group of
applications that are designed to work together and to have
similar user interfaces that cut down on the learning curve
for each one. Office 2013 includes a word processor (Word), a spreadsheet
program (Excel), a presentation graphics program (PowerPoint), and an e-mail
program (Outlook). Depending on the version of Office, it may also include

other programs. Sweet, eh? Er . . . suite.

Because all the Office apps have similar interfaces, many of the skills you
pick up while working with one program also translate to the others. In this
chapter, I introduce you to the Office interface and show you some things
the programs have in common. For the examples in this chapter, | mostly use
Word, the word processor, because it’s the most popular of the applications.
Keep in mind, though, that the skills you're learning here apply to the other
applications too.

Starting an Office Application

The most straightforward way to start an Office
application is to select it from the Windows 8

Start screen (or Windows 7 Start menu). You Technically, a program can be
can browse through the list of programs, or any type of software, including
you can start typing the application’s name and Windows itself, whereas an appli-
then click its name when it appears. cation is a specific type of pro-
gram that performs a useful user
Depending on how your PC is set up, you may task, such as word processing.

also have shortcuts to one or more of the Office

apps on your desktop and/or on the taskbar. Most nongeeky computer users

don't recognize that distinction,
though, and they use the terms
<P interchangeably. So does this
You can double-click a data file that's asso- book.
ciated with one of the apps, but because
you haven't created any documents yet, you
can't do that now.

When you’re finished with an application, you can click its Close (X) button
in its upper-right corner to exit. If you have any unsaved work, you're
prompted to save it.
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Starting an Office application in Windows 8

In this exercise, you practice opening and closing Office applications. This exer-
cise is for Windows 8 users, if you have Windows 7, use the exercise in the next

section instead.

Files needed: None

1. In Windows 8, press the Windows key to

display the Start screen.

2. Click Excel 2013. (Scroll to the right to
locate that tile if needed, as shown in

Figure 1-1)

The Excel application opens.
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Starting an Office Application

3. Click the Close (X) button in the upper-right corner of the Excel
window.

The Excel application window closes.
4. Press the Windows key to reopen the Start screen.
5. Click PowerPoint 2013.

The PowerPoint application opens.

6. Click the Close (X) button in the upper-right corner of the PowerPoint
window.

The PowerPoint application window closes.
7. Press the Windows key to reopen the Start screen.
8. Type Word.

The Search panel appears, and the Apps list is filtered to show only
applications with “Word” in their names, as shown on the left in

Figure 1-2.
Apps list is filtered
to show only names
Click Word 2013. containing “word.”

Ap p Results for "word”

Apps
Wordament

Settings
WordPad ﬁ

Files

Bing

Finance

Games

Internet Explorer

Mail

v Maps
i

Music

Figure 1-2
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9. From the list of applications that appears, click Word 2013.

The Word application opens.

Leave Word open for the “Exploring the Office Interface” exercise later in the
chapter.

Starting an Office application in Windows 7

In this exercise, you practice opening and closing Office applications. This exer-
cise is for Windows 7 users, if you have Windows 8, use the preceding exercise
instead.

Files needed: None

1.

Click the Start button.

The Start menu opens.

. Click All Programs.

Alist of all installed applications
appears. Some of the applications are
organized into folders.

. Click the Microsoft Office folder.

A list of the Microsoft Office 2013 appli-
cations appears.

. Click Microsoft Excel 2013.

The Excel application opens.

window.

The Excel application window closes.

On the left side of the Start menu,
shortcuts to recently or frequently
used applications appear. If the
application you want happens to
appear there after Step 1, you can
click it to open the application. If
not, continue to Step 2.

. Click the Close (X) button in the upper-right corner of the Excel

. Repeat Steps 1-3 (choose Start=> All Programs=> Microsoft Office) to

reopen the Microsoft Office folder on the Start menu.

. Click Microsoft PowerPoint 2013.

The PowerPoint application opens.

. Click the Close (X) button in the

upper-right corner of the PowerPoint
window.

The PowerPoint application window
closes.

. Click the Start button.

In Excel, you can find two Close
(X) buttons. The upper one closes
the entire application; the lower
one closes only the current
workbook.
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Exploring the Office Interface

10. Type Word.

The Start menu is filtered to show applications that contain those letters
in their names.

11. From the list of applications that appears, click Microsoft Word 2013.
The Word application opens.

Leave Word open for the next exercise.

Exploving the Office Interface

The Office 2013 interface in each program consists of a tabbed Ribbon, a
File menu, a status bar at the bottom, window controls, and other common
features. In the following sections, you become familiar with these common
elements.

Exploring the Ribbon and tabs

All Office 2013 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.

In this exercise, you practice using the commands on the Ribbon in Microsoft
Word.

Files needed: None

1. If Word isn’t already open from the previ-
ous exercise, open it.
New in Office 2013, a Start screen

Word’s Start screen appears. .
appears when you start an appli-

2. Press Esc or click Blank Document to start cation. To bypass it and go to a
a new document. new blank document, you can
3. On the Ribbon, click the Insert tab. press Esc or click one of the
templates that appears (such as
The buttons on the Ribbon change to show Blank Document).
the ones for inserting various types of

content.

Notice that the buttons are organized into groups, the group names
appear at the bottom of the Ribbon. For example, the Symbols group is
the rightmost group on the Insert tab.
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4. In the Symbols group, hover the mouse pointer over the Equation
button, as shown in Figure 1-3.

A ScreenTip appears, telling you the button’s name and purpose and
showing a keyboard shortcut (Alt+=) that you can optionally use to
select that command.

? B - X
EW  VIEW Faithe Wempen ~ JI.
:; [ Header ~ B-x- W Eqﬁion v
’ [3) Footer~ - 4 - R Q Symbol ~
fnen "
5] Page Number ~ Box~ M-
ents  Header & Footer Text Symbols ~
5 Insert an Equation (Alt+=)
R Add common mathematical
" (™ kx| SQuations to your document, such
Z(K)x @™™" | asthe area of a circle or the
k=0 quadratic formula.
-b+VB7-dac| You can also build your own
T 3a | equations using the library of math
symbols and structures.
@ Tellme more
Figure 1-3

5. Click the Equation button.

A new equation box appears in the document, and the Equation Tools
Design tab appears on the Ribbon, as shown in Figure 1-4.

Equation Tools Design tab

BmHS G- Document1 - Word EQUATION TOOLS ?2 @ - I3
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN Faithe Wempen ~

Tc €5 Professional E‘ E‘ E‘ E‘ ‘1 ex W J‘" i {0} Bracket~ 2 Limit and Log ~
(3t H I, B
O, ol o

. E‘ E s Rodical | DL sm6 Function~ A Operator =

A v |[=| Fraction Script Radical Integral ~Llarge . R
- - . . ~ Operator~ (I Accent~  [if] Matrix~

Tools ) Symbols Structures A

L 1 g i 2 3 4

The Equation Tools Design tab
shown in Figure 1-4 is an example
type equaton here. | of a contextual tab. Contextual
tabs appear only in certain con-
texts, such as when a particular

Figure 1-4 type of object is active — in this
case, an equation box.
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6. Press Delete to remove the equation box.
The Home tab reappears.

7. Click the Insert tab again, and in the Header & Footer group, click the
Header button.

A menu opens, as shown in Figure 1-5.

Header button (opens menu)

@B d s B Document! - Word 7 @ - X
HOME  INSERT | DESIGN  PAGELAVOUT  REFERENCES  MAILINGS  REVIEW  VIEl Faithe Wempen ~

B CoverPage~ El r ) T SmartArt ’ E‘ﬂ =) ; [ Headg; - [A=] B - [ - T Equation -

[ Blank Page =] L2 % 1l Chart e S = Built-i t§ -
uilt-in

. Table  Pictures Online Shapes Appsfor  Online  Links  Commen

" Page Break - Pictures - @ SereenshotT  Office- Video 7 nk

Pages Tables lllustrations Apps | Media Comments

L [ g 1 2 3 4 frtet

Blank

Blank (Three Columns)

[ [ pe—

Blank (Three Columns)

[ - p—

[& More Headers from Office.com b
[ EditHe
[ Remov

You can tell the Header button
opens a menu because the button
has a down-pointing arrow on it.

PAGE1OF1 OWORDS [  ENGLSH (UNITED STATES) %3 E E B -—H+—+ 100

Figure 1-5

8. Click away from the menu to close it without making a selection.
9. In the Illustrations group, click SmartArt.

The Choose a SmartArt Graphic dialog box opens, as shown in
Figure 1-6.
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Choose a SmartArt Graphic
S List
List
Process
Cycle
Hierarchy
Relationship
Matrix
Pyramid

Picture [

@B PSE P ¢y

Office.com

> IEH|

Basic Block List

1

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes.

Cancel

Figure 1-6

10. Click Cancel to close the
dialog box without creating a
graphic.

Click the Home tab, and in
the Font group, click the Bold
button (the B icon shown in
Figure 1-7).

The Bold attribute is

toggled on.

11.

12. Type your first name.

Your first name appears in
bold, as shown in Figure 1-7.

13. Click the Bold button again.

The Bold attribute is
toggled off.

14. Press the space bar and then

type your last name.

Bold button

[ I Y O
HOME | INSERT

Cglibri (Body) ~ |11

Align Left button

DESIGN PAGE LAYOU

E
[N A Aa- A iE -

A-¥-A-

Font Fl

Paste
~

B I U ~abex, xX*

Clipboard =

- 8

Joe

Figure 1-7

15.

Your last name does not appear in bold.

In the Paragraph group, notice that the
Align Left button (shown in Figure 1-7)
is selected; this is the default setting
when you create a new blank docu-
ment.

Click the Center button in the
Paragraph group.

The Align Left, Center, Align Right,
and Justify buttons operate as
a set to select horizontal align-
ment. Because these buttons
are a set, when you select one,
the previously selected button is
deselected.

Your name is centered horizontally on the page, as shown in Figure 1-8.

vww.allitebooks.coni
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Center
BHS 0= Document! - Word T E - x
HOME  INSERT  DESIGN  PAGELAYOUT | REFERENCES  MAILINGS  REVIEW  VIEW Faithe Wempen -
- A A Aa-fe : - lEss b . b Find -
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L [ g 1 2 3 4 H 6 S 7 -
Joe Student|

Figure 1-8

16. Click the Undo button on the Quick Access Toolbar, as shown in

Figure 1-9.

The last action is undone, and the paragraph alignment goes back to left

alignment.

Undo

|
B H S 2 -
HOME INSERT

Calibri (Body) ~[11 - A" A

A~

DESIGN

Paste

-

B I

L4

Clipboard

L 1

-

Figure 1-9

The Quick Access Toolbar is the
row of buttons above the Ribbon.
It contains shortcuts to a few
commonly used commands, and
you can add your own shortcuts
to it as well. You can right-click
any command on the Ribbon and
choose Add to Quick Access
Toolbar, or you can customize
it from the Options dialog box
(File=> Options).

17. Click the dialog box launcher in the bottom-right corner of the

Paragraph group.

The dialog box launcher is tiny and has an arrow pointing to its
bottom-right corner.

The Paragraph dialog box opens, as shown in Figure 1-10.
18.
19.

Click Cancel to close the Paragraph dialog box.

If the Word window is maximized (meaning it fills the screen), click
the Restore Down button in the upper-right corner, as shown in
Figure 1-11, so that the window is resizable.
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Dialog box launcher
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20. Note the three buttons available in the
Editing group on the Home tab, as shown in
Figure 1-11.

21. Drag the right border of the Word window
toward the left, decreasing the size of the
Word window, until the Editing group col-
lapses into a single large button, as shown
in Figure 1-12.

The mouse pointer appears as a double-
headed arrow as you drag.

22. Click the Editing button.

The menu that opens contains the buttons
that were previously available from the
Editing group, as shown in Figure 1-13.

23. Drag the right border of the Word window
toward the right until the Editing group is
expanded again. Click the Maximize button
if you want to maximize the window to fill
the screen.

24. Click the Close (X) button in the Word win-
dow’s upper-right corner to exit the Word
application. When you’re prompted to save
changes, click Don’t Save.

The next exercise uses a different application.

Understanding 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 com-
mands that have to do with the data file you're
working with — commands such as saving, open-
ing, printing, mailing, and checking its properties.
The File tab is a different color in each applica-
tion. In Excel, for example, it’s green. To leave

The Editing group has been
collapsed into a single large
button.
? © O X
v VIEW  Faithe We... ~
~ i
AaBbCc [;
Heading1 || Editing
[ .S
6 A 7 -
Figure 1-12

Clicking the collapsed group’s
button opens a menu containing
the group’s commands.

? = O X
VIEW  Faithe We... ~
\aBbC
feading 1 Edigng
Fl % ~
6 ~ % Find ~
23c Replace
[3 Select~
Editing
Figure 1-13

Backstage view, press the Esc key or click the left-pointing arrow button in the

upper-left corner.

In the following exercise, you practice using the File menu in Excel.
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Files needed: None

—

. Start Excel, and when Excel’s Start screen appears, press Esc to dis-
play a new blank worksheet.

2. Click the File tab on the Ribbon.
The File menu opens. Categories of commands are listed at the left.

The category that appears by default depends on the application and
whether any changes have been made to the blank document that opens
by default when the application starts.

3. Click Open if that category doesn’t already appear by default.

4. Click Recent Workbooks if that subcategory doesn’t already appear by
default.

This subcategory provides shortcuts for reopening recently used files,
as shown in Figure 1-14.

5. Click the Info category and examine the commands available.
This category provides commands for inspection, protection, and
versions, as well as basic information about the file itself.

Click a category. Click a subcategory (if available).
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El Lesson 3 Themexlsx
Faithe Wempen's SkyDrive » Documents » Excel FD » Excellesson03 Data

@ Lesson 3 Try Itxlsx
Faithe Wempen's SkyDrive » Documents » Excel D » Excellesson03 Data

@ Lesson 4 Production Formatting.xlsx
Faithe Wempen's SkyDrive » Documents » Excel FD » ExcelLesson(4 Sol..

El Lesson 4 Production.xlsx
Faithe Wempen's SkyDrive » Documents » Excel FD » Excell esson04 Data -

Figure 1-14



Exploring the Office Interface

6. Click the Manage Versions button.

This button opens a menu of additional commands, as shown in
Figure 1-15.

7. Click away from the menu without selecting a command from it.
The menu closes.
8. Click the New category.

Buttons appear for creating a new workbook based on a variety of
templates.

9. Click the Print category.
Buttons appear for printing the active workbook.
10. Click the Share category.
Buttons appear for sharing your workbook online or e-mailing it to others.
11. Click the Export category.

Buttons appear for creating a PDF or XPS document and for changing the

file type.
Some categories contain buttons that open menus.
Book! - Excel ?7 - 8 x
Faithe Wempen +
Protect Workbook Properties ~
Control what types of changes people can make to this workbook. Size Not saved yet
Prots .
el Title Add atitle
Tags Add atag
Categories Add a category
(€)} Inspect Workbook Related Dates
h Before publishing this file, be aware that it contains:
Check fr Author's name and absolute path Last Modified
Issues Created Today, 12:00 PM
Last Printed
a Versions Related People
7] There are no previous versions of this file,
Authar
gz Alice Rodriguez
Versions ~
Account Add an author

Recover Unsaved Workbooks
wl Browse recent unsaved files

Last Modified By ot saved yet

Options

otions Show All Properties

Delete All Unsaved Workbooks  fhen this workbook is viewed on the Web.
;bl Delete all recent copies of
unsaved files

Figure 1-15
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12. Click Close.

The active workbook closes, and so does Backstage view. Excel itself

remains open.

13. Click the Close (X) button in the upper-right corner of the window.

The Excel application window closes.

Creating Your First Document

In all the Office applications discussed in this book (except Outlook, which
works somewhat differently), when you start the application, a Start screen
appears, and if you press Esc from there, a new blank document appears. You
can begin creating new content in this document and then save your work
when you're finished editing. Alternatively, you can open an existing docu-

ment or start a different type of document.

After starting a new document, you type or
insert content into it. Documents can contain
text, graphic objects, or a combination of

the two. You can use many types of graphic
objects, such as photos, clip art, drawings,
diagrams, and charts. You learn about these
object types in a later chapter.

Starting a new document

In this exercise, you start several new
PowerPoint presentations by using various
methods.

Files needed: None

1. Start PowerPoint.

Because this chapter is about
Office in general, | use the term
document generically to refer to
a data file from Word, Excel, or
PowerPoint. Document is actu-
ally the preferred term for a Word
document. An Excel document is
more commonly called a work-
book, and a PowerPoint docu-
ment is more commonly called a
presentation.

The PowerPoint start screen appears. Icons for various template types

appear, as shown in Figure 1-16.
2. Click the Welcome to PowerPoint template.
Information about that template appears.

3. Click the Create button.

A new presentation appears with several slides containing sample

content.

4. Choose File~> Close to close the new presentation.

Now no presentations are open.
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Creating Your First Document

? - 8 X
H Search for online templates a O Faithe Wempen
owerroin fatheGuermpen.cam
Suggested searches:  Business  Calendars  Charts and Diagrams Switch account

Education Medical Nature  Photo albums
Recent
FEATURED CUSTOM

n,‘ Bid Final.pptx
Faithe Wempen's SkyDrive » MOAC_P...

Paper Making.pptt
Faithe Wempen's SkyDrive » Wiley Plu.

ﬂ" Museum Final.pptx
Faithe Wempen's SkyDrive » MOAC_P...

m Museum.pphx Blank Presentation
Faithe Wempen's SkyDrive » MOAC P...

Review Final.pptx
Faithe Wempen's SkyDrive » MOAC_P...

ﬂ" Review Custom.ppitx Ta ke a .
Faithe Wempen's SkyDrive » MOAC_P... tO ur Metropolitan
Review.ppbt
Faithe Wempen's SkyDrive » MOAC.P... Welcome to PawerPoint Metropolitan

Airline Final Check.pptx
Faithe Wempen's SkyDrive » MOAC_P...

n,‘ Airline Final.pptx

Faithe Wempen's SkyDrive » MOAC_P... Organic
. — 8
Galleries Final.pptx
Faithe Wempen's SkyDrive » MOAC_P... o = INTEGRAL
&) Galleries.pptx Organic Integral

Faithe Wempen's SkyDrive » MOAC_P...

=3 Open Other Presentations _
WOO0D TYPE AMES -

Figure 1-16

5. Press Ctrl+N to start a new blank presentation.
6. Choose File~> New and click the Blank Presentation template.
A second blank presentation opens.

7. Click the Close (X) button in the upper-right corner of the window
to close one of the blank presentations, and then repeat to close the
second one and exit PowerPoint.

Neither file is saved. You aren’t prompted to save changes because you didn’t
enter any content into the presentations.

Typing text

Because of the layout differences among Excel, Word, and PowerPoint, the
process of entering text in each program differs. Excel stores text in cells,
which are boxes at the intersections of rows and columns. Word stores text
directly on the document page. PowerPoint places text in movable, resizable
text boxes on slides.

In this exercise, you place text into documents in Word, Excel, and PowerPoint.
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Files needed: None

1. Start Word and press Esc to start with a new blank document.
2. Type this text: ACME Engineering.

3. Press Enter to start a new paragraph and then type this text: Making
smart engineering decisions since 1962.

Figure 1-17 shows the text entered in Steps 2 and 3.

4. Leave Word open and start Excel. Press Esc to start a new blank
workbook.

5. Type ACME Engineering and press Enter.

The text you just typed appears in cell Al (that is, the cell at the inter-
section of column A and row 1). The text overlaps into column B, too,
because column A isn’t wide enough to hold it. An outline appears around
cell A2, indicating that it’s active. The next text you type will appear there.

6. Type this text: Making smart engineering decisions since 1962.

IHS O Document! - Ward 7 B - 8 X
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVEW  VIEW Faithe Wempen ~
—y = iz iz i Find -
Calibri (Body) ~[11 < A" A7 Aav A T v =% T assbeepe assbeede AZBLCC AsBbCCD | Rm‘
7| %acReplace
paste . s AL aw L A . . ’ s
e ¢ B I U-mxx A-¥-A o THarmsl | TNoSpac.. Hesding 1 Hesding2 || [
Clipboard & Font [ Paragraph [ Styles 5 Editing A
L 1 a 1 2 3 4 3 3 A 7

ACME Engineering

Making smart engineering decisions since 1962|

Figure 1-17

7. Press Enter.
The text you typed appears in A2, as shown in Figure 1-18.

8. Leave Excel open and open PowerPoint. Press Esc to start a new blank
presentation.

9. Click in the Click to Add Title box and type ACME Engineering.

10. Click in the Click to Add Subtitle box and type the following: Making
smart engineering decisions since 1962.

See Figure 1-19.

Leave Word, Excel, and PowerPoint open for the next exercise.
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H % &-&- =+ Book - Excel 72 @ - & X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Faithe Wempen ~ H
G Gt E A il Condiiona Formating - Eriet - 2 Ay iy
o Eg ~ - [Z7 Format as Table =  Delete - [3]~ ot Find &
aste B I u- FA- === 8- - % v %8 = ort & Fin
S 4 B4 B8 (G el eyl - EiFormet- £+ Fiere suct
Clipboard = Font n Alignment 5 Number I Styles Cells Editing ~
A3 - Fe v
A B C D E F G H I J K L M N o z
1 |ACME Engineering
2 |Making smart engineering decisions since 1962
3
.
4
5
[
Figure 1-18

LINGO

The outline that appears around a cell is called the cell cursor. Itindicates which cell is active.
Do not confuse the cell cursor, which can be on only one cell at a time, with a selection area,
which can contain multiple cells. See “Selecting Ranges” in Chapter 5 for more information
about multi-cell selections.

BHS 0O$BHE- -+ Presentation] - PowerPaint DRAWING TOOLS 7 EH - 8 X
HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SUDESHOW  REVIEW  VIEW FORMAT Faithe Wempen ~ H
X

Ll r<'>f) DI:I E_\’ L2 Shape Fill = # Find
1- S & Q‘_”k L7 Shape Outline~ ~ 23 Replace -
apes Armrange Quic
N i Styles - & Shape Effects~  [3 Select -

) Bt inigoay e | K & f E

pore BTy DR

aste - e
* | Gide- Bection- B T L §axE-Aa A

Clipboard & Slides Fant ] Drawing ] Editing ~
L Doooqoool E (RS EERE [ TERIEREY EEIRRE EERNERE EERNRR (|
1 ' ' ' ' '

ACME Enginssring

: ACME Engineering

B D Making smart engineering decisions since ].961 G
: :
- | 4

SUDE1OF1 [2  ENGLISH (UNITED STATES) = NOTES BN COMMENTS B ==

Figure 1-19
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Inserting a picture

One of the most common types of graphic is
what Office calls a picture from file (a picture
that’s saved as a separate file outside of Office).
You can get pictures from the Internet, from
friends, or from your own scanner or digital
camera.

In this exercise, you place the same graphic into
documents in Word, Excel, and PowerPoint.

Files needed: 01Graphic01.jpg
1. On the Windows taskbar, click the Word

button to switch to the already-open Word
document from the previous exercise.

Office applications support a wide
variety of picture formats. Some of
the most common formats include
JPEG, TIF, GIF, BMP, and PNG.
Those are file extensions. Most
filenames include a period (.) fol-
lowed by an extension, a code that
indicates the file’s type. Extensions
are customarily three characters
long, but don’t have to be.

If you didn’t do the previous exercise, go back and perform Steps 1-3

there.

2. Click at the end of the second paragraph to move the insertion point
there; then press Enter to start a new paragraph.

3. Click the Insert tab on the Ribbon and then click the Pictures button.

The Insert Picture dialog box opens.

4. Navigate to the folder containing the data files for this chapter and
select 01Graphic01. jpg, as shown in Figure 1-20.

w3 Insert Picture

® ~ 1 L « Office eLearning Data » Lesson 01 v @ | | Search Lesson 01

Organize »  New folder

& Downloads A

e

0lgraphicd1.jpg

=1 Recent places
. Bocks
& SkyDrive

Bl Desktop

= Libraries
[ Documents
J’ Music
=] Pictures
B Videos

#d Homegroup

A Faithe Wempen

& Computer

File name: | (graphicd1,jpg

Tools ~ Insert [

= -

@

w || All Pictures (*.emf*wmf* jpg:’ v

Cancel

»
@

Figure 1-20
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10.

11.

12.

. Click the Insert tab on the Ribbon and

Creating Your First Document

. Click the Insert button.

The picture is inserted in the document at

the insertion point position. The insertion point is the flashing

vertical bar that shows where the

. On the Windows taskbar, click the Excel next text or graphic will appear.
button to switch to the already-open Excel You can move it by clicking where
workbook from the previous exercise. you want it or by using the arrow

keys. Moving the insertion point
is covered later in this chapter in
more detail.

If you didn’t do the previous exercise, go
back and perform Steps 4-7 there.

then click the Pictures button. (If you
don’t see a Pictures button, click the
Illustrations button and then click Pictures on the submenu that
appears.)

The Insert Picture dialog box opens. (Refer to Figure 1-20.)

. Navigate to the folder containing the data files for this chapter and

select 01Graphic0l.jpg.

. Click the Insert button.

The picture is inserted in the workbook as a free-floating object. You can
drag it around to change its position.

The picture appears very large — larger than you might want it to be.
You can resize the picture to make it more manageable. Chapter 4 covers
resizing a picture.

On the Windows taskbar, click the B HS T e -
PowerPoint button to switch to the already- HOME | INSERT  DESIGN
open PowerPoint presentation from the =) Dteyout
previous exercise. i~ Moy I Reset

ide~ ©JSection~
If you didn’t do the previous exercise, go Clipboard e SEE,
back and perform Steps 8-10 there. .
Click below the thumbnail image of the ACME Enginseing
slide on the left side of the PowerPoint
window. S
A flashing horizontal line appears there, as -
shown in Figure 1-21.

Press Enter to create a new slide.

Flashing horizontal line
Figure 1-21
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13. In the placeholder box in the center of
the slide, click the Pictures icon, shown
in Figure 1-22.
The Insert Picture dialog box opens (refer
to Figure 1-20).

Navigate to the folder containing the
data files for this chapter and select
01GraphicO01l. jpg.

14

15. Click the Insert button. Pictures icon
The picture is inserted in the slide place- Figure 1-22
holder and sized to fit the placeholder box,
as shown in Figure 1-23.
16. Close all open Office applications.
Don’t save your work.
EHS O0OHFL- - Presentation] - PowerPoint PICTURE TOOLS 7 E - & %
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDESHOW REVIEW VIEW FORMAT Faithe Wempen ~ f’ﬁ'
EE Corrections~ [ e, R — | LZ Picture Border~ "1 Bring Forward + |2~
R'i' [& Color~ 2] | |l ; il gt |-| O3 PictureEffects~ 73 Send Backward
Sockground |23 Avtistc Efects = 41+ | 7] BL picture Layout~ | 5 Selection Pane 2k~
Adjust Picture Styles m Armange A~
(R SR RN TR S s KT KOO IO SRR DOCARE SRR [=]

Click to add title

B COMMENTS

SUDE2OF2 [[3  ENGLISH (UNITED STATES)

Figure 1-23

B &= B 7 -—F——+
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Moving Around

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.

@‘“‘NG!
S 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 loca-
tion. You can move the insertion point either by clicking where you want it or
by using keyboard shortcuts.

Moving using the mouse

Here’s a summary of how to move in your document using the scroll bar:

v 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.

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

v Click above or below the scroll box to scroll one full screen in that direc-
tion if the document is tall/wide enough that there’s undisplayed content
in that direction.

v Drag the scroll box to scroll quickly in the direction you're dragging.

In this exercise, you practice moving around in an Excel worksheet by using the
mouse.

Files needed: None

1. Start Excel 2013 and press Esc to display a new blank workbook.

2. Click cell E10 (that is, the cell at the intersection of column
E and row 10).

The cell cursor moves there, as shown in Figure 1-24.



30

Chapter 1

Cell address appears in Name box.

Cell E10 is active.

Figure 1-24

BEHEH® @& - Boak1 - Excel ? @ - x
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Faithe Wempen = [

*|  caion Tn & & W o . [ |[cenem 7| & Copditianal Farmatting - Ewlnsm- ¥ - QY e
B~ ) - [Z7 Fofmat as Table - ExDelete - [¥]- & s

Paste ] P = = = = e o o0 =i or in
of | BT UT[H | 2L $7% 0 BB o siyes [EFormat~ & = Fitere Select~

Clipboardyl, & Fant F] Alignment ] Number 7] Styles Cells Editing ~

E10 - f v
A B c D E F G H J K L M N ) =

H

3

4

5

5

7

e

s

10 )

1

3. Click the down-pointing arrow at the bottom of the vertical scroll bar.

The display scrolls down one row. Notice that row 1 is no longer visible.

4. Click the up arrow at the top of the vertical scroll bar.

Row 1 comes back into view.

5. Click the space below the scroll box on the scroll bar.

The display scrolls down one full
screen. Notice that the selected cell,
E10, is no longer visible.

6. Click the space above the scroll box.

The display scrolls back up one full
screen.

7. Drag the scroll box downward.

The display scrolls down quickly,
according to the distance you dragged.

The size of the scroll box is an
indicator of how much of the
document is undisplayed at the
moment. In Figure 1-24, the scroll
boxes takes up most of the scroll
bar, indicating that almost all of the
document fits onscreen at once.
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8. Click the right-pointing arrow on the horizontal scroll bar three times.

The display scrolls to the right one column for each click. See
Figure 1-25.

9. Click the space to the left of the scroll box on the horizontal scroll
bar.

The display scrolls to the left one full screen.

Leave Fxcel open for the next exercise.

Scroll box Vertical scroll bar
H® &-3-- Book - Excel 7 EH - &
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW Faithe Wempen - [f
X f(ahhn—'iﬁi'l Ev==He- = @‘ FE| Canditional Farmatting = E“’Insert - X ;Z\Y H
Bt =R ] B e . [ Format as Table ~ E Delete - T e
Ty BIU-EH-O-A-=S==€5 B 5% 28 Bousye- [EiFormat @+ Fitere Select~
Clipboard 1= Font 1) Alignment 7] Number ] Styles Cells Editing
E10 M F2
D E F G H | ) K L M N o P a R <]
2 | I
3
4
5
6
7
8
9
10 1
1
12
13
14
15
16
17
18
19
20
21
22
23
24
25

M -———+ 0m

Horizontal scroll bar
Figure 1-25
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Moving using the keyboard

Here’s a summary of the ways you can move around in a document by using
the keyboard:

v 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.

v Press Page Up or Page Down to scroll one full screen in that direction.
v Press Home to move to the left side of the current row or line.

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

v Press Ctrl+Home to move to the upper-left corner of the document.
v Press Ctrl+End to move to the lower-right corner of the document.

In this exercise, you practice moving around in an Excel worksheet by using the
keyboard.

Files needed: None
1. If Excel isn’t already open from the previous exercise, start Excel and
press Esc to display a new blank worksheet.
2. If A1 is not the active cell, click it to make it so.
3. Press the right-arrow key on the keyboard twice.
The cell cursor moves to cell C1.
4. Press the down-arrow key twice.

The cell cursor moves to cell C3, as shown in Figure 1-26.

H % R Bookl - Bxcel 7 E - x
HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Faithe Wempen
% [Gmn Tn A A = S P 71 & conditional Formatting « %"\nsert -2 QY i
Pt B - . (7 Format as Table - B Delete - [3]~ I
‘aste B I U~ - - P - - 3 0 oo e el in
~ i 4 - 5% 40 0[5 Cell Styles ~ [ Format = & * Fiere Select+
Clipboard Font F] Alignment i) Mumber el Styles Cells Editing ~
o] - f3 v
A B c D E F G H 1 J K L M N 0 -

Cell C3is active.
Figure 1-26
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5. Hold down the Ctrl key and press the down-arrow key.

The cell cursor moves to the bottom row of the worksheet (row
1,048,576).

6. Hold down the Ctrl key and press the right-arrow key.

The cell cursor moves to the rightmost column of the worksheet
(column XFD).

7. Press the Home key.

The cell cursor moves back to column A.
8. Press the Page Up key.

The cell cursor moves up one full screen.
9. Press Ctrl+Home.

The cell cursor moves to cell Al.

Close Excel without saving your changes.

Changing the Onscreen View

All Office applications have Zoom commands that can make the data appear
larger or smaller onscreen. 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.

Zooming in and out

Zooming changes the magnification of the data shown on the screen. It
doesn’t change the magnification of the application window itself (for exam-
ple, the Ribbon), and it doesn’t change the size of the data on printouts.
Zooming in increases the magnification, and zooming out decreases it.

In this exercise, you explore the Zoom feature in Word.

Files needed: None

1. Open Word. Press Esc to start a new blank document.

2. Type On Sale Now.
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3. Drag the Zoom slider to the right until the percentage shown is
approximately 180.

The Zoom slider is located in the bottom-right corner of the Word
window, as shown in Figure 1-27.

Current zoom setting

Figure 1-27

4. If the text you typed in Step 2 has scrolled to the left, use the horizontal
scroll bar to bring it back into view.

5. Drag the Zoom slider to the left until the percentage shown is approxi-
mately 75%.

The Zoom magnification decreases.
6. Click the plus sign at the right end of the Zoom slider.

The zoom increases to 80%, to the next higher multiple of 10%.
7. Click the minus sign at the left end of the Zoom slider.

The zoom decreases to 70%, to the next lower multiple of 10%.

8. Click the current zoom percentage (the number to the left of the Zoom
slider).

The Zoom dialog box opens, as shown in Figure 1-28.
3

You can also open the Zoom dialog box by clicking the View tab on the
Ribbon and clicking the Zoom button.

9. In the Zoom dialog box, click 100%.
10. Click OK.
The zoom changes back to 100% (the default).

Leave the Word document open for the next exercise.
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Zoom ? -

() Page width () Many pages:

() Text width

() Whole page ==

Percent: |80% 5

Preview

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

Figure 1-28

Changing view's

Each application has its own views suited to working with the unique type of
content it generates.

In this exercise, you explore the available views in Word and PowerPoint.
Files needed: None
1. In Word, choose File> New and click the Seasonal Event Flyer tem-

plate.

If you don’t see the Seasonal Event Flyer template, click in the Search
for Online Templates text box at the top of the window, type Seasonal
Event, and press Enter.

2. Click Create to start a new document based on that template.

Steps 1 and 2 give you a sample document to practice with. Word is now
in Print Layout view, as shown in Figure 1-29.

s‘Q,\\l\B':'I?
& Print Layout view is useful for editing documents in a format that approxi-
mates how they'll look when printed.
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[ADD KEY EVENT
INFO HERE!]

[DON'T BE SHY—
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THEY CAN'T MISS
m]

[ONE MORE POINT
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[YOU HAVE ROOM
FOR ANOTHER ONE

PAGE1OF1 105WORDS [|2 ENGLISH (UNITED STATES)

Figure 1-29

3. Click the View tab on the Ribbon and

then click the Draft button.
Draft view shows the text in a very

The document appears in Draft view, as basic format, without multiple col-

shown in Figure 1-30. umns, headers, footers, or other
4. On the View tab, click the Read Mode layout elements.

button.

The document appears in Full Screen
Reading view, which is suitable for reading the content onscreen.

5. Click View in the upper-left corner, and from the menu that
appears, choose Edit Document, as shown in Figure 1-31.

The document returns to Print Layout view.

6. Exit Word. Do not save changes.

vww.allitebooks.coni
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Changing the Onscreen View

Document views. Pictures do not appear in Draft view.
mHS ¢ - Document3 - Word TABLE TOOLS ?7 B - 3
HOMPy INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT Faithe Wempen -
I: .] D [=] outline Ruler q [E) [El|one Page = E D [ View Side by Side EEI’_J D
= Draft [ Gridlines 0 EE[Multiple Pages jm} | Synchronous Scrolling i L
Read Print Web Zoom 100% New Amrange Split Switch  Macros
Mode Layout Layout [] Navigation Pane Eb[page width Window Al '3 Reset Window Position | windows= =~ +
Views Show Zool Window Macros ~
Ly 1 2 3 4 [ 6 7 [-]
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CAN'T MISS IT!]
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[YOU HAVE ROOM
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PAGE1OF1 105WORDS [[2 ENGLISH (UNITED STATES) 23]

Figure 1-30

7. Open PowerPoint.

PowerPoint’s Start screen appears, showing several template
thumbnails.

8. Click the Welcome to PowerPoint template and then click the Create
button.

This step gives you a sample presentation to practice with, as shown in
Figure 1-32.

When you complete Step 8, PowerPoint is in Normal view. Normal view
has three panes: thumbnails of the slides appear in the Slides pane at
the left, the active slide appears in a large pane on the right, and any
notes for the slide appear in the Notes pane at the bottom. This view is
useful for editing slide content.
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Read Mode has a menu bar for selecting
commands rather than a Ribbon.

I3 Tools  vEW * Document3 - Word H - x
Dmnmmem
/

Navigation Pane
- [ADD KEY EVENT
Show Comments INFO HERE!]
El Column Width  » —
Pagecoor [DON'T BE SHY—TELL
. THEM WHY THEY
G| Lot ’ CAN'T MISS ITY]

[ONE MORE POINT 5
HEREI] '

[YOU HAVE ROOM
FOR ANOTHER ONE
HEREI]

[ADD MORE GREAT
INFO HERE!]

SCREEN1OF3 %3 g B -——+ 1um

Figure 1-31

9. Click the View tab and then click the Slide Sorter button.
The presentation appears in Slide Sorter view, as shown in Figure 1-33.
10. On the View tab, click the Outline View button.

Outline view appears. It’s like Normal view (refer to Figure 1-32) except
the slide text appears in outline format on the left instead of slide
thumbnails appearing there.

11. Close PowerPoint without saving your changes.

Leave Word open for the next exercise.
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Changing the Onscreen View
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Saving and Opening Documents

In each Office app, you can create, open, and save data files. A data file stores
your work in a particular application. If you don’t save your work, whatever
you've entered disappears when you close the application or turn off your
computer.

Each Office 2013 application has its own data file format. For example:

»* Word: Document files, .docx
v Excel: Workbook files, .x1sx
v PowerPoint: Presentation files, . pptx

+* Outlook: Personal folders 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 management in Outlook.

The steps for saving and opening data files are almost exactly the same in
each application, so mastering them in one program gives you a big head
start in the other programs. Throughout the rest of this book, many of the
exercises begin with an instruction to open a particular data file and end with
an instruction to save it.

Saving your work for the first time

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

The first time you save a file, the application prompts you to enter a name for
it. You can also choose a different save location 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 Filew> Save As.
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Each application has three important file types:

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

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

B\ . ) .
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 sup-
port macros for that reason. If you need to create a file that includes
macros, you can save in a macro-enabled format.

v 97-2003: Each application includes a file format for backward compat-
ibility 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, .x1s, and .ppt.

In this exercise, you save a document in Word several times with different
names and file types.

Files needed: None
1. Open Word. Click the Welcome to Word template to start a new docu-
ment based on it.
2. Choose File=> Save.

The Save As screen of Backstage view appears. Note that your SkyDrive
is the default location selected under the Save As heading. In this exer-
cise, however, you save to your local computer. (See the next section for
the lowdown on SkyDrive.)

3. Click Computer.

A list of recently used folders on your local computer appears, as shown
in Figure 1-34.

4. Click Browse.

The Save As dialog box opens, showing the default local location
(probably your Documents library).
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Document - Word 7
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Figure 1-34

5. In the File Name text box, type Tour of Word, as shown in
Figure 1-35.

3 Save As
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B Desktop | Saved
4 Libraries | Scanned Documents
[Z) Documents Snagit
o Music Estate.docx
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B videos w

File name: | Tour of Word

Save astype: Ward Document (.docx)

Authors:  Alice Rodriguez Tags: Addatag

[¥]Save Thumbnail

) Hide Folders Tools + Cancel

Figure 1-35

6. Click Save.

The file is saved. The file’s name appears in Word’s title bar at the top of
the window.

7. In the document, scroll down to the picture of the blue flowers. Click
the picture to select it and then press the Delete key to remove it.
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8. On the Quick Access Toolbar, Save
click the Save button, shown in

Figure 1-36. Wi é S O -
The changes to the document
are saved. FILE HOME INSERT DES|

9. In the document, press the
Delete key four more times to
remove the extra blank lines
where the picture used to be.

Segoe Ul (Bodh ~ [11  ~| A

Paste o B I U ~abex, X°

-

10. Press Ctrl+S. Clipboard 1 Font
The changes are saved. L % 1
11. Drag across the words live -
layout in item 1 to select those
words and then press Ctrl+I to .
italicize them. Figure 1-36
12. Choose File=> Save As and click

the Browse button.

The Save As dialog box opens.
13. In the File Name text box, change the filename to Tour of Word Revised.
14. Click the drop-down list to the right of Save as Type.

A list of document types opens.

15. Select the Word 97-2003 Document option, as shown in Figure 1-37.
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OpenDocument Text (*.odt)
File name: Works 6 - 9 Document ("wps)
Save as type: | Word Document (*.docx) ]
Authors: Faithe Wempen Tags: Addatag
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Figure 1-37
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16. Click Save.
A Compatibility Checker dialog box opens, as shown in Figure 1-38.

Microsoft Word Compatibility Checker ?

The following features in this document are not supported by earlier

© “ove this document i an sarer e format, Cick Contue 0 save The Compatibility Checker points
Sove the Tle 5 one of e e T formate, ¢ o andthen out any features that might appear

Summmy D differently in an earlier-format

Shapes and textbaxes will be converted to effects avllable in. 6 version of the file. In most cases,
is farmat,

the losses are minimal.

Check compatibility when saving documents

Continue Cancel

Figure 1-38

17. Click the Continue button.

The document is resaved with a different name and a different file type.

Leave the document open in Word for the next exercise.

Navigating in the Save As dialog box

Office 2013 uses the current Windows user’s
SkyDrive as the default storage location.

SkyDrive is a cloud-based online storage area The cloud is a generic way of
hosted by Microsoft. Anyone who registers for referring to secure, Internet-
the service, or who logs into Windows 8 with a based storage and applica-
Microsoft ID, is given a certain amount of free tions. For example, SkyDrive is
storage space, and can purchase more. For more Microsoft's cloud-based storage
information about SkyDrive, see Appendix A. area, and Office 365 is Microsoft's

cloud-based version of Office.

You can also save your files locally, where the
default location is your Documents library, as

it was with Office 2010. In Windows, each user
has his own Documents folder (based on who is
logged in to Windows at the moment).
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New in Office 2013 applications, when you
choose Filew> Save As, a dialog box doesn’t

open immediately. Instead, a Save As screen in If you want the Save As dialog
Backstage view opens, prompting you to choose box to appear immediately when
an overall save location, whether it’s your you choose File=> Save As,
SkyDrive, your computer, or some custom loca- open Backstage view and click
tion you might have set up. (See Figure 1-39.) Options. Then in the Options
Only after you make that choice and click dialog box, click Save on the left
Browse does the Save As dialog box appear. and then mark the Don't Show

the Backstage When Opening or
To understand how to change save locations, Saving Files check box.

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

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

The path for such a file would be

C:\Work\Job Search\Resume.docx

Document! - Word 7 - X
Faithe Wempen -

Save As

N . . Z& Faithe Wempen's SkyDrive

Recent Folders

El‘:l Computer & Solutions

= Faithe Wempen's SkyDrive » MOAC_PowerPoint2010_Student_Data _Files » Les...
& Lesson10

+ Add a Place Faithe Wempen's SkyDrive » MOAC_PowerPoint2010_Student_Data_Files » Les.
@ Solutions

Faithe Wempen's SkyDrive > MOAC_PowerPoint2010_Student_Data_Files » Les...
& Faithe Wempen's SkyDrive

& Solutions
Faithe Wempen's SkyDrive » MOAC_PowerPoint2010_Student_Data_Files » Cir...

Account

Options Browse

Figure 1-39
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When you change the save location, you're changing to a different 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.

In this exercise, you experiment with several ways of changing the save location
in the Save As dialog box.

Files needed: None
1. In Word, with the document still open from the previous exercise,

choose Filec> Save As.

2. Click Your Name’s SkyDrive or Computer, depending on where you
want to save your work from the exercises in this book.

See Figure 1-39.
3. Click the Browse button.

The Save As dialog box opens, as shown in Figure 1-40.

Places bar Address bar
13 Save Asl
L @ » Libraries » Documents » v ¢ Search Documents -l
Organize » ew folder BF - 7]
" |, Custom Office Templates =) sample.docx
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B Downloads My Wb Sites The bar at the Ieft_ is the naviga-

] Recent plages || Outlook Files tion pane. It provides shortcuts

- | Remote Assistence Logs for various places where you can

SkyDrive | Saved .
- save files. The bar across the top
| Scanned Documents .

B Desktop | Snagit is the address bar. It shows the

5 Horares st docr current location.

@ Documents M= Research.docx
& Music ©
File name:
Save as type: | Word Document (*.docx)
Authors:  Alice Rodriguez Tags: Addatag
Save Thumbnail
+ Hide Folders Tools -
Figure 1-40

vww.allitebooks.coni
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4. Scroll through the navigation pane to see the available locations for
saving files.

5. In the navigation pane, click Computer.
A list of drives appears.

6. Double-click the C: drive.
A list of folders on the C: drive appears.

7. Scroll up in the navigation pane to locate the Documents shortcut and
double-click it.

The Documents folder’s content appears.

8. Right-click an empty spot in the right pane of the dialog box, point to
New, and click Folder.

A new folder appears with the name highlighted, ready for you to
name it.

9. Type Dummies Kit and press Enter to name the folder.

You've just created a folder that you can use to store all the work that
you do for this class, as shown in Figure 1-41.

New folder
[w3] Save As ﬂ
+ @ » Libraries » Docdments » AN ] Search Documents 2
Organize Mew folder gz -
~ |1 CustomyOffice Templates Re;earch.docx
[ Favorites | Dummies Kit B sample.docx
B Desktop My Data Sources % Tour of Word.docx
& Downloads | My Templates
12| Recent places & My Web Sites
I Books |, Qutlook Files
& SkyDrive | Remote Assistance Logs
|, Saved
B Desktop | Scanned Documents
4 Libraries Snagit
@ Documents E;tate.docx
J’ Music v
File name:  Docl.docx h
Save as type: | Word Document (*.docx) w
Authors:  Alice Rodriguez Tags: Addatag
Save Thumbnail
= Hide Folders s Cancel

Figure 1-41
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10. Double-click the Dummies Kit folder to open it.

11. In the address bar, click the right-pointing arrow to the left of
Dummies Kit.

Alist of all the other folders in the Documents folder appears.

\3
p In the address bar, the parts of a path are separated by right-pointing

triangles rather than by slashes. You can click any of the triangles to
open a drop-down list containing all the subfolders (that is, the folders
within that folder).

12. Click any of the folders on that list to switch to that folder.
13. In the address bar, click Documents.

The Documents folder reappears.
14. In the address bar, click Libraries.

A list of the libraries appears: Documents, Music, Pictures, and Videos,
as shown in Figure 1-42.

H Save As | < |
© v S Libraries » v ¢ Search Libraries P
Organize + E=n @
~ =
4757 Favorites ..I Ei:;::\ants
B Desktop ~ :
& Downloads Music
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4 B Desktop )
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> [F] Documents = B
> J? Music ©
File name: | Docl.docx v
Save as type: | Word Document (".docx) w
Authors:  Alice Redriguez Tags: Addatag
Save Thumbnail
= Hide Folders Tools = Cancel

Figure 1-42
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15. Scroll up near the top of the navigation pane and click Desktop.
You can save directly to your desktop by saving to this location.

16. In the navigation pane, click Documents and then double-click
Dummies Kit.

The Dummies Kit folder reappears.
17. In the File Name text box, type Lesson 1 Practice.

18. Open the Save as Type drop-down list and select Word Document
(-.docx), as shown in Figure 1-43.

19. Click Save.
The file is saved.

20. Choose File=> Close to close the document without exiting Word.
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Rich Text Format (*.af)
Plain Text (".02)
Word XML Decument ("xmli)
Word 2003 XML Document (*mi)
Strict Open XML Document (*.doc)
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Figure 1-43
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Opening a document

When you open a file, you copy it from your hard drive (or other storage
location) into the computer’s memory, where Word can access it for viewing
and modifying it.

The Open dialog box’s navigation controls are almost exactly the same as
those in the Save As dialog box, so you can browse to a different storage loca-
tion if needed.

If you want to reopen a recently used file, there’s an even quicker way than
using the Open dialog box. Choose File=> Open and then click the file’s name
on the Recent Files list.

In this exercise, you open a saved file.

Files needed: Any saved Word document, such as the Lesson 1 Practice file you
saved in the previous exercise
1. In Word, choose File=> Open.

2. Click either Your Name’s SkyDrive or Computer, depending on where
you chose to save in the previous exercise.

3. Click the Browse button.

The Open dialog box appears. The location shown is the Dummies Kit
folder because it was the last folder you accessed during this session.

4. Select the Lesson 1 Practice folder, as shown in Figure 1-44.
5. Click Open.
The file opens in Word.
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Figure 1-44

6. Choose File= Close to close the document without exiting Word.
7. Choose File=> Open.

A list of recently opened files appears on the right side of the screen.
8. Click Lesson 1 Practice.

That file reopens.

9. Choose File> Close to close the document again.

Recovering lost work

Computers lock up occasionally, and applications sometimes crash in the

middle of important projects. When that happens, any work that you haven’t
saved is gone.

To minimize the pain of those situations, Word, Excel, and PowerPoint all have
an AutoRecover feature that silently saves your drafts as you work, once every
ten minutes or at some other interval you specify. These drafts are saved
in temporary hidden files that are deleted when you close the application
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successfully (that is, not abruptly due to a lockup, crash, or power outage). If
the application crashes, those temporary saved files appear for your perusal
when the program starts back up. You can choose to do either of the following:

v Save them if their versions are newer than the ones you have on your
hard drive.
v Discard them if they contain nothing you need.

In this exercise, you change the interval at which Word saves backup drafts for
AutoRecover.

Files needed: None

1. In Word, choose File=> Options.
The Word Options dialog box opens.
2. Click the Save category on the left.

3. Make sure that the Save AutoRecover Information Every XX Minutes
check box is selected.

4. If desired, change the value in the Minutes box to another number.
For example, to save every 5 minutes, type 5 there, as shown in
Figure 1-45.
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o Access Toolbar [] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required.
dd-ins [ Save to Computer by defauit

Trust Center Default local file location: C:\Users\Faithe\Documents\. Browse.

Defauit personal templates location: | C:\Users\Faithe\AppData\Roaming\Microsoft\ Templates\

Offiine editing options for document management server files

Save checked-out files to: i
() The server drafts location on this computer

@ The Office Document Cache

Server drafts location: | CA\Users\Fz Drafts\ Browse...
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[] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)

¥l Do not embed common system fonts

Cancel

Figure 1-45
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5. Click OK.

Exit Word without saving your changes to any open files.

Summing Up

Excel, Word, and PowerPoint are all very similar in their basic functionality
and appearance. In this chapter, you explored several different applications
and learned how to start and exit the programs, create and save your work,
and insert text and graphics.

v The Ribbon and Backstage view provide a consistent interface for man-
aging files and issuing commands in each application.

v Word, Excel, and PowerPoint all start a new blank document when they
open. (Access it by pressing Esc at the app’s Start screen.) You can use
this document, or you can open an existing one. Excel documents are
called workbooks; PowerPoint documents are called presentations.

v To enter text in a document, click where you want to place it; that moves
the insertion point there. Then type.

v To insert a picture, click the Insert tab on the Ribbon and then click the
Pictures button. It works the same in Word, Excel, and PowerPoint.

v Scroll bars enable you to scroll to different parts of a document. You
can also move around by clicking where you want to go or by using the
arrow keys to move the insertion point.

v Each application has a different set of views for working with data in dif-
ferent ways. You can switch among them on the View tab.

v The Zoom feature increases or decreases the magnification of the data
displayed onscreen. Use the Zoom slider and controls in the lower-right
corner of the application window.

v To save your work, use the Save command on the File menu, or press
Ctrl+S, or click the Save button on the Quick Access Toolbar.

v To open a file, use the Open command on the File menu. You can also
select a recently used file from the Open category in Backstage view.
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Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Start Excel and, in a new blank workbook, in cell Al, type Grocery
List.

2. Starting in cell A3, type a grocery shopping list of at least six items,
with each item appearing in a different cell in column A.

3. Save the file as Lesson 1 Grocery List in the Dummies Kit folder you
created earlier.

4. Close Excel.

Know this tech talk

application: A program that performs a useful user task, such as creating
a word processing document or calculating a number.

Backstage view: The section of an Office application that appears when
the File menu is open. It contains commands for working with files,
options, importing, exporting, and printing.

cell cursor: In Excel, the dark outline around the active cell.
cloud: A generic term for secure, Internet-based storage and applications.

data file: A file in which the information you enter in an application is
stored for later reuse.

document: A data file in a word processing program. Can also refer gener-
ically to any data file.

file extension: The code following the period at the end of a file name, indi-
cating the file’s type. Some file extensions are hidden by default in Windows.

folder: An organizing container on a hard drive in which to store files.

insertion point: In a text-editing application, a flashing vertical line indi-
cating where text will be inserted when typed.

presentation: A data file in a presentation program such as PowerPoint.

Quick Access Toolbar: The customizable toolbar that appears above the
Ribbon.
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scroll bar: A bar along the right and/or bottom side of a window that can
be used to change the viewing area.

scroll box: The movable box inside the scroll bar.

suite: A collection of programs with complementary functions and
common user interface elements

workbook: A data file in a spreadsheet program such as Excel.
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Chapter 2
Creating a Word

Document

v~ Starting new documents based on templates can
save time and provide guidance as to what content
to insert and where to place it. Many templates are
available for free via Office.com.

1 Selecting text before issuing a command enables
you to act on large blocks of text at a time. You can
select text either with the keyboard or the mouse.

v Formatting text makes your documents more attrac-
tive and readable. You can apply different fonts,
sizes, and colors, as well as use style sets and
themes to automate the process of formatting an
entire document.

v Check your spelling and grammar in order to avoid
embarrassing errors in documents you distribute to
others. Word can help you check both individual
words and the entire document easily.

v You can share your documents with other people via
e-mail or by printing them. You can begin sending
a document via e-mail from within Word, and your
default e-mail program opens to send the message.
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icrosoft 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, | 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 e-mail. Later chapters will then build on this knowledge,
adding in the fancier aspects such as using styles, graphics, and multiple
sections.

Creating a New Document Using
a Template

As you learned in Chapter 1, you can create a
blank new document, or you can base a new

document on a template. Each Office application A template is a special type of
has some templates that are stored locally document that's designed to be
on your hard drive and many more that are a model for new documents.
available via the Internet. After starting a new Templates have a different file
document, you can adjust the paper size and extension (.dotx or .dotm)
orientation if needed. than regular documents (. docx
or .doc). When you start a new
<MBER document based on a template,
& Even when you start a blank document, the template file itself is unaf-
you're still (technically) using a template. fected, so it's always the same

It's a template called Normal, and it speci- each time you use it.

fies 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).
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When you create a new document by clicking the Blank Document icon or by pressing Ctrl+N,
the resulting document is based on the Normal template. 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 important to know because if you ever accidentally 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 . dotmfrom 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 useris the logged-in user-

name.

In this exercise, you start a new Word document using a template.
Files needed: None

1. In Word, choose File=>New.

Icons for creating new documents appear, as shown in Figure 2-1.

Word ?2 - 8 X
Faithe Wempen ~ I
Search for online templates yel
Suggested searches:  Letters Resume Fax Llabels Cards Calendar Blank
FEATURED CUSTOM
( > : Aa
tour
Options Blank document Welcome to Word Single spaced (blank)
Title =] Title Title
Heading Heading
EENEEN EENEEN
Blog post lon design (blank) Facet design (blank) ~

Figure 2-1



Creating a New Document Using a Template

2. Click in the Search for Online Templates box and type Brochures.
Then press Enter.

Word uses your Internet connection to retrieve a list of available
brochure templates.

3. In the Category list at the right, click Business.

The list is filtered to show only templates that have business as a

keyword.

4. In the Category list at the right, click +| category ]
Tri-Fold. — =
An X appears next to Tri-Fold, and the list is Tri-fold 16 X
further filtered to show templates that have Brochure 16
both keywords. See Figure 2-2. Print 12

5. Point the mouse pointer at the Business St i
category on the list at the right. Figure 2-2

An X appears to the right of the Business
category.

6. Click the X to remove the Business category filter.
7. Click the Tri-Fold Brochure (Red Design) template.

A preview of it appears, as shown in Figure 2-3.

Tri-fold brochure (Red

this s @ groal - design)

spi b

mission Company Provided by: Microsoft Corporation
stalerment Brochure

7! !yt e ey Use this tri-fold brochure template to share
infarmation about your business. Works with Avery
brochure card stock and designed to be a self-
mailer. Matches other professional templates in the
Red design set.

Download size: 261 KB

1860 Rating ¢ ¥ ¥ ¥t ¢ (36 Votes)

4 Morelmages

[

Create

Figure 2-3
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8. Click the Create button below the

preview.
This template’s layout is atypi-
cal because it uses colored
text boxes to hold the text; in

The template is downloaded, and a new
document appears based on it.

9. Examine the document to see what most Word documents, you type
types of content the template provided. directly onto the page.
10. Choose File=>Close to close the

document.

If prompted to save your changes, click Don’t Save.
11. Choose Filem>New.

The icons reappear for new document types.
12. In the search box, type urban report and press Enter.
13. Click the Report (Urban theme) template.

If there are two copies, click either copy. A sample of the template
appears.

14. Click the Create button.
A new document opens based on the selected template.

15. Scroll through the new document and notice the placeholders ready
for you to fill in to create your own version of the report.

16. Save the document as Lesson 2 Practice.

Leave Word and the document file open for the next exercise.

GUICE
&

For more practice, create several more new documents by using
different templates. Don’t save any of them.

Adjusting Page Settings

A template might not always use the page settings for the work you want to
create. If you want to change the page margins, orientation, or size, you can
use the Page Layout tab.



Setting page margins

Word provides several easy-to-use margin
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Adjusting Page Settings

presets. You can also individually specify the

margins for each side of the page if you prefer.

In this exercise, you change the page margins
in two ways: using a preset and using an exact

value.

Files needed: Lesson 2 Practice, created in the

previous exercise

1. In Word, with the Lesson 2 Practice
document still open from the previous
exercise, click the Page Layout tab on the

Ribbon.
2. Click the Margins button.

The margins are the amounts of
blank space that Word reserves
on each side of the paper. In
most cases, you want them to be
roughly the same on all sides, or
atleast the same at both the right/
left, so the document looks sym-
metrical. In special cases, though,
such as when you're going to bind
the document on the left or at the
top, you want to leave more blank
space on one particular side.

A Margins drop-down list opens, as shown in Figure 2-4.

[« =] :
HOME  INSERT

o DA

DESIGN

Breaks

PAGE LAYOUT

Lesson 2 Practic

REFER

Indent

Custom Margins...

f[JLine Numbers= 3= Left: 0"
Margins Orientation  Sze  Columns ~ L
- - - - b Hyphenation ~ =€ Right: |0"
Last Custom Setting - ]
Top: 1" Bottom: 1" E 1 2
Left 08" Right: 0.8"
Normal
Top: 1" Bottom: 1"
Left: 1" Right: 1"
Narrow
Top: 05" Bottom: 0.5"
Left 05" Right: 0.5"
Moderate
Top: 1" Bottom: 1"
Left 075" Right: 075"
Wide
Top: 1" Bottom: 1"
Left 2" Right: 2"
Mirrored
m Top: 1" Bottom: 1"
Inside:  1.25" Outside: 1"

Figure 2-4

The Mirrored margin choice
enables you to specify different
margins for right and left depend-
ing on whether the page number
is odd or even. This option allows
you to print pages for a two-sided
booklet with the extra space on
whichever side of the page will
be in the binding.
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3. Click the Narrow option.

Presets for narrow margins are applied to the top, bottom, right, and left
margins for the document.

4. Click the Margins button again and then click Custom Margins.
The Page Setup dialog box opens.
5. In the Top, Bottom, Right, and Left boxes, type 1.3, as in Figure 2-5.

Page Setup ?

Margins Paper Layout_
Margins

Top: 13 Bottom: [13
L Right: [13

Gutter position: Left l|

=

E
&
1[} .1|>_ _1|§_

Gutter:

Crientation

Il

Portrait  Landscape

Multiple pages: MNormal EI

Apply to: | Whole document EI
Set As Default Cancel

Figure 2-5

6. Click OK.

The margins change. You can tell the margins change because the
sample text is positioned differently on the pages.

7. Save your work.

Leave Word and the document file open for the next exercise.
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Setting paper size and orientation

The standard paper size in the U.S. is 8.5 x 11
inches, also known as Letter. Most of the
templates available through Word use this
paper size, although some exceptions exist. For
example, an envelope template might use a page
size that matches a standard business envelope,
or a legal brief template might use legal-size
paper (8.5 x 14 inches).

A\\S

In this exercise, you set the page orientation of
a document to Landscape and change its paper

size.

Files needed: Lesson 2 Practice, created earlier in
this lesson

1.

A document'’s orientation can be
either portrait or landscape.

Portrait is a standard page in
which the tall part of the paper
runs along the left and right sides.

Landscape is a rotated page in
which the tall part of the paper
runs along the top and bottom.

In Word, with the Lesson 2 Practice document still open from the
previous exercise, click the Page Layout tab on the Ribbon if it isn’t

already displayed.

. Click the Orientation button.

A drop-down list opens and gives you two options: Portrait and

Landscape.

. Click the Landscape option.

The page changes to Landscape mode.

4. Change the orientation back to Portrait.

. Click the Size button.

A list of common paper sizes appears, as shown in Figure 2-6.

Look online for websites that explain the paper sizes common in various

countries. Here's one such site to start you out:

www.cl.cam.ac.uk/~mgk25/iso-paper.html

list to find it.

The paper size changes.

. Click the option A4 8.27" x 11.69". You may need to scroll down the


http://www.cl.cam.ac.uk/~mgk25/iso-paper.html

Chapter 2

El E ©- 0 = Lesson 2 Pri
HOME INSERT DESIGN PAGE LAYOUT R

@ @ IE Breaks Irjient

i[Line Numbers = 3= Left:
Margins Orientation = Size  Columns .
- - - - bt Hyphenation= =% Right

Letter
L |:| 85"x11"

Legal
8.5"x14"

-

Executive
7.25"x10.5"

A4
8.27"x11.69"

;Za"xg,g?" A4 is a commonly used paper size

- in Europe.
77" x10.02"

O [ 1

Folio
85"x13"

Envelope #10
412" x9.5"

Envelope DL
433" x 8.66"

Envelope C5
638" x9.02" -

More Paper Sizes...

5]

Figure 2-6
QNING/
R Changing the paper size in Word doesn’t change the paper size in your
printer, of course, so if you print on a different size paper than you tell
Word you're using, the printing may not be centered on the paper.
Qyg_'“cE
] For more practice, click More Paper Sizes at the bottom of the Size menu

and set up a custom paper size by entering a width and height on the
Paper tab of the Page Setup dialog box.

7. Save your work.

Leave Word and the document file open for the next exercise.

vww.allitebooks.coni
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Editing Text

After creating a document and setting its basic properties (such as margins,
orientation, and page size), you're ready to start editing its content. Editing
can include adding text, deleting text, modifying text, and moving and copy-
ing blocks of text from one location to another.

If you used a template to get started, you may already have some sample con-
tent in the document (text and/or graphics). You can edit this content, or you
can delete it and start from scratch.

Filling text placeholders

Some templates include placeholders to guide you in creating content in a
specific format. You aren’t required to use the placeholders; you can delete
them if you like. However, if you aren’t sure how to get started with a particu-
lar type of document, the template’s placeholders can be helpful guides.

In this exercise, you edit a document’s text by filling in placeholders.

Files needed: Lesson 2 Practice, created earlier in this lesson

1. In Word, with the Lesson 2 Practice document still open from the pre-
vious exercise, triple-click the Report (Urban design) placeholder text

to select it.

The placeholder becomes highlighted, as shown in Figure 2-7.

[Pick the date]

[Type the document subtitle]

Report (Urban design)

Triple-click to

Alice Rodriguez

select entire
paragraph.

Figure 2-7



Chapter 2

2. Type Mountain Vista Vacations.

The text appears in the placeholder box.

3. Click in the [Type the document subtitle] placeholder and type
Affordable Family Fun.

4. Click in the [Pick the date] placeholder.

The text becomes highlighted, and a drop-down arrow appears to its

right.

5. Click the arrow to open a date picker, as shown in Figure 2-8.

Click to open date picker.

£l ZDate

4 March 2013

3 4 5 6 7
10 11 12 13 14
17 18 19[ 20 21
24 25 26 27 28
31 2 3 4

Today

|| [Pick the date]| |

Su Mo Tu We Th Fr Sa

1
8
15
22
29

4

2

Affordable Family Fun

v

1 Vista
S

Alice Rodriguez

Figure 2-8

6. Click the Today button to select today’s date.

The date picker closes.

7. Click the name below the green horizontal lines.

By default, it’s the name of the registered user of this copy of Word.

8. Type your own name to replace the default name.

The cover page information is now complete, as shown in Figure 2-9.

9. Save your work and close the document.

Leave Word open for the next exercise.
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! 3/20/2013

Mountain Vista
Vacations

| Affordable Family Fun

{ Joe Student

Figure 2-9

Typing and editing text

Most documents don’t contain text placehold-
ers, so you're on your own in deciding what to

type. Fortunately, it’s easy to type and edit text The text you type appears at the
in Word. insertion point, a flashing verti-

cal line that serves as a cursor.
To delete text, press Delete (to delete the You can move the insertion point
character to the right of the insertion point) or by clicking where you want it or
Backspace (to delete the character to the left by using the arrow keys to move
of the insertion point). To delete more than one it one space (to the right or left) or
character at once, select the block of text to one line (up or down) per arrow
delete and then press Delete or Backspace. key press.

You can also select some text and then type
over it. When you type after selecting text,
the selected text is replaced by what you type.

In this exercise, you type some text in a new document and then edit it using
several different editing techniques.

Files needed: None

1. In Word, press Ctrl+N to start a new blank document.
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w

4.

(2]}

6.

2

Type the following text in the document:
Dear Karen:

Florida is certainly a long way from home, and although we are enjoying
our trip, we are looking forward to being home again with our good friends.

We are having a wonderful time on our vacation. The weather has been
perfect. Elroy and George have been collecting shells, and Judy and I
have been enjoying the pool.

Triple-click the last paragraph to select it.

Drag the paragraph up and drop it between the other two paragraphs
(between the salutation and the first body paragraph).

See Figure 2-10.
Double-click the name Karen in the first paragraph and type Rosie.

Click to move the insertion point after the word Florida in the last
paragraph. Press Backspace until the entire word is deleted.

Drag paragraph here.

%

Paste

L

©- B Documentl - Ward ? @M - & X
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW Faithe Wempen +
b S P #Find -
o |Calibri(Body) -1 -] AT AT Aa- AaBbCcDe AaBbCcDe AaBbC | AaBbCer o pen
f - 2Replace
¢ B I U-abexx A-¥-A- TNormal | TNoSpac.. Heading 1 | Heading2 |<| |y g
Clipboard = Font 7 Styles. ) Editing -~
r g . 2 = . s | — -

PAGE1OF1 300F59WORDS [J2  ENGLISH (UNITED STATES)

Dear Karen:

{We are having a wonderful time on our vacation. The weather has been perfect. Elroy and George have
been collecting shells, and Judy and | have been enjoying the pool.

Florida is certainly a long way from home, and although we are enjl & (" rip. e are looking forward
to being home again with our good friends.

Notice in Figure 2-10 a ruler that
appears above the document
workspace. If you don't see the
ruler, display the View tab and
select the Ruler check box.

Figure 2-10
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7. Type California.

8. Use the arrow keys to move the insertion point before shells in the
first paragraph and then type sea.

The document resembles Figure 2-11.

Dear Rosie:

We are having a wonderful time on our vacation. The weather has been perfect. Elroy and George have
been collecting seafhells, and Judy and | have been enjoying the pool.

California is certainly a long way from home, and although we are enjoying our trip, we are looking
forward to being home again with our good friends.

Figure 2-11

9. Save the document as Lesson 2 Vacation.

Leave the document open for the next exercise.

Selecting Text

Selecting blocks of text before you issue an editing or formatting command
allows you to act on the entire block at once. For example, you can select
multiple paragraphs before applying new line spacing or indentation settings,
and those settings will apply to every paragraph in the selection.

You have many ways to select text:
»* You can drag across the text with the mouse (with the left mouse button

pressed) to select any amount of text.

+»* You can 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.

» You can press the F8 key to turn on Extend mode, and then you can use
the arrow keys to extend the selection.

» You can double-click a word to select it or triple-click within a paragraph
to select it.

»* You can press Ctrl+A to select the entire document.

» You can click to the left of a line to select that line.
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this exercise, you practice selecting parts of a document.

Files needed: Lesson 2 Vacation, created in the previous exercise

1. In Word, in the Lesson 2 Vacation file, triple-click within the second

paragraph to select it.

2. Hold down the Shift key and press the down-arrow key twice to

extend the selection to the next paragraph.

See Figure 2-12.

Dear Rosie:

We are having a wonderful time on our vacation. The weather has been perfect. Elroy and George have <—
been collecting seashells, and Judy and | have been enjoying the pool.

California is certainly a long way from home, and although we are enjoying our trip, we are looking <——
forward to being home again with our good friends.

Figure 2-12

GCE
&

}Both paragraphs

are selected.

For more practice, click away from the selected paragraphs to deselect
them and then double-click several words to select them. Then try
double-clicking one word and holding down the Shift key while you
double-click a different word. Try it again with the Ctrl key instead

of Shift.

3. Press Ctrl+A to select the entire document.

4. Click away from the selected text to deselect it.

5. Drag the mouse across the word wonderful in the second paragraph

to select it.

paragraph.

. Position the mouse pointer to the left of the first line in the second

The mouse pointer turns into a white arrow that points diagonally up

and to the right.

If you don’t see the arrow, make sure you'’re in Print Layout view. On the

View tab, click the Print Layout button.
7. Click to select the line.
See Figure 2-13.
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Line is selected.

Dear Rosie: l

We are having a wonderful time on our vacation. The weather has been perfect. Elroy and George have
been collecting seashells, and Judy and | have been enjoying the pool.

California is certainly a long way from home, and although we are enjoying our trip, we are looking
forward to being home again with our good friends.

Figure 2-13

Leave the document open for the next exercise. You don’t have to save your
work because you didn’t make any changes.

Formatting Text

The type of formatting covered in

Text formatting can make a big difference in the this lesson is commonly known as
readability of a document. By making certain character formatting (formatting
text larger, boldface, or a different font, you can that can be applied to individual
call attention to it and add interest for characters). Character format-
your readers. ting includes fonts, font sizes, text
attributes (such as italics), char-
You can apply each type of character formatting acter spacing (spacing between
individually, or you can use style sets or themes letters), and text color.

to apply multiple types of formatting at once.

Choosing text font, size, and color

Each font is available in a wide variety of sizes.
The sizes are measured in points, with each

point being ¥ of an inch on a printout. (The The text in the document appears
size it appears onscreen depends on the display using a certain style of lettering,
zoom. You learn about zoom in Chapter 1.) Text also called a font or a typeface.
sizes vary from very small (6 points) to very Office comes with dozens of type-
large (100 points or more). An average docu- faces, so you're sure to find one
ment uses body text that’s between 10 and 12 that meets the needs of whatever

points, and headings between 12 and 18 points. project you create.
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You can also color each font by using either a standard color, which doesn’t
change when you change document themes, or a theme color, which does
change. Later in the lesson, you learn how to change themes, and you see
what happens to the text colors you've applied when the theme colors change.

You can apply fonts, sizes, and colors either from the Home tab of the Ribbon
or from the Mini toolbar.

In this exercise, you format some text by applying different fonts, sizes, and
colors to it.

Files needed: Lesson 2 Vacation, from the previous exercise

1. In Word, in the Lesson 2 Vacation file, move the insertion point to the
beginning of the document and press Enter to create a new line.

2. Press the up-arrow key once to move the insertion point into the new
line and then type Our Vacation.

3. Triple-click Our Vacation to select the entire paragraph.

4. Point the mouse pointer at the selected paragraph so that the Mini
toolbar appears, as shown in Figure 2-14.

Font FontSize  Minitoolbar

| | |
¥

Calibri (Body) - |11 -| A" &7 " Ags
B I U -f/.A. E - 5;- Styles

Our Vacation
Dear Rosie:

We are having a wonderful time on our vacation. The weather has been perfect. Elroy and George have
been collecting seashells, and Judy and | have been enjoying the pool.

California is certainly a long way from home, and although we are enjoying our trip, we are looking
forward to being home again with our good friends.

Figure 2-14

5. Open the Font drop-down list on the Mini toolbar and click Arial
Black.

6. Open the Font Size drop-down list on the Mini toolbar and click 14.

If the Mini toolbar is no longer visible, right-click the text to make the
Mini toolbar reappear.
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For more practice, change the font and font size by using the controls in
the Font group on the Ribbon.

7. On the Ribbon, click the Increase Font Size button to increase the font
size of the selected text to 16 points, as shown in Figure 2-15.

Increase Font Size Font Color

B HEH S O- Lesson 2 Vacation.docx - Word ? @ - x
HOME ~ INSERT ~ DEJGN  PAGE[AYOUT ~ REFERENCES ~ MAIUNGS  REVIEW  VIEW Faithe Wempen ~
&% S » . == A i Find -
) Calibri (Body) -|16 -] A" A" Aa- - #=3E T | pspbcen] AsBbeeD AaBbC( AaBbCcC 2. Replace
o - wac
Paste o B I U-aex.x A-¥-A-E=== [5- b-EH- TNomal | TNoSpac.. Heading 1 Heading2 [<] | gy,
Clipboard & Font n Paragraph 5 Styles . Editing ~
L 1 E i 3 3 4 5 3 A 7 -

Our Vacation
Dear Rosie:

We are having a Wonderful time on our vacation. The weather has been perfect. Elroy and George have
- been collecting sgashells, and Judy and | have been enjoying the pool.

California is certafnly a long way from home, and although we are enjoying our trip, we are looking
forward to being home again with our good friends.

16 points
Figure 2-15

8. Click the face of the Font Color button.

Whatever color was already displayed on the button is applied to the
text. (The color that appears depends on the most recently used font
color.)

9. Click the down arrow to the right of the Font Color button.
A palette of colors appears, as shown in Figure 2-16.
10. Click the red square under Standard Colors.
The text becomes red.

11. Click the down arrow on the Font Color button again to reopen the
color palette.
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12. Click the Orange, Accent 2 square on the top row of the Theme Colors
section. (See Figure 2-16.)

Orange, Accent 2

Lesson 2 Vacation.docx -

[« = =
HOME INSERT DESIGN PAGE LAYOUT RYFERENCES MAILINGS Ri
E-9- s 0T

g" Calibri (Body) ~[16 <[ A" A7 Aa- f = -5~
B
=- &

B I U-~amx x* A-¥-A-

ifi
u

Paste - £
Clipboard & Font B Automatic
E Theme Colors 3

Our Vacatit S —
1L AEEEEEN

L

Dear Rosie:
t‘." More Colors...
ion. The weathel

We are having a

been collecting | @ gradient " \been enjoying t
California is certainly a leng way from home, and although we
forward to being home again with our good friends.

Figure 2-16

A\
Pointing at a square makes its name appear in a ScreenTip.

q&&“\CE
< For more practice, try some of the tints and shades below the theme
colors. A tint is a lighter version of a color, and a shade is a darker

version of it.

Leave the document open for the next exercise.

Applying text attributes and effects

Figure 2-17 shows samples of some of these attributes. Table 2-1 summarizes
the keyboard shortcuts for them.

vww.allitebooks.coni
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Bold

Italic
Underline
SMALL CAPS

ALL CAPS

Double underline

You can modify text with a variety

Stsikathrough of attributes, such as bold, ital-
Beublestrikethrough ics, underlining, and so on. You
Superscript* can apply some of these attri-
Subscript; butes from the Mini toolbar and/or

the Font group on the Home tab.

Figure 2-17

Others are available in the Font
dialog box. Some of them also
have keyboard shortcuts.

Attribute Keyboard Shortcut
Bold Ctrl+B

Italic Ctrl+l

Underline Ctrl+U

Subscript Ctrl+=

Superscript Ctrl+Shift++ (plus sign)
Underline words but not space Ctrl+Shift+W

Double underline text Ctrl+Shift+D

Small caps Ctrl+Shift+K

All caps Ctrl+Shift+A

Outline
Shadow

Reflection

Glow

Figure 2-18

You can apply text effects, also called WordArt effects.
The available text effects include Outline, Shadow,
Reflection, and Glow. Figure 2-18 shows some examples
of these effects, accessed from the Text Effects and
Typography button’s menu on the Home tab. The Text
Effects button’s menu also includes a number of presets
that combine color fills, outlines, and other effects in a
single operation.
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In this exercise, you format some text by applying some attributes and
effects to it.

Files needed: Lesson 2 Vacation, from the previous exercise

1. In Word, in the Lesson 2 Vacation file, triple-click the title
(Our Vacation) to select it.

2. On the Home tab of the Ribbon, click the Text Effects and Typography
button and click the second sample in the second row, as shown in
Figure 2-19.

The text becomes blue with a blue reflection.

Text Effects and Typography

El H % 0 - Lesson 2 Vacation.docx - Wor
HOME INSERT DESIG PAGE LAYOUT REFERENCES MAILINGS REVI|

g" Calibri (Body) - |16 - A | Aa- % = ze == T Al
CE]
Paste . B T U-acx, x A-P-A-E=== (=- D~ 1

Cll-i pboard & . Foét A A ,_ .f’—\\; .f/ \ 4

ol

& Outline
Wee & Shadow = weather h3
k been [ Reflection njoying the
Califi - Glow nough we ars

123 Number Styles
fi Ligatures

abe  Stylistic Sets

Figure 2-19

3. Click the Text Effects button again, point to Glow, and click the first
effect in the Glow Variations section, as shown in Figure 2-20.

4. Click the Italic button on the Home tab.

The text is italicized.

5. Click the dialog box launcher in the lower-right corner of the Font
group on the Home tab.

The Font dialog box opens, as shown in Figure 2-21.
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6. Select the Small Caps check box. Then click OK.

7. Click the Increase Font Size button two times to increase the font size
to 20 pt.

8. Save your work.

Leave the document open for the next exercise.

Working with themes

\\J

All the Office applications use the same set of themes, so themes can help
you standardize the look of your work across multiple applications. For exam-
ple, you could make the fonts and colors on a brochure you create in Word
similar to a presentation you create in PowerPoint.

A theme is a file that contains settings for fonts (heading and body), colors, and object for-
matting effects (such as 3D effects for drawn shapes and SmartArt diagrams, both of which
you learn about in later lessons). Themes enable you to dramatically change the look of a
document quickly.

In a Word document that contains only text, you won't notice the effect
changes when you switch to a different theme, but the font and color
changes will be apparent.

You can also apply color themes, font themes, and/or effect themes sepa-
rately. This ability is useful when none of the available themes exactly match
what you want. After you make the selections you want to create the right
combination of colors, fonts, and effects, you can save your choices as a new
theme to use in other documents (including in Excel and PowerPoint as well
as in Word).

SMBER

Themes affect only text that hasn't had manual formatting applied that
overrides the defaults. For example, if you've specified a certain font or
font color for some text, that text doesn't change when you change the
theme. You can strip off manual formatting with the Clear Formatting
button on the Home tab.
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In this exercise, you change a document’s formatting by applying a different
theme, theme fonts, and theme colors.

Files needed: Lesson 2 Vacation, from the previous exercise

1. In Word, in the Lesson 2 Vacation file, click the Design tab on the
Ribbon and then click the Themes button.
A list of themes appears, as shown in Figure 2-22.
2. Click the Damask theme.
The colors and fonts in the document change to match the theme.
3. Click the Theme Fonts button on the Ribbon.

A list of available theme font sets appears, as shown in Figure 2-23.
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Figure 2-22
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Before selecting a font theme, point the mouse cursor at several other
font themes and see their effects in the text behind the open menu.

4. Click the Calibri Light-Constantia font theme.

The fonts in the document change.
5. Click the Theme Colors button on the Ribbon.

A list of available theme color sets appears, as shown in Figure 2-24.
6. Click the Green Yellow color theme.

The color of the heading changes to blue.

7. Save your work and close the document.

Leave Word open for the next exercise.
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Applying style sets

At the top of the Font list on the
Home tab are two entries: one
designated for Headings and one
for Body. If you use these settings
rather than specifying individual
fonts, you can reformat the
document by choosing a
different style set.

\NG/
Vg‘“

A style set is a preset combination of fonts, para-
graph line spacing, character spacing, and inden-
tation. Style sets enable you to quickly change
the look of the document without manually refor-
matting each paragraph.

If you've manually applied specific fonts, as in the preceding exercise

when formatting the Our Vacation text, you won't see a change when you
apply a different style set. If you don't get the results you expect with a
style set, select the entire document (Ctrl+A) and then clear the
formatting by clicking the Clear Formatting button on the Home tab or by

pressing Ctrl+spacebar.
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In this exercise, you format some text by applying different fonts, sizes, and
colors to it.

Files needed: Lesson 2 Vacation, from the previous exercise
1. In Word, in the Lesson 2 Vacation file, triple-click the title (Our

Vacation) to select it if it isn’t already selected.

2. Click the Clear All Formatting button on the Ribbon’s Home tab to
remove all the formatting you’ve applied to the selected text.

See Figure 2-25.
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3. Open the Font drop-down list and select Calibri Light (Headings) at
the top of the list.

4. Select the rest of the document (everything except the Our Vacation
paragraph). Then open the Font drop-down list and select Constantia
(Body) at the top of the list.

5. Click the Design tab on the Ribbon and then click the More button in
the Document Formatting group.

A list of available style sets appears, as shown in Figure 2-26.

Q“\CE
&

Pointing to an item previews it. Point to each of the style sets on the Style
Set menu, one by one, and watch the document'’s formatting change.

6. Select the Lines (Distinctive) option.

The Lines (Distinctive) style set is applied.
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7. Triple-click the Our Vacation paragraph and change the font size to
18 point by selecting 18 from the Font Size drop-down list. Then click
away from the text to deselect it.

The document should look like Figure 2-27.

Our Vacation
Dear Rosie:

‘We are having a wonderful time on our vacation. The weather has been perfect. Elroy and George have been
collecting seashells, and Judy and I have been enjoying the pool.

California is certainly a long way from home, and although we are enjoying our trip, we are looking forward
to being home again with our good friends.

Figure 2-27

8. Save your work.

Leave the document open for the next exercise.

Checking Spelling and Grammar

Spelling and grammar errors in your documents can leave a bad impression
with your audience, and can be the cause of lost customers, jobs, and oppor-
tunities. Fortunately, Word can help save you from the consequences of such
errors, whether they’re errors due to carelessness or errors due to lack of
knowledge of spelling and grammar.
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Word automatically checks your spelling and grammar as you type. Wavy
red underlines indicate possible spelling errors, and wavy blue underlines
indicate possible grammar errors. To correct one of these errors on the fly,
right-click the underlined text and choose a quick correction from the short-
cut menu.

You can also run the full-blown Spelling and Grammar utility within Word to
check the entire document at once. One by one, each potential error appears
in a dialog box, and you click buttons to decide how to deal with each one.

SMBER

One of the choices when dealing with a potentially misspelled word is

to add the word to the dictionary so that itisn't flagged as misspelled in
any future spell check in any document. The dictionary file is common to
all the Office applications, so any word you add to the dictionary in Word
will also no longer be flagged as misspelled in Excel, PowerPoint, or
Outlook.

Word has a more robust and powerful Spelling and Grammar checker than
the other Office applications do, but they all have similar functionality. After
you learn how to check spelling in Word, you can also do it in the other
Office apps.

In this exercise, you correct spelling and grammar errors in a document.
Files needed: Lesson 2 Spelling.docx

1. In Word, open the Lesson 2 Spelling file and save it as Lesson 2
Spelling Corrected.

2. Right-click the misspelled word eerors and, on the shortcut menu,
click the correct spelling, errors, as shown in Figure 2-28.
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3. Click at the beginning of the first body paragraph (after the document
title) to move the insertion point there.

4. On the Review tab of the Ribbon, click Spelling & Grammar.

The Grammar task pane opens, with the first mistake highlighted, as
shown in Figure 2-29. If the first mistake found had been a spelling error,
the Spelling task pane would have appeared instead.

@RS B Chapter 2 Spelling Corrected.docx - Word 7 E@ - x
HOME ~ INSERT  DESIGN  PAGELAYOUT ~ REFERENCES  MAIINGS  REVEW  VIEW Faithe Wempen ~

3% [@ % ﬁ$ IJ Previous i} @. L5 (Al Markup - v C 25 Eﬂij,

Next [E) Show Markup -

Spelling & o Translate Language  New  Delete . Track Accept Compare Protect  Start  Linked
Grammar - - Comment Show Comments Changes - [Z]Reviewing Pane =~ . 5 - *inking Notes
Proafing Language Comments Tracking T Changes  Compare Ink  OneMote ~
L E 1 2 3 4 5 6 A 7=
Grammar Nk
Spelling
Ignore
spelling
Checking Spelling and Grammer. in Word
Word's Spelling and Grammar checker helps you avoid embarrassing errors in your work. Such errors, if
not found and corrected, can make people reading your document think you is less intelligent or
educated, and and can cause you to lggse customers, jobs, and other opportunities. Change
To use the Spelling and Grammar checker, click the Review tab and then click the Spelling & Grammar o
button, in the dialog box, you can review each potential error and decide how to handle it. C'pfhlfz“n"
Capitalize words that begin a sentence, or are
~ You can adjust the settings for checking your grammar fro m the Word Options dialog box, on the partliaitiiistpamerpleces
Proofing tab. Clicks the Settings button and then fine-tunee the settings for the grammar check. « Instead of: The pet store closes on

Valentine's day.
« Consider: The pet store closes on
Valentine's Day.

 Instead of: Mary has a map of the Hague.
« Consider: Mary has a map of The Hague.

~| | English (United States) -

PAGE1OF1 130F119WORDS [[X ENGLISH [UNITED STATES) %3

Figure 2-29

5. Click Ignore to ignore the first grammar error found.

The title of the task pane changes to Spelling, and the next error it finds
is a double usage of the word and.

6. Click Delete to delete the duplicate instance.
The next mistake found is an improper usage of loose.
7. Click Change to change the word to lose.

The next error that appears is an extra space in the word from.
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8. Click Change to remove the blank space in the word.

The next mistake that appears is an extra e at the end of the word tune.

9. Click Change to correct the word.

The next mistake that appears is a misspelling of grammar.

10. Click Change All to change all instances of grammer to grammar.

11. If the Readability Statistics dialog box appears, click OK to close it.

This dialog box may or may not appear depending on your settings.

12. Save your work.

Leave the document open for the next exercise.

Sharing Your Document with Others

If the people with whom you want to share your work are also Office 2013
users, sharing with them is easy. Just give them your data file. You can trans-
fer a data file to someone else via a USB drive, a portable disc such as write-
able CD or DVD, or an e-mail. Users of Office 2007 and 2010 can also work
freely with your Office 2013 data files because the file formats are identical.

To share with people who don’t have Office 2007 or higher, you can save in
other formats. Word (and the other Office apps) supports a variety of saving
formats, so you're sure to find a format that bridges the distance between
Office and the program that your recipient has to work with.

Some versions of Office include Microsoft
Outlook, an e-mail, calendar, and contact
management program. If you don’t have
Outlook, you might have some other e-mail
program, such as Outlook.com (Microsoft’s
free online mail service), Windows Mail (which
comes with Windows Vista and is available for
free download for Windows 7), Outlook Express
(which comes with Windows XP), or some non-
Microsoft program such as Eudora. When you
send a document via e-mail from within Word,

E-mailing your document to others

One way to distribute your work
to others is to send it to them via
e-mail. Your document piggybacks
on an e-mail as an attachment. An
attachment is a file that's separate
from the body of the e-mail, trav-
eling along with the e-mail to its
destination.
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Word calls up your default e-mail application, whatever that may be. The
steps in this book assume Outlook 2013 is your default e-mail application;
your steps might be different if you have something else.

V?\\\\NG!
S If you use a web-bhased e-mail application, such as Hotmail, Gmail, or

Yahoo! Mail, you can't follow along with the steps in this section. You can
still send Word files as e-mail attachments, but you can't initiate the pro-
cess from within Word. You start a new e-mail message from within the
web interface and then attach the file from there.

In this exercise, you send a document to yourself as an e-mail attachment. These
steps assume that Outlook is your default e-mail program and that your e-mail
account is already set up in it.

Files needed: Lesson 2 Spelling.docx, from the previous exercise

1. In Word, with Lesson 2 Spelling open, choose File=>Share.
File sharing options appear.
2. Click the Email button and then click the Send As Attachment button.

A new message opens in Outlook (or your default e-mail application)
with the Lesson 2 Spelling.docx file already attached. The filename
also appears in the Subject line, as shown in Figure 2-30.
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3. Click in the To box and type your own e-mail address there.
4. Click the Send button.

The file is sent to you.

N\
If the e-mail doesn’t come immediately, issue the Send command in your
mail program. Its exact name will vary depending on the mail program; in
Outlook, it's called Send/Receive All Folders.

5. Close Outlook and return to Word.
6. Close the document (but not Word), saving your changes if
prompted.

Leave Word open for the next exercise.

Sharing your document in other formats

If your intended recipients use earlier versions of Office or don’t have Office
at all, you must save your work in another format before transferring the
file to them. All the Office programs allow you to export your work in other
formats, so you can transfer just about any data to just about any other
application.

QNING/
N The farther away you get from the original version of the file, the more

formatting features you lose. For example, saving in Word 2013 format
preserves the most features, and saving in Word 97-2003 format loses
some features. RTF loses still more, and plain text loses all formatting.

In this exercise, you save a file in two different formats.
Files needed: Lesson 2 Distribution.docx

1. In Word, open the Lesson 2 Distribution file.

2. Choose Filer>Save As. Click your SkyDrive or click Computer and then
click the Browse button.

The Save As dialog box opens.
3. Navigate to the location where you want to save the file.

4. Open the Save As Type drop-down list and select Word 97-2003
Document, as shown in Figure 2-31.
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5. Click Save.

Your document is saved in a format that’s compatible with earlier Word
versions (Word 97 through Word 2003). It’s also usable in Word 2007 and
higher.

6. Choose File~>Save As.

N

. Open the Save As Type drop-down list and select Rich Text Format.
8. Click Save.

Your document is saved in Rich Text Format. This format is useful for
exchanging data with someone who has a different brand of Word pro-
cessor, such as WordPerfect.

Leave the document open for the next exercise.
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Printing Your Work

Another way to distribute your work is by printing it, provided you have
access to a printer. You can do a quick print with the default settings, or
you can specify a certain printer, number of copies, page range, and other
settings.

In this exercise, you print a document.
Files needed: Lesson 2 Distribution.docx, or any other document file
1. In Word, with Lesson 2 Distribution.docx open, choose

File=>Print.

2. In the Copies box, click the up arrow once to change the number to 2.
Then click the down arrow to change it back to 1.

3. Open the Printer drop-down list and select the printer you want to
use, as shown in Figure 2-32.
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Figure 2-32
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cf‘} For more practice, check out the additional print options. For example, you

can change the page range, orientation, paper size, margins, and duplex
setting (that is, print one-sided or two-sided). The settings for duplex and
collation, as well as for printing only specific pages, don’t apply to the
document used in this exercise because it has only one page.

4. Click the Print button.

The document prints.
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Summing Up

Want more help learning the basics of Word document creation and
editing? Go to this address and click any of the Word tutorials listed
there:

http://office.microsoft.com/en-us/word-help/
CHO010369478 .aspx

Summing Up

Word makes it easy to create a basic document. You can either start typing in
the blank document that opens automatically at startup or choose one of the
templates provided. Here are the key points this lesson covered:

v To start a new blank document, press Ctrl+N, or choose File>New and
then click Blank Document.

v To start a document based on a template, choose Filec>New, pick the
template you want (using the Search feature to locate it if needed), and
then click Create.

v To set page margins, click the Margins button on the Page Layout tab.
v To change the paper size, click the Size button on the Page Layout tab.

v Portrait and Landscape are the two page orientations. Portrait is the
default. To switch, click the Orientation button on the Page Layout tab.

v Fonts, or typefaces, are lettering styles. Choose a font from the Home
tab or the Mini toolbar.

v Font sizes are measured in points. A point is % of an inch. Choose font
sizes from the Home tab or from the Mini toolbar.

v A style set applies a different appearance to a document including fonts,
paragraph spacing, character spacing, and indentation. To change the
style set, click the Design tab, click the More button, and then click the
desired style set.

v Some text attributes and effects can be applied from the Mini toolbar or
the Font group on the Home tab. Others must be applied from the Font
dialog box. To open the Font dialog box, click the dialog box launcher in
the Font group.

v A theme is a file that contains settings for fonts, colors, and object
formatting effects. Apply a theme by clicking the Page Layout tab and
then the Themes button.


http://office.microsoft.com/en-us/word-help/CH010369478.aspx
http://office.microsoft.com/en-us/word-help/CH010369478.aspx
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v Word checks spelling and grammar automatically, and underlines

errors with red wavy underline (for spelling) or blue wavy underline
(for grammar).

» You can also launch a full spelling and grammar check by clicking the

Review tab and then the Spelling & Grammar button.

v To e-mail your document to others, choose File>Sharec>Email=>

Send As Attachment.

v To print your document, choose File=>Print.

Try-it-yourself lab

For more practice with the features covered in this lesson, try the following
exercise on your own:

1.

N S G s

®

Start Word and write a description of a funny or embarrassing
incident that happened recently to you or someone you know.

. Add a new paragraph at the beginning of the document and type a

title there (such as My Most Embarrassing Day Ever).

. Format the title with an eye-catching font, font size, and color. Use one

of the theme colors.

. Apply a different style set to the document.
. Apply a different theme to the document.
. Check your spelling and grammar and make any corrections needed.

. E-‘mail the document to yourself or to a friend you want to share it

with.

. Print one copy of the document.

9. Close Word.

Know this tech talk

attachment: A file attached to an e-mail so that the file is sent along with
the message.

attributes: Formatting options such as bold, italics, and underline.

character formatting: Formatting that affects individual characters,
such as font choices. (Contrast this to paragraph formatting, such as
indentation and line spacing, that affects entire paragraphs.)
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font: Also called a typeface. A style of lettering, such as Arial, Times New
Roman, or Calibri.

insertion point: In a text editing application, a flashing vertical line
indicating where text will be inserted when typed.

landscape: A page orientation in which the wide part of the paper forms
the top and bottom.

margins: The space between the edge of the paper and the text.

orientation: The direction the text runs on a piece of paper where one
dimension is greater than the other. See also portrait and landscape.

point: A unit of measure that’s /%> of an inch. Font size is measured in
points.

portrait: A page orientation in which the narrow part of the paper forms
the top and bottom.

standard color: A fixed color that doesn’t change when you change to a
different theme.

style set: A set of font, indentation, and line spacing options.
template: An example file on which new documents may be based.

text effects: Special WordArt-style effects applied to text such as glow,
reflection, and shadowing.

theme: A set of font, color, and graphic effect settings stored in a separate
file, accessible to all Office applications.

theme color: A set of color choices that are applied to color placeholders
in a document.

typeface: See font.



Chapter2 '



Chapter 3
Paragraph and Page

Formatting in Word

Paragraph ?
Indents and Spacing | Line and Page Breaks
oenera v Paragraph formatting enables you to control the
utinetever [soayTens[v] ] Collapses oy acaut indentation, line spacing, and horizontal alignment
of a paragraph.
- EH b EHLE , , ,
e ndents v Indenting a paragraph can set it off visually from the
rest of the document for greater emphasis.
[] Don't add space between paragraphs of the same style 7 TO make a text_heavy document eaSler to read,
preiew increase its line spacing so that more space appears

between each line.

1 Create a numbered list to organize a list in which the
order of the items is significant; use a bulleted list
when the order is not significant.

v Apply styles to paragraphs that have similar
functions, such as headings or quotations, to ensure
formatting consistency throughout the document.

v Headers and footers allow you to repeat elements at
the top or bottom of each page.




. What is justified alignment?

Find out 0N PAZE .....oovviiiiiiiiiiiieeectecteteeeeee s

. How do you create a hanging indent?

Find out ON PAZE ..c.eovvieiieiiiiieieciecectecte ettt

. How do you double-space a document?

Find out 0N PAZE ..c..oovviiiiiiiiiiiieeeeteeteteeeee s

. How do you create a numbered list that uses Roman
numerals?

Find out ON PAZE ..c.oovvieiiiiiiiiiieeececteeteeeeeese e

. How can you make changes to a style?

Find out 0N PAZE ..c..oovviiiiiiiiieiieeecteteeteee s

. How do you number the pages of a document?

Find out ON PAZE ..c.oovveeiiiiiiiiiiececeetecteeeeese e



aragraphs 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.

In this chapter, you learn how to apply various types of formatting to para-
graphs and how to simplify and automate paragraph formatting by using text
formatting presets called styles. You also learn how to control the headers
and footers that appear on each page of your document and use them to
display information, such as a page number or copyright notice.

Formatting Paragraphs

\\3

If you apply paragraph formatting when no
text is selected, the formatting applies to the
paragraph in which the insertion point is
currently located.

If you apply paragraph formatting when
text is selected, the formatting applies to
whatever paragraphs are 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.

Paragraph formatting is format-
ting that affects whole paragraphs
and cannot be applied to individ-
ual characters. For example, line
spacing is a type of paragraph
formatting, along with indentation
and alignment.

To set the paragraph formatting for the entire document at once, press
Ctrl+A to select the entire document and then issue the paragraph

formatting commands.
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Applying horizontal alignment

The horizontal alignment choices are Align
Text Left, Center, Align Text Right, and

Justify. Figure 3-1 shows an example of Horizontal alignment refers to
each of the alignment types. the positioning of the paragraph

between the right and left mar-
Each of those is pretty self-evident except gins.

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.

Video provides a powerful way to help you prove your point. When you click Online Video, you can<€———— Left- a | | g ned
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, <€—1—— Ce nte red
and sidebar. Click Insert and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply <€——— R| g ht-a | | g ne d
styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits
in your document, click it and a button for layout options appears next to it. When you work on a table, €——— J ust|f|ed
click where you want to add a row or a column, and then click the plus sign.

Figure 3-1

CMBER . . .
S 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.

In this exercise, you apply horizontal alignment changes to a business letter.
Files needed: Lesson 3 Time Out.docx
1. In Word, open Lesson 3 Time Out.docx from the data files for this

chapter and save it as Lesson 3 Time Out Letter.

2. Select the first three lines (the facility’s name and address), as shown
in Figure 3-2, and click the Center button on the Ribbon’s Home tab
or press Ctrl+E.
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Center
Br e O- Chapter 3 Time Out Letter.docx - Word 7 ®H - & X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Faithe Wempen ~
oy X - . i Find -
- A b A
D B l:l:l A A A2 i i aaBbceDe AsBbcede AaBbC  AaBbcc) |:| 2, Replace
i 7| fac
Paste . d LAy AL = === - B i 3
ste ¢ B I U-axx.x A-¥-A Oy Thormel | TNoSpac.. Heading 1 Heading2 |=| oy
Clipboard Font [ Paragraph [ Styles 5 Editing ~
L [ § 1 2 3 + s 6 A 7 [=]
&Time Out Sports
2857 W. Carmel Drive
Fishers, IN 46051
7 March 25, 2013
Mr. Charlie Lutz
475 E. Main Street
Carmel, IN 46025 -
~
Dear Mr. Lutz:
Thank you for your recent purchase of a FK2000 recumbent exercise bike from Time Out Sports. We are
delighted that you have put your trust in Time Qut Sports far this important purchase. Some of the
- benefits of purchasing from Time Out Sports include:
Free in-home setup
Free in-home fitness consultation
b 12 month warranty
Unlimited telephone and e-mail support
Our sales and support staff is ready and waiting to be of assistance to you in setting up and learning to -

PAGET1OF1 100F217WORDS [|2  ENGLISH (UNITED STATES) %3

Figure 3-2

3. Click in the first body paragraph (the paragraph that starts with
“Thank you . . .”) and click the Justify button on the Home tab,
labeled in Figure 3-3.

The paragraph changes to Justify alignment.

4. Select the last four body paragraphs of the document (starting with
“Our sales and support staff . . .”) and click the Justify button again.

Those paragraphs change to Justify alignment. Figure 3-3 shows
the results.

5. Save the changes to the document.

Leave Word and the document file open for the next exercise.
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Justlfy
@R e O-: pta.mmaouumardm Word 7T @ - x
HOME | INSERT ~ DESIGN  PAGELAVOUT  REFERENCES  MAILINGS  REVIEW  VIEW Faithe Wempen -
o X, g _— — i Find -
- - - B
DE@ Calibri (Body) - |11 ~| & A" Aa == AaBbceDe| AaBbcedc AaBbC AaBbCcl % foe
= - “ac

Pajtﬁ v BIU-sx.x A-%-A. ==== [=- Q - TNormal | T No Spac... Heading2 [<| | s opeete
Clipboard & Font. ] Paragraph m Styles n Editing -~
L 1 E 1 2 3 4 5 & 7 -

PAGE 1 OF 1

Figure

benefits of purchasing from Time Out Sports include:
Free in-home setup

Free in-home fitness consultation

12 month warranty

Unlimited telephene and e-mail support

Our sales and support staff is ready and waiting to be of assistance to you in setting up and learning to
use your new equipment. When you are ready to schedule your free in-home appointment with one of

our setup technicians or personal trainers, please call 317-555-8569.

‘Our trainers are invested in your success! Paul Cutler, senior trainer, has this to say:

“I really enjoy calling on new equipment owners in their homes and helping them set up a fitness regimen

that will work with their Helping.
of my work.”

We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of

fitness equipment.

Best wishes,

Larry Rhodes
Vice President of Sales

124 0F 217 WORDS  [|2  ENGLISH (UNITED STATES)

33

Indenting a paragraph

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

First-line indents are sometimes used in
reports and books to help the reader’s
eye catch the beginning of a paragraph.

In layouts where there is vertical space
between paragraphs, first-line indents are
less useful because it’s easy to see where
a new paragraph begins without that help.

and fitis one of the most rewarding aspects

These
paragraphs
are justified.

The indentation of a paragraph
refers to how 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
paragraph, 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.
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Hanging indents are typically used to create listings. In a bulleted or num-
bered 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 chapter), Word adjusts the paragraph’s hanging
indent automatically, so you don’t have to think about it.

In this exercise, you apply indents to paragraphs in a letter.
Files needed: Lesson 3 Time Out Letter.docx

1. In Word, with the Lesson 3 Time Out Letter.docx document still
open from the previous exercise, triple-click the paragraph contain-
ing the quotation to select it (the paragraph that begins with “I really
enjoy . ..”).

2. Click the Increase Indent button on the Home tab of the Ribbon.

The left indent increases by 0.5 inch, as shown in Figure 3-4.

Increase Indent  Dialog box launcher

M2 5 O - Chapter 3 Tim} Out Letter.dock - Word 7T Em - 8 X
HOME | INSERT  DESIGN  PAGELAVOUT  REFERENCES imuwss REVIEW  VIEW Faithe Wempen -
“D Calibri (Body) ~ |11 ~| A" A Aa- e S iS -5 &43= Bl M| | aagbeene] asebcee AaBbC AaBbCel = fh;:a(;
Pste ¢ B I U -axx,x A-W¥-A « i+ | | TNormal | TNoSpac.. Headingl Heading2 [z g S;E(h
Clipboard = Font 1F] Paragraph 1) Styles 1) Editing ~
. i o 2 E . s R B
" benefits of purchasing from Time Out Sports include:

Free in-home setup

Free in-home fitness consultation

12 month warranty

Unlimited telephone and e-mail support

Our sales and support staff is ready and waiting to be of assistance to you in setting up and learning to
., use your new equipment. When you are ready to schedule your free in-home appointment with one of
our setup technicians or personal trainers, please call 317-555-8569.

Our trainers are invested in your success! Paul Cutler, senior trainer, has this to say:

“I'really enjoy calling on new equipment owners in their homes and helping them set up a fitness
regimen that will work with their schedules. Helping people get healthy and fit is one of the most
rewarding aspects of my work.”

We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of
fitness equipmient.

Best wishes,

. Larry Rhodes
Vice Presidentfof Sales
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Indented paragraph
Figure 3-4
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Chapter 3

3. Click the dialog box launcher in the Paragraph group to open the
Paragraph dialog box.

4. Under Indentation, click the up increment arrow on the Right text box
to increase the right indent to 0.5 inch.

See Figure 3-5.

Paragraph ?

Indents and Spacing | Line and Page Breaks
General
Alignment: Justified jJ

Outline level: ' Body Text E Collapsed by default

Indentation
Left: 05" & Special: By:
Right: bs 5 (none) 7] =

[7] Mirror indents

Spacing
Before: opt 5 Line spacing: At:
After: 10pt 12 Multiple E 115 B

["] Don't add space between paragraphs of the same style

Preview

Tabs... Set As Default Cancel

Figure 3-5

5. Click OK.
Now the paragraph is indented 0.5 inch on each side.

6. Click in the paragraph that begins “Our sales . . .” and click the dialog
box launcher again to reopen the Paragraph dialog box.

7. Under Indentation, open the Special drop-down list and select
First Line, as shown in Figure 3-6.

A first line indent default value of 0.5 inch appears.
8. Click OK.
That paragraph is now first-line indented by 0.5 inch.
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{ICE For more practice, try setting a hanging indent for one of the remaining

Q’ . . . -

c?} paragraphs. Choose Hanging from the Special drop-down list in the
Paragraph dialog box. When you're finished, press Ctrl+Z to undo your
change.

9. Save the changes to the document.
Leave Word and the document file open for the next exercise.

Paragraph ? ﬁ—

Indents and Spacing | Line and Page Breaks

General
Alignment: Justified 3
Outline level: |Body Text ZJ Collapsed by default .YOU can also .C.rea.te a flrs:t-llne
indent by positioning the inser-
indentgiion tion point at the beg_inning of a
o P Speciak By paragraph and pressing the Tab
Right: L < First line 05" | . Norma"y il syl .pla.ce
- T a 0.5-inch tab at the beginning
L) e e LT — of the paragraph, but the Word
- AutoCorrect feature immediately
= ! , converts it to a real first-line
Before: opt 54 Line spacing: At: .
- : . indent for you.
After: 10pt [ Multiple zl 115 B

["] Don't add space between paragraphs of the same style

Preview

rwady and wing % be of msisunce % you in seing up ind
When you are ready % schadule your e inhome apeinament

Tabs... Set As Default Cancel

Figure 3-6

Changing vertical spacing

You can set line spacing to any of several presets, such as Single, Double, and
1.5 Lines, or to an exact value, measured in points. You may remember from
Chapter 2 that a point is I/72 of an inch. Space before and after a paragraph is
specified in points, too.
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NG/
§g‘ If you specify an exact amount of space per

line and you change the font size, the text
may not look right anymore. For example,
if you change the font size to a larger size
than the exact spacing is set for, the lines
might overlap vertically. If you aren’t sure
what font sizes you need, don’t use exact
spacing.

In this exercise, you change the line spacing for
paragraphs in a letter.

Files needed: Lesson 3 Time Out Letter.
docx

1. In Word, with the Lesson 3 Time Out
Letter.docx document still open from
the previous exercise, press Ctrl+A to
select the entire document.

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:

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

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

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

2. Click the Line Spacing button on the Ribbon’s Home tab, opening its

menu, and choose 1.0, as shown in Figure 3-7.

The line spacing in every paragraph changes to single-spacing. See

Figure 3-7.

3. Select the paragraph beginning with “Free in-home setup . . .” and the

next two paragraphs following it.

4. Click the Line and Paragraph Spacing button again and then choose
Remove Space After Paragraph, as shown in Figure 3-8.

The extra vertical space between paragraphs is eliminated.

5. Select the Time Out Sports heading at the top of the document.

6. Click the Line and Paragraph Spacing button again and then choose

Line Spacing Options.
The Paragraph dialog box opens.

\\3

You can click the dialog box launcher for the Paragraph group to open
the Paragraph dialog box if you prefer that method.

7. Decrease the value in the After text box to 6 pt, as shown in Figure 3-9.

8. Click OK to accept the new setting.
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Line Spacing

TE S O - Chapter b Time Out Letter.docx - Word 7T @ - X
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES| MAILINGS — REVIEW  VIEW Faithe Wempen ~ H
oy ¥ P i Find -
! S
0 B l:l:l"‘ A has 2L T | nambcee asBbCeDe AaBbC aaBbcel 25 pent.
" | ZacReplace
Paste . SN . E
e o BT U-amex. X A-¥-4 7T Normal | TNoSpac.. Heading1  Heading 2 s Select-
Clipbeard Font 5 paray| Y| 10 styles n Editing ~
L 1 1 2 115 5 5 7
. 15
- Free in-home setup
20
Free in-home fitness consultation 2s
12 month warranty 30

Unlimited telephone and e-mail suppor ~ |"& #725ing Optiens..

Add Space Before Paragraph
Our sales and support staff is anee to you in setting up and

learning to use your new ) § femove Space After Beragraph gyr free in-home appointment
with one of our setup technicians or personal trainers, please call 317-555-8569.

Our trainers are invested in your success! Paul Cutler, senior trainer, has this to say:

“I really enjoy calling on new equipment owners in their homes and helping them set up
a fitness regimen that will work with their schedules. Helping people get healthy and fit
is one of the most rewarding aspects of my work.”

We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of
fitness equipment.

Best wishes,

Larry Rhodes
Vice President of Sales

Figure 3-7

WE S O Chapter 3 Time Out Letter.docx - Word 7 @ - & X
HOME  INSERT  DESIGN ~ PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW Faithe Wempen ~ ﬂ
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Mr. Charlie Lutz 30
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475 E. Main Street

Line Spacing Options...
Carmel, IN 46025 pcng P

Add Space Before Paragraph

Dear Mr. Lutz: = Remove Space After Paragraph

Thank you for your recent purchase of a FK2000 recumbent exercise bike from Time Out Sports. We are
delighted that you have put your trust in Time Out Sports for this important purchase. Some of the
benefits of purchasing from Time Out Sports include:

Free in-home setup

Free in-home fitness consultation

12 month warranty

Unlimited telephone and e-mail support

Our sales and support staff is ready and waiting to be of assistance to you in setting up and
learning to use your new equipment. When you are ready to schedule your free in-home appointment
with one of our setup technicians or personal trainers, please call 317-555-8569.

Our trainers are invested in your success! Paul Cutler, senior trainer, has this to say:

“I really enjoy calling on new equipment owners in their homes and helping them set up
a fitness regimen that will work with their schedules. Helping people get healthy and fit
is one of the most rewarding aspects of my work.”

We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of
fitness equipment.

Best wishes,

o H (UNITED STATES)

Figure 3-8
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Indentation
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Spacing
Before: opt 5 Line spacing: At:
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Figure 3-9

9. Triple-click the quotation paragraph to select it.
10. Click the Line Spacing button again and choose Line Spacing Options.
The Paragraph dialog box opens again.

11. Under Spacing, open the Line Spacing drop-down list and choose
Exactly and then type 15 in the At text box to its right, as shown in
Figure 3-10.

12. Click OK to accept the new setting.

TICE
S For more practice, set the font size for the paragraph you just formatted

to 24 points and watch what happens to the line spacing. It stays at 15
points, and the lines overlap. Press Ctrl+Z to undo your change when
you're finished experimenting.
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Paragraph ? ﬁ_
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Tabs... Set As Default Cancel

Figure 3-10

13. Save the changes to the document.

Leave Word and the document file open for the next exercise.

Adding Borders and Shading

By default, a paragraph has no border or shading. You can add either or both
to a single paragraph or any group of paragraphs to make them stand out
from the rest of the document. You can use any border thickness, style, and
color you like, and any color of shading.
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Placing a border around a paragraph

A paragraph border appears around the outside of a single paragraph. If the
paragraph is indented, the border will also be indented (left and right only;
the indent doesn’t change for hanging or first-line indents).

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

In this exercise, you add a border around a paragraph.

Files needed: Lesson 3 Time Out Letter.docx, open from the
preceding exercise.

1.

In the Lesson 3 Time Out Letter document, click anywhere within
the quotation paragraph.

. On the Home tab of the Ribbon, in the Paragraph group, open the

Border button’s drop-down list and select Outside Borders.

A plain black border appears around the quotation paragraph, as shown
in Figure 3-11. You could stop here if you wanted a plain border, but the
next steps show you how to format the border in different ways.

. From the Border button’s drop-down list, select Borders and Shading.

The Borders and Shading dialog box opens.

. Click the Shadow button (under Settings on the left).

The border in the Preview area becomes thicker at the bottom and right
sides, simulating a shadow.

. Click the Box button.

The border in the Preview area once again has the same thickness
on all sides.
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Border button

[-T=EECH s Chapter 3 Time Out Letfer.docx - Word 1T @ - x
HOME | INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAILNGY  REVEW  VIEW Faithe Wempen *

AD A‘ A ma- A iz = 2T | pasbcene assbcene AaBbC AaBbCCJH fl;md‘ .
Pﬂjtﬂ o B I U-asex. x A-%-A- O - |_TNormal | TNo Spa_z . Heading1 Heading 2 |;| Ec 5:::
Clipboard & Font o Paragraph & Bottom Border Styles 5 Ediing ~
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475 E. Main Street [ LeftBorder

Carmel, IN 46025

Right Border

~ Dear Mr. Lutz: No Border
Thank you for your recent purchase of a FKk2000 req 1 21l Borders me Out Sports. We are
delighted that you have put your trust in Time Qu [7] Outside Borders urchase. Some of the

benefits of purchasing from Time Out Sports include 2= jncide Borders

- Free in-home setup % Inside Horizontal Border
Free in-home fitness consultation
12 month warranty
Unlimited telephone and e-mail support

Inside Vertical Border

Our sales and support staff is ready and w you in setting up and
learning to use your new equipment. When you ar A— | orzontslline  in-hame appointment
with one of our setup technicians or personal trainel [# Draw Table

Our trainers are invested in your success! Paul Cut| [E8 View Sridlines ay:

[ Borders and Shading..
" “Ireally enjoy calling on new equipment owners in their homes and helping them set up
a fitness regimen that will work with their schedules. Helping people get healthy and fit
is one of the most rewarding aspects of my work.”

We appreciate your business, and hope that you will think of Time Qut Sports for your next purchase of
fitness equipment.

Best wishes,

Larry Rhodes
Vice President of Sales

PAGE1OF1 217WORDs [2  ENGLISH (UNITED STATES)

Figure 3-11

6. From the Color drop-down list, select the Blue, Accent 1 theme color
(the fifth button in the top row); from the Width drop-down list, select
1%pt; in the Style area, click one of the dashed lines; and in the Preview
area, click the buttons that represent the right and left sides, turning off
those sides.

Figure 3-12 shows the completed dialog box.
7. Click OK to apply the border to the paragraph.

8. Save the document.

Leave the document open for the next exercise.
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Figure 3-12

Shading a paragraph’s background

A\

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

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.

Word applies only solid-color shading to paragraphs. If you want a gradi-
ent 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.

In this exercise, you add shading to a paragraph.
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Adding Borders and Shading

Files needed: Lesson 3 Time Out Letter.docx, open from the preceding
exercise

1. In the Lesson 3 Time Out Letter document, click anywhere within the
quotation paragraph.

2. On the Home tab of the Ribbon, in the Paragraph group, open the
Shading drop-down list and choose Blue, Accent 1, Lighter 80%, as
shown in Figure 3-13.

Blue, Accent 1,
Shading Lighter 80%

[-T=ECN s Chapter 3 Time Qut Letter.dbex - Word 1T E@ - x
HOME | INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAJLNGS  [REVEW  VIEW Faithe Wempen -
oo - — = i Find -
- - - 2 — . i A
[y 7 [catbr@ody ~[11 [ 4 Aa- B PSS EL M| | acBocene aapbeene AaBHC ASBbCCl [ g ooy
| % Reploce

Paste o B I U-aex,x A-¥-A- ==== |z v - || TNermal | TNoSpac.. Headingl Heading? [T| h o
Clipboard & Font n Paragraph | Theme Colofs Styles % Editing -
= i : 5 N EyEEEE = -

475 E. Main Street
Carmel, IN 46025

N Dear Mr. Lutz:
Standard Colors
Thank you for your recent purchase of a FK20( |l |l B = H B B om Time Out Sports. We are
delighted that you have put your trust in Tin No Color tant purchase. Some of the

benefits of purchasing from Time Out Sports ir
@ More Colors...

" Free in-home setup
Free in-home fitness consultation
12 month warranty
Unlimited telephone and e-mail support

Our sales and support staff is ready and waiting to be of assistance to you in setting up and
learning to use your new equipment. When you are ready to schedule your free in-home appointment
with one of our setup technicians or personal trainers, please call 317-555-8569.

Our trainers are invested in your success! Paul Cutler, senior trainer, has this to say:

a “I really enjoy calling an new equipment owners in their homes and helping them set up
a fitness regimen that will work with their schedules. Helping people get healthy and fit
of the most rewarding aspects of my work.”

We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of
fitness equipment.

Best wishes,

Larry Rhodes
Vice President of Sales
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Figure 3-13

3. Reopen the Shading drop-down list and choose More Colors.

The Colors dialog box opens.
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4. Click the Standard tab, click a light yellow square (see Figure 3-14),
and then click OK to accept the new color choice.

Colors

Standard | Custom

Colaors:

New

Current

Figure 3-14

5. Save the document.

Leave the document open for the next exercise.

Creating Bulleted and Numbered Lists

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 fea-

ture and type the list as you go. Either way, you’re working with the Bullets
button or the Numbering button on the Home tab.
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Use a bulleted list for lists where the order of items isn't significant, and the same “bullet”
character (such as ® or =) is used in front of each item. You might use a bulleted list for a pack-
ing list for a trip, for example, or a go-forward list.

Use a numbered list for lists where the order of items /s significant 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.

Creating a basic numbered or bulleted list

In this exercise, you convert some paragraphs into a numbered list and then
change it to a bulleted list.

Files needed: Lesson 3 Time Out Letter.docx

1. In Word, with the Lesson 3 Time Out Letter.docx document still
open from the previous exercise, select the list of four benefits, start-
ing with “Free in-home setup . . .”.

2. Click the Numbering button on the Home tab of the Ribbon.
The list becomes numbered.
3. Click the Bullets button.

The list switches to a bulleted list, as shown in Figure 3-15.

Leave Word and the document file open for the next exercise.

Changing the bullet character

You can use any character you like for the bullets in a bulleted list; you’re not
limited to the standard black circle. Word offers a choice of several common
characters on the Bullets button’s palette, and you can also select any pic-
ture or character from any font to use.

In this exercise, you change the bullet character to several different text-based
and graphical bullets.

Files needed: Lesson 3 Time Out Letter.docx
1. In Word, with the Lesson 3 Time Out Letter.docx document still
open from the previous exercise, select the four bulleted paragraphs.

2. Click the down arrow on the Bullets button, opening its palette, as
shown in Figure 3-16.
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Bullets Numbering
BE S O- Chapter 3 Time Out Letter.docx - Word 27 @ - @ X
HOME INSERT DESIGN PAGE LAYOU FERENCES MAILINGS REVIEW VIEW Faithe Wempen ~ H
oy X P ns i Find -
- - - e 2 I
[h g, [cotr Gony [ | A " Aa- % =2 809 amocene AaBbede AaBbC AaBbCel | 5 Replace
g Zac
Paste . I e
s B I U-akex,x [A-¥-A - TMNormal  TNoSpac.. Heading1 Heading2 It Select-
Clipboard & Font = Paragraph & Styles 5 Editing -
L 1 v 1 2 3 4 5 6 & [=]
475 E. Main Street
Carmel, IN 46025
~ Dear Mr. Lutz:
Thank you for your recent purchase of a FK2000 recumbent exercise bike from Time Out Sports. We are
delighted that you have put your trust in Time Out Sports for this important purchase. Some of the
benefits of purchasing from Time Qut Sports include: []
- «  Free in-home setup
= Free in-home fitness consultation
s 12 month warranty
« Unlimited telephone and e-mail support
N Qur sales and support staff is ready and waiting to be of assistance to you in setting up and
learning to use your new equipment. When you are ready to schedule your free in-home appointment
with one of our setup technicians or personal trainers, please call 317-555-8569.
Our trainers are invested in your success! Paul Cutler, senior trainer, has this to say:
n “I really enjoy calling on new equipment owners in their homes and helping them set up
a fitness regimen that will work with their schedules. Helping people get healthy and fit
Istonelohthemesdnewarding aspects ol Y oL
‘We appreciate your business, and hope that you will think of Time Out Sports for your next purchase of e
. fitness equipment.
Best wishes,
N Larry Rhodes
Vice President of Sales
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Figure 3-15
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benefits of purchasing { Document Bullets
m * Freein-homes
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s 12 monthwarr < Change List Level »
*  Unlimited teleg Define New Bullet..
i Our sales and support staft Is ready and waiting to be of assistance to you in setting up and
learning to use your new ‘When you are ready to schedule your free in-home appointment

Figure 3-16
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3. Click the check mark bullet.
The list changes to use that character.
4. Click the down arrow on the Bullets button again, reopening its palette.
5. Choose Define New Bullet.
The Define New Bullet dialog box opens.
6. Click the Symbol button.
The Symbol dialog box opens.

7. Open the Font drop-down list and select Wingdings if it isn’t already
selected, as shown in Figure 3-17.

Select the Wingdings font. Choose this symbol.
l Symbol ?
Font: Wingdings v
Q0|0 @ © O|= |04 |+ % % % ="
e || 1| @O DS BB O D DD
SO|T|Y Qe |2 |F 2 XE B T
IR | YT QER| K| » | A7 |C|D|O|O|&
2|MNYIRIAE N €2V R AN e
=[e[ele[g]~[Pe|s]=]- |« H=]=]a
Recently used symbals:
“lelel ¥ * [ 2[#[<[2]= ] x|=]u]a]
:;i‘:::i:;:z?z Character code: 252 from: Symbol (decimal) | v
Cance
Figure 3-17

8. Find and click a six-pointed black star.
9. Click OK to close the Symbol dialog box.
10. Click OK to close the Define New Bullet dialog box.
The bulleted list appears with the new star bullets.

11. Click the down arrow on the Bullets button again, reopening
its palette.

12. Choose Define New Bullet.
The Define New Bullet dialog box opens.
13. Click the Picture button.

The Insert Pictures dialog box opens, as shown in Figure 3-18.
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Insert Pictures

From a file

[l —
Browse files on your computer or local network

I:I Office.com Clip Art

Royalty-free photos and illustrations

Bing Image Search
Search the web

s Faithe Wempen's SkyDrive

faithe@wempen.com

Browse ¥

Also insert from:

Figure 3-18

14. Click in the Office.com Clip Art text box and type bullet, and then
press Enter.

15. Click any of the picture bullets that appeals to you and then click Insert.
Choose one of the simple graphics, not one of the photos of gun bullets.
16. Click OK to close the Define New Bullet dialog box.
The picture bullets appear in the document.

17. Save the changes to the document.

Leave Word and the document file open for the next exercise.

Changing the numbering style

Changing the numbering style is much like changing the bullet character,
except you have a few extra options, like choosing a starting number. You can
select from various styles of numbering that include uppercase or lowercase
letters, Roman numerals, or Arabic (regular) numerals.

In this exercise, you change the numbering format for a numbered list.
Files needed: Lesson 3 Time Out Letter.docx
1. In Word, with the Lesson 3 Time Out Letter.docx document still

open from the previous exercise, select the four bulleted paragraphs
if they aren’t already selected.
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2. Click the down arrow on the Numbering button on the Ribbon’s Home
tab, opening its palette.

3. In the Numbering Library section of the palette, click the numbering
style that uses uppercase letters (A, B, C).

See Figure 3-19.

BEE S O- Chapter 3 Time Out Letter. docx - Word T E - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Faithe Wempen ~
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Pte B T u-mew e AW A Recently Used Number Formats TNoSpae. Hesding ! Heading? 1| 1o
Clipboard Font m A Styles o Editing ~
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475 E. Main Street c

Carmel, IN 46025 Numbering Library

- Dear Mr. Lutz: | 4
Thank you for your recent p. | None Il 2 from Time Out Sports. We are
delighted that you have put il 3 rtant purchase. Some of the
benefits of purchasing from 1
- A. Freein-homesetup | 1) ! A
B. Freein-home fitness | 2) Il B.
C. 12 month warranty | 3) i c
D. Unlimited telephone
Our sales and suppc | @) a ince to you in setting up and
7 learning to use your new eq! | &) o wr free in-home appointment
with one of our setup techni | © c 8569.
Our trainers are invested in Y Document Number Formats his to say:
M | really enjoy calling | A d helping them set up
a fitness regimen the | B ple get healthy and fit
Eoeohiemestrd C——| N
We appreciate your business & Change List Level , orts for your next purchase of

fitr i it
tness equipmen Define New Number Format...

Best wishes, 2 Set Numbering Value..

Larry Rhodes
Vice President of Sales
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Figure 3-19

4. Click the down arrow on the Numbering button on the Home tab and
then click Define New Number Format.

5. In the Number Format text box, delete the period following the
shaded A and type a colon (©), as shown in Figure 3-20.

6. Click the Font button.
The Font dialog box opens.

N

. Set the Font Size to 14 points, as shown in Figure 3-21.

8. Click OK to return to the Define New Number Format dialog box and
then click OK to accept the new format.
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Define New Number Format  ?
Number format
Number style:

A B,C,.. v| | Font.. |
Number format:

A |
Aliﬂment:
{ Left EI

Preview

I
OK H Cancel

Figure 3-20

Font ?
Font Advanced 1

Font:

Font style: Size:

\
+Headings A | |Regular Al |9 ~
Agency FB Italic 10
presoe soldtaic | |12
Aldhabi old ltalic
Algerian v 4

Font color: Underline style: Underline color:
| Automatic [v] | vl [ Nocolor  [v]
Effects
[=] strikethrough Small caps
[w] Double strikethrough (=] All caps
[®] superscript [=] Hidden
[®] Subscript
Preview
A:
Set As Default OK I ! Cancel

Figure 3-21



Working with Styles

The list now appears with extra-
large letters, followed by colons,
as shown in Figure 3-22.

Free in-home setup
Free in-home fitness consultation
12 month warranty

oOnwxE

9. Save the changes to the

document and close it. Unlimited telephone and e-mail support

Leave Word open for the next exercise. ~ i9ure 3-22

Working with Styles

Using a style makes it easy to apply
consistent formatting throughout a
document. 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:

A style is a named set of formatting specifications.

v~ 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 modify the Heading 1 style to change
them all at once.

v+ 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.

\3
p In Word 2013 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.

You can redefine the styles in a document, and you can even create your own
new styles.
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Applying a style

WMBER
“&
&

In the Styles group on the Home tab is a
Styles gallery. The first row appears on the

Ribbon itself, and you can see the rest of it The Styles gallery on the Home
by clicking the More button to open the full tab contains shortcuts for com-
gallery. monly used styles.

Not all styles appear in the Styles gallery — only the ones that are des-
ignated to appear there in their definition. The rest of them appear only
in the Styles pane. To open the Styles pane, click the dialog box launcher
on the Styles group.

To 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. Some styles also
have keyboard shortcuts assigned to them for quick applying.

In this exercise, you apply styles to the paragraphs in a document.
Files needed: Lesson 3 Syllabus.docx

1. In Word, open Lesson 3 Syllabus.docx and save it as Lesson 3
Syllabus Formatted.docx.

2. Click in the first paragraph (CIT 233). Then on the Home tab, in the Styles
group, click the More button (see Figure 3-23) to open the Styles gallery.

More button

[L3 Lesson 3 Syllabus Farmatted.dock - Word 7 @3 - x

HOME | INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAILINGS  REVIEW  VIEW Faithe Wempen -
i Fi
2ic Replace
[t Select~
Styles & Editing ~

2L T | pasbcep AsBbCcD AaBbCi AaBbCe

- . - _
0 Verdans S A A Al A =
aste - DL TNormal | TNoSpac.. Heading1 Heading2

Paste ¢ B I U-axx.x A-¥-A-

Clipboard Font o

Figure 3-23

3. Click the Title style. (See Figure 3-24.)
The style is applied to the first paragraph.
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Title style
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aaBbcedd AQ

Heading 3 Title

AaBbCcD AaBbCcD

Emphasis  Intense E...

AaBbCcD AABBCCD

Intense Q... Subtle Ref...

AaBbCcD

T List Para...

4 Create a Style
A Clear Formatting
44, Apply Styles...

AaBbCi
Heading 1

AaBbCec.
Subtitle

AaBbCcl
Strong

AABBCCI

Intense R...
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Heading 2
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Quote
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Figure 3-24
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4. Using the same procedure as Steps 2 and 3, apply the Subtitle style to

the second paragraph.

5. Select one of the orange paragraphs and then apply the Heading 1
style by clicking Heading 1 in the Styles gallery. Repeat for all the

remaining orange paragraphs.

Here's a shortcut: Click to the left of the first orange paragraph to select
it and then hold down the Ctrl key and do the same for each of the

remaining orange paragraphs. After they're all selected, apply the style
to them all at once.

6. Click the dialog box launcher on the Styles group to open the Styles pane.

7. Scroll through the Styles pane and locate the Heading 2 style; then
click in one of the green paragraphs near the end of the document
and click the Heading 2 style in the Styles pane to apply it.
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8. Apply the Heading 2 style to all the remaining green paragraphs.

The last page of the document resembles Figure 3-25.

Styles pane
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Heading 7
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Figure 3-2

Scroll through the Styles pane’s list and look at the symbols to the right of each style. Most of the styles in the
Styles pane have a paragraph symbol (1) to their right. This means that they are paragraph styles — they apply
to entire paragraphs at once. They may include both paragraph and character formatting in their definitions, but
if you click in a paragraph and then apply the style, the style will be applied to the whole paragraph. In contrast,
some styles may have a lowercase ato their right on the list; these are character styles, or text-level styles, and
they apply only to the text that you select before applying them. A character style can contain only character-
based formatting.

9. Save the changes to the document.

Leave the document open for the next exercise.
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Modifying a style

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. The following exercise shows both methods.

In this exercise, you change the definitions of some styles.

Files needed: Lesson 3 Syllabus Formatted.docx, open from the preced-
ing exercise

1. Triple-click the document subtitle (the second paragraph) to select it and
then change the font size to 18 point from the Font Size drop-down list.

2. In the Styles pane, click the down arrow to the right of the Subtitle
style or right-click the Subtitle style.

3. In the menu that appears, choose Update Subtitle to Match Selection,
as shown in Figure 3-26.

The style is updated with the new font size.
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Click here to
open menu.

Figure 3-26
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4. Reopen the Subtitle style’s menu and choose Modify.
The Modify Style dialog box opens.
Q&S;“CE
) For more practice, make other changes to the style’s definition using the font

controls in the Modify Style dialog box. The buttons and lists in the dialog box
correspond to the tools in the Font and Paragraph groups on the Home tab.

5. In the bottom-left corner of the dialog box, click the Format button
and choose Font, as shown in Figure 3-27.

The Font dialog box appears.
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Click Format to open menu.

Figure 3-27

6. Select the Small Caps check box, as shown in Figure 3-28, and then
click OK to return to the Modify Style dialog box.
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Select Small Caps.

Font > IEN|
Font | Advanced |
Font: Font styjle: Size:
Cambria Italic 18
Calibri A | |Regular 1" ~
Calibri Light 12
Californian FB Eold 14
Calisto MT Eold Itplic 16
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Font color: Underline style: Underline color
| | (none) [v] [| Automatic
Effects
[[] strikethrough Vs i
[[] Double strikethrough [] & caps
I:l Superscript |:| Hidden
I:l Subscript
Preview

COMPUTER HARDWARE/SOFTWARE AR(

This is a TrueType font. This font will be used on both printer and screen.

efault OK Cancel

Figure 3-28

\P
) Notice the Add to the Styles Gallery check box in the bottom-left corner
of the Modify Style dialog box. This check box’s status determines
whether a particular style appears in the Styles gallery.

7. Click OK to close the Modify Style dialog box.
The style definition is updated.

8. Save the changes to the document.

Leave the document open for the next exercise.

GUCE
cf‘} Because the Subtitle style is used only once in this document, you don't
get to see one of the biggest benefits of styles in this exercise: the fact
that when you update a style, all text that has that style applied to it
updates immediately. For more practice, change the definition of the
Heading 1 or Heading 2 style, and watch all the instances change.
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Creating a new style

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 every-
one 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 purposes, to make it easier
to choose which style to apply. For example, 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.

If you go with the definition method, you can specify some additional options
that aren’t available with the by-example method, such as defining which style
follows this style. (In other words, if someone types a paragraph using this
style and then presses Enter, what style will the next new paragraph be? The
paragraph that follows a heading style is usually a body paragraph style. The
paragraph that follows a body paragraph is usually another body paragraph.)

Q&N\BER
& 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, suppose you create a new style named Important, and you
base it on the Normal style. The Important style starts out with identi-
cal 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 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.

In this exercise, you create a new style.

Files needed: Lesson 3 Syllabus Formatted.docx, open from the
preceding exercise

1. Under the Topics heading, triple-click the first bulleted item (CPUs
and Assembly language) to select it.

2. At the bottom of the Styles pane, click the New Style button, labeled in
Figure 3-29.

The Create New Style from Formatting dialog box opens, as shown in
Figure 3-29.
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New Style button
Figure 3-29

3. In the Name text box, type Numbering and Bullets ? “
Bulleted List. Then click the

Format button in the lower-left Numbering | Bullets
corner of the dialog box and
choose Numbering.

Bullet Library

The Numbering and Bullets Ne | (W XK || @ o | O
dialog box appears. - s = /_
”

C IR
4. Click the Bullets tab (see
Figure 3-30), click the white
circle bullet character, and then
click OK.

Click the Format button again
and choose Shortcut Key.

o

The Customize Keyboard dialog T T
box opens. '

6. Press Ctrl+Q. Cancel
That key combination appears Figure 3-30

in the Press New Shortcut Key
text box.
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7. Open the Save Changes In drop-down list and select Lesson 3 Syllabus
Formatted.docx, as shown in Figure 3-31.

Customize Keyboard ?
Specify a command
Categories Commands:
Styles Bulleted List ________________________]
Specify keyboard sequence
Current keys: Press new shortcut key:
Ctrl-Q

Currently assigned to: ResetPara

Save changes in: | Lesson 3 Syllabus Formatted.doox [v]

o Normal.dotm
Description Lesson 3 Syllabus Formatted.docx
Indent:
Left: 0.25"
ing: 0.25 + Indent at: 0.5, Style: Show in

k .25 ¥
the Styles gallery
Based on: Normal

Assign Close

Figure 3-31

8. Click the Assign button to assign the keyboard shortcut to the style,
click Close to close the Customize Keyboard dialog box, and then
click OK to accept the new style definition.

9. Using any method (for example, the Ctrl+Q shortcuf), apply the new
style, Bulleted List, to all the remaining bulleted paragraphs in the
document.

10. Click the Close (X) button on the Styles pane to close it.

11. Save the changes to the document.

Leave the document open for the next exercise.

Copying Formats with Format Painter

When many different blocks of text need to be formatted the same way, it
can be tedious to select and format each block. As a shortcut, Word offers
the Format Painter feature. Format Painter picks up the formatting from one
block of text and applies it to another.
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Copying Formats with Format Painter

‘x&N\BEB
& If you select the destination text, Format Painter copies only character-
based formatting (that is, the type of formatting created by the com-
mands in the Font group of the Home tab). If you click in a paragraph as
the destination, rather than selecting, Word copies both character and
paragraph settings. Paragraph settings include things like left and right
indents, tab stops, and spacing between lines.

In this exercise, you copy the formatting from one block of text to another.

Files needed: Lesson 3 Syllabus Formatted.docx, from the previous
exercise

1. Triple-click the first bulleted paragraph (CPUs and Assembly
language) to select it.

2. On the Home tab of the Ribbon, open the Font Color button’s palette
and click the Green standard color.

3. Click the Italics button on the Home tab.

4. Click the Format Painter button on the Home tab, as shown in
Figure 3-32.

The mouse pointer turns into a paintbrush.

Format Painter

2l - O = Lesson 3 Syllabus Formatted.docx - Word 72 @ - 8 X
y!

HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES — MAILNGS — REVIEW  VIEW Faithe Wempen =

#i Find -

o AaBb AaBbCcD AaBbCcD AaBbC: al
| 25 Replace

T Bulleted... . TNormal T MNoSpac.. Heading 1

| Ty select~

Clipboard & Font [ Paragraph [ Styles 5 Editing ~

Figure 3-32

5. Click and drag across the bulleted paragraphs immediately below the
one you formatted.

The formatting is copied to those paragraphs, and then the Format
Painter feature turns itself off automatically.

6. With the text still selected that you just copied the formatting to,
double-click the Format Painter button.

Double-clicking Format Painter rather than clicking it turns it on so that
it remains on until you turn it off.

7. Drag across each of the other bulleted paragraphs to copy the
formatting to them.

The formatting is copied to each of those paragraphs, as shown in
Figure 3-33.
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Course Format

This is an online course requiring substantial independent lab work on your own. Students
will participate in peer discussions, communicate with the instructor, and take tests via
OnCourse. Students will be r il for completing activities from the lab book
on their own. Lab books will be collected for grading at the end of the semester.

Topics
M o CPUs and Assembly language
Motherboards
Memory
Storage devices
1/0 and multimedia devices
Installing new hardware
Boot processes and command line usage
Managing and supporting Windows XP
Troubleshooting common hardware and OS errors

pooDDDODOD

Objectives

o Define and explain computer terminology, concepts, and acronyms as they relate to
computer hardware, construction, and assembly. (ABET a)
Define and explain computer hardware/software failures. (ABET e)
Evaluate and determine valid solutions for hardware/software failures. (ABET h)
Demonstrate successful installation of computer hardware components. (ABET h)
Demonstrate problem-solving skills as they relate to computer architecture. (ABET h)

oooo

Exam Format
Exams are all open-book and time-limited. Exams will be given via OnCourse. The final
exam is given during exam week but is not comprehensive.

PAGETOF3 947WORDS [¥  ENGLISH (UNITED STATES)

Figure 3-33

8. Click the Format Painter button to turn off the feature and then save
your work.

Leave the document open for the next exercise.

Using Headers and Footers

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.)

Headers and footers contain con-
tent that repeats at the top and
bottom of each page, respectively,
outside of the top and bottom
margins.
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Using Headers and Footers

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.

Numbering 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 Numbering feature in Word, it automatically inserts
the proper code in either the header or the footer so that each page is num-
bered consecutively.

“&N\BER
& Page numbers are visible only in Print Layout view, Read Mode, Print

Preview, and on the printouts themselves. You don't see the page num-
bers if you're working in Draft view or Web Layout view, even though
they're there.

In this exercise, you place a page numbering code in a document’s footer.

Files needed: Lesson 3 Syllabus Formatted.docx, open from the
previous exercise

1. Choose Insert=>Page Number->Bottom of Page=>Plain Number 3.
(See Figure 3-34.)

A page number code is placed at the right side of the footer, and the
footer becomes active, as shown in Figure 3-35.

\\3 . . s
You can't edit the body of the document while you're in this mode. To
resume working within the main part of the document, double-click the
main document (anywhere below the header or above the footer).
“&N\BER
& The page number code is gray when you select it; that's your clue that it's

a code and not regular text.



134

Chapter 3

[ = s Lesson 3 Syllabus Formatted.docx - Word 7 E - 8 X
HOME  INSERT | DESIGN  PAGELAYOUT  REFERENCES  MAILINGS — REVIEW  VIEW Faithe Wempen =

B Cover Page~ l:l F ’E F‘;. T SmartArt ’ E“‘i a, \J [ Header - E - [¥ - T Equation -
[ Blank Page L] g 11 Chart ® i ) Footer~ 4+  Qsymbol-
. Table  Pictures Online Shapes Appsfor  Online  Links  Comment Text
"Page Break - Pictures - @ SCreenshat™  Office~  Video [7) Page Number = gy 2= [~

Pages Tables lilustrations Apps | Media Comments || [B] Topof Page » Symbols ~
= L 8 Simple =] B Bottom of Page y o z
- Plain Number 1 B PageMargins »

»

[ Current Position
[ty Eormat Page Numbers...
[ Remove Page Numbers

Plain Number 2

(

G 'CTURE
Plain Number 3
D
Tl ware and software. Looking at
hi ' ng systems, students should
~ el aomponents. In addition,
th wrn about the structure of the
Page X
iowledge of computer
c¢ Accent Bar 2 lents will be able to identify,
de itecture, and performance.
si Iving problem-based
| s¢
C [& More Page Numbers from Office.com 3
Tl vork on your own. Students
w uctor, and take tests via

onCourse. Students will be r ible for completing i d activities from the lab book
on their own. Lab books will be collected for grading at the end of the semester.

Topics
PAGE10OF3 947 WORDS EE‘ ENGLISH (UNITED STATES)

Figure 3-34

3. Double-click anywhere in the main part of the document to leave
the footer.

The body of the document becomes editable again and the actual page
numbers appear at the bottoms of the pages.

CUCE
03& For more practice, choose Insert=>Page Number=>Remove Page
Numbers to undo the page number insertion and then choose a different
preset from the Bottom of Page submenu. Not all the presets are plain;
some of them add formatting.

Leave the document open for the next exercise.

Notice in Figure 3-34 the other page number position options instead of
Bottom of Page:

v Top of Page: Places the page number code in the header (at the top of
the page). The page numbers appear on every page.

v Page Margins: Places the page number code on the side of the page.
The page numbers appear on every page.

v+ Current Position: Places the page number code at the insertion point
in the document (as a one-time thing). Because the code is not in the
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Page number code

Figure 3-35

header or footer, it doesn’t repeat on each page. You might use this to
create a cross-reference to content that’s on another page, for example.

v Format Page Numbers: Opens a dialog box where you can fine-tune the
formatting of the page numbering code, such as using Roman numerals
or letters instead of digits.

* Remove Page Numbers: Removes existing page numbering code(s).

Using a header or footer preset

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.

In this exercise, you use a header preset.



136

Chapter 3

Files needed: Lesson 3 Syllabus Formatted.docx, open from the
preceding exercise

1. In the Lesson 3 Syllabus Formatted document, choose Insert->Header-
Banded.

Placeholder text and a colored bar appear in the Header section, and the
Header section becomes active.

\P .
) Some of the presets for headers and footers also include a page-

numbering code. This saves you the step of inserting the page-numbering
code separately.

2. Click in the [DOCUMENT TITLE] placeholder and then type CIT 233
Syllabus. See Figure 3-36.

Type in the shaded text box.
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= CIT 233 SYLLABUS

L
Tl CIT 233

This course presents a detailed investigation of computer hardware and software. Looking at
hardware and software components along with several operating systems, students should
enhance their knowledge of the interrelations between these components. In addition,
through the use of programming examples, the student will learn about the structure of the
microprocessor and microcomputer basics and gain detailed knowledge of computer
components and their functions. By the end of the course, students will be able to identify,
describe, and discuss the concepts of computer structure, architecture, and performance.
Students will also apply knowledge gained in discussing and solving problem-based
scenarios.

This is an online course requiring substantial independent lab work on your own. Students
will participate in peer discussions, communicate with the instructor, and take tests via
OnCourse. Students will be responsible for completing assigned activities from the lab book
on their own. Lab books will be collected for grading at the end of the semester.
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Figure 3-36

3. Choose Header & Footer Tools Design=>Close Header and Footer.

This is an alternative way of returning to normal editing mode.

Leave the document open for the next exercise.
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Using Headers and Footers

Creating a custom header or footer

The header and footer presets are great if they happen to match what you
want to place there, but you can also create your own custom headers and
footers that contain the exact combination of text and codes that you need. To
do so, open the header or footer, click in it, and then type the text you want.
Use the buttons on the Header & Footer Tools Design tab to insert codes.

In this exercise, you create a custom footer that uses a combination of date/time
codes, page numbers, and typed text.

Files needed: Lesson 3 Syllabus Formatted.docx, open from the
preceding exercise

1. In the Lesson 3 Syllabus Formatted document, double-click at the
bottom of the first page to open the footer and move the insertion
point into it.

2. Select the page number that’s already there and press the Delete key.

3. Press the Backspace key twice to move the insertion point to the left
side of the footer.

4. Choose Header & Footer Tools Design=~>Date & Time.

The Date and Time dialog box opens, as shown in Figure 3-37.

Date and Time ? ﬁ_

Available formats: ) Language:

3/25/2013 English (United States) v |
Monday, March 25, 2013 S
March 25, 2013
372513

2013-03-25
25-Mar-13

3.25.2013

Mar. 25, 13

25 March 2013
March 13

Mar-13

3/25/2013 4:23 PM
3/25/2013 4:23:46 PM
4:23 PM

4:23:46 PM

16:23

16:23:46

Update automatically

Set As Default Cancel

Figure 3-37




Chapter 3

5. Make sure that the Update Automatically check box is selected, click
the first date format on the list, and then click OK.

A code for the date appears in the footer.

\P . . .
) You can tell it's a code rather than plain text because when you point to

it, it appears with a gray background.

6. Right-click the date code and choose Toggle

Field Codes. Exams are all open-book and time-li
[ | exam is given during exam week but
This lets you see the code that creates the

date, as shown in Figure 3-38.

7. Click in the date code and click the Update Figure 3-38
text that appears above it.

The date code is updated and returns to
showing the date itself rather than the code.

8. Click to the right of the date code to move the insertion point there
and then press the Tab key to move to the center of the footer.

9. Type Lawrence College and press Tab to move to the right of the
footer.

The headers and footers have preset tab stops — a center-aligned one
in the center, and a right-aligned one at the right. When you press Tab in
Steps 8 and 9, you're moving to those existing tab stops.

10. Choose Header & Footer Tools Design->Page Number->Current Position=>
Plain Number.

A page number code is inserted.

If you're curious about the code behind the page number, right-click it
and choose Toggle Field Codes, as you did with the date in Step 6.

11. Choose Header & Footer Tools Design=>Close Header and Footer and
then choose File~>Print and check the preview at the right.

Notice that the codes in the footer produce today’s date and the current
page number on each page.

12. Press Esc to leave Backstage view without printing.
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Summing Up

In a complex document, you can get very fancy with headers and footers. For
example, you can choose to have a different header and footer on the first
page, and you can 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. To set either of those
options, select their check boxes on the Header & Footer Tools Design tab,
shown in Figure 3-39.
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Figure 3-39

You can also create section breaks 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 on the
Header & Footer Tools Design tab.

To adjust the header and footer size and positioning, use the settings in

the Position group on the Header & Footer Tools Design tab, shown in
Figure 3-39. 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.

Summing Up

Word provides several ways to format paragraphs and tables and to help
automate formatting. Here are the key points from this chapter:

v To apply horizontal alignment, use the buttons in the Paragraph group
on the Home tab. Your choices are Align Text Left, Align Text Right,
Center, and Justify.

» You can indent a paragraph at the left or right (all lines). You can also
apply a first-line or hanging indent.

v To indent the entire paragraph at the left, you can use the Increase
Indent button in the Paragraph group on the Home tab.
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v To set other indentation, open the Paragraph dialog box by clicking the
dialog box launcher in the Paragraph group.

» You can set vertical spacing from the Line and Paragraph Spacing button
on the Home tab or from the Paragraph dialog box.

v To create a default numbered or bulleted list, use their respective but-
tons on the Home tab. Each button has a drop-down list from which you
can select other bullet or numbering styles.

v Styles are named formatting combinations that are stored in the
template. You can apply them to paragraphs to quickly format the
paragraphs with standardized settings.

v Some styles are available on the Styles gallery on the Home tab; others
must be applied from the Styles task pane.

» You can redefine a style by example or by manually editing a style’s
definition.

v To access the document’s header and footer areas, double-click at the
top or bottom of the page in Print Layout view or choose Insert=>Header
or Insert=>Footer.

v Use the tools on the Header & Footer Tools Design tab to insert page
numbers, dates, and other codes in a header or footer.

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Use the Internet to research a new technology or medical advance
that interests you.

2. Using Word, write a report that summarizes what you learned. Use
Word’s built-in styles to format the report (Title, Heading 1,
Heading 2, and so on).

3. Create a new style and name it Body. Format it using a different font
than Normal style uses. Apply the Body style to all the body
paragraphs in your document.

4. Center the document title at the top of the document.

5. Write your name above the title. Format it with the Subtitle style and
right-align it.



141

Summing Up

6. Add a footer that contains your name, today’s date (as a code), and a
page numbering code.

7. Save your document with a name of your choice and close Word.

Know this tech talk

border: A line placed on top of a table gridline (or on the outside of some
other object) to make its outline appear with certain formatting and to
make the outline appear on printouts.

bulleted list: A list in which the order of items is not important and each
paragraph is preceded by the same symbol.

character style: A style that can be applied to individual characters in a
paragraph, not necessarily the entire paragraph.

firstline indent: An indent that affects the first line of the paragraph only.
When it’s a reverse indent of the first line (that is, the first line is indented
less than subsequent lines), it’s called a hanging indent.

footer: The area at the bottom of each page that contains information
that repeats on multiple pages.

hanging indent: An indent where the first line of the paragraph is
indented less than the other lines in the paragraph. Compare to first-line
indent.

header: The area at the top of each page that contains information that
repeats on multiple pages.

horizontal alignment: The positioning of a paragraph between the right
and left margins.

indentation: The amount that a paragraph is offset from the left or right
margin.

justified: A horizontal alignment that stretches the text out so that it
touches both the right and left margins.

leading: Vertical spacing between the lines of text.

numbered list: A list in which the order of the items is important and
each paragraph is preceded by a consecutive number.

paragraph formatting: Formatting that affects whole paragraphs and
cannot be applied to individual characters.
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paragraph style: A style that applies to the entire paragraph, not just
individual characters.

point: A measure of %22 of an inch.

style: A named set of formatting specifications stored with a template or
document.

Styles gallery: A short list of commonly used styles appearing on the
Home tab.

vertical spacing: The amount of space (leading) between each line.
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Graphics in Wor

v~ Using tables allows you to organize complex sets
of data in an orderly fashion.

v+ Find and insert artwork from the Microsoft online
collection to use professionally designed artwork
without paying royalties or usage fees.

v Insert your own photos and other artwork in a Word
Borders and Shading | document to personalize your work and make it
more interesting to view.

Setting swe | preve w

e

G v Change the text wrap settings for graphics to
fine-tune the way that the text in the document wraps
around and interacts with the graphics.
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ables 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. 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). 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.

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
drawing tools, which are available not only in Word but also in Excel and
PowerPoint.

Creating a Table

Tables are useful for displaying information in
multicolumn layouts, such as address lists and

schedules. You may be surprised at all the uses A table is a grid of rows and
you can find for tables in your documents! columns, somewhat like a spread-
sheet.

In this chapter, you learn how to insert tables in

a Word document in several ways. You also learn
how to modify a table and how to apply format-

ting to it that makes it easier to read and understand.

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.

When inserting a new table, you can specify a number of rows and columns
to create a blank grid and then fill in the grid by typing. Press the Tab key to
move to the next cell. When you reach the end of the last row, you can press
Tab to add a row to the table.

In the following exercise, you create a new table in two ways.

Files needed: None
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1. Start a new blank document in Word and save it as Lesson 4 Table.

2. Choose Insert=>Table and, in the menu that appears with a grid, drag
across the grid to select three rows and three columns, as shown in
Figure 4-1. Then release the mouse button to create the table.

[i=] s Document! - Ward 7 B - 8 X
HOME INSERT DESIGN PAGE LAYQUT REFERENCES MAILINGS REVIEW VIEW Faithe Wempen ~
B Cover Page~ r\". T SmartArt @ [ Header - 7= B - [¥ - T Equation -
Ly o | &
(] Blank Page D E ,—'—"E" < 1l Chart " E’j" Q [3) Footer - 4-FB €2 Symbal -
L Table Pictures Online Shapes Appsfor  Online  Links  Comment Text
* Page Break o Pictures -+ @4 Scresnshot™  Office~  Video  * [ Page Number~ gy~ (g
Pages 3x3 Table Apps Media Comments. Header & Footer Text Symbols -~
L ) (0 [ 3 . & & & = -
. (0 [
1 [
[ Insert Table
[ Draw Table
7 Efy Excel Spreadsheet
D Quick Tables v
Figure 4-1
Q‘\CE
o?s For extra practice, delete the table you just inserted (press Ctrl+Z to undo

the last action) and then insert the table by choosing Insert=>Tablec>
Insert Table. In the dialog box that opens, enter the number of rows and
columns as digits and click OK.

3. In the first cell of the first row, type Name and then press Tab to move
to the next column.

4. Type Position, press Tab, type Active?, and press Tab.
The insertion point moves to the first cell in the next row.

5. Type the rest of the entries shown in Figure 4-2 into the table. Be sure
to press Tab after each entry. When you reach the bottom-right cell,
press Tab again.

A new blank row appears at the bottom of the table.

Name Position Active?

Sheldon Peterson

Catcher

Yes

Brendon Lowe

Pitcher

Yes

Peter Fitzgerald

First Base

Yes

John Wilson

Second Base

No

Figure 4-2
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6. Click below the table to move the insertion point and then choose
Insert->Table~>Draw Table.

The mouse pointer turns into a pencil symbol.

7. Drag to draw a box that is approximately the same height and width
as the table you created earlier.

A box appears, and the mouse pointer remains a pencil.

8. Drag within the box to draw two vertical lines and two horizontal lines.
After you draw each line, remember to release the mouse button.

9. Draw an additional vertical line that spans only the bottom two rows,

as shown in Figure 4-3.

Rightmost column divider
spans only two rows.

Figure 4-3

10. Type the text shown in Figure 4-4 into the new table.

(]

Shift Location ‘Worker

Day Clermont Tom Jones

Day Clermont Alice Little]

Figure 4-4

11. Save the changes to the document and close it.

Leave Word open for the next exercise.

Converting text to a table

If you already have some text that’s separated
into rows and columns with tabs, commas, or
some other consistent character, you can convert
that text to a table with a few simple clicks.

Delimited means separated via a
consistent scheme.

For conversion to work, the existing text must be
delimited with a consistent character to separate
the columns. Tab stops and commas are the two
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most common ways that data is delimited. For 3 Untited-Notepad - °
example, the text in Figure 4-5 shows some of the re i fome_Te e
. . . . ame,Position,Active?
data from the preceding exercise as a delimited text Sheldon Peterson,Catcher, Yes
file in Notepad (a text editor), three columns with Peter Fitzgerald,First Base,Ves

John Wilson,Second Base, o

commas marking where each column should break.

In the following exercise, you convert some existing
delimited text in a Word document into a table. Figure 4-5

Files needed: Lesson 4 Schedule.docx

1. Open Lesson 4 Schedule and save it as Lesson 4 Schedule Table.

2. Select all the text in the document and then choose
Insert—>Table=>Convert Text to Table.

aA\\J
You can press Ctrl+A to select all the text in the document.

The Convert Text to Table dialog box opens, as shown in Figure 4-6.
3. Click OK.
The text converts to a five-column table.

4. Save the changes to the document.

Convert Text to Table ? ﬁ

Table size
Number of columns: 5 =
Number of rows: 18 5
AutoFit behavior
(®) Fixed column width: |Auto =

() AutoFit to contents

() AutoFit to window

Separate text at
() Paragraphs () Commas
(®) Tabs () Other |-

Figure 4-6
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Leave the document open for the next exercise.

a\\J If you don't get the results you expect when converting text to a table,
the problem is probably that not all rows have the same number of
delimiters in them. You may be missing a tab, for example, or have two
tabs in a row. Press Ctrl+Z to undo the table creation, check your column
markers, and try again. You can turn on the display of hidden characters
by clicking the Home tab’s Show/Hide (1)) button to make it easier to see
where the tabs are.

Selecting rows and columns

Working with a table often involves selecting one or more cells, rows, or
columns. Here are the many ways to do this:
v Drag across the cells you want to select.

v Click in the upper-left cell you want to select and then hold down the
Shift key and press arrow keys to extend the selection.

v Click outside of the table on the left side to select an entire row.

v Click outside of the table above the table to select an entire column.

v Click the table selector icon Table Selector
(the four-headed arrow in a |
box; see Figure 4-7) in the Y
kd
upper-left corner of the table Week | Begins | Read Do Labs
to select the entire table. 1 8-23 Chapters | 1.1, 1.3, 1.4, 2.1,
1and 2 2.2, 2.3, 2.4
v On the Table Tools tab, 2 8-30 Chapter | 4.1, 4.3, 4.4, 4.5
click the Select button and -
then choose what you want Figure 4-7

to select from the menu
that appears.

In the following exercise, you practice selecting various parts of a table.

Files needed: Lesson 4 Schedule Table.docx, open from the preceding
exercise

1. In Lesson 4 Schedule Table, click inside any cell of the table and then
click the table selector icon. (Refer to Figure 4-7.)
The entire table is selected.

2. Click away from the table to deselect it.

3. Position the mouse pointer to the left of the table, next to the second
row, and click.

That row becomes selected, as shown in Figure 4-8.
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Week | Begins | Read Do Labs What's Due
1 8-23 Chapters | 1.1, 1.3, 1.4, 2.1, | Introduce yourself to your classmates
@ 1and 2 2.2,2.3,2.4 in the Forum area
2 8-30 Chapter 4.1, 4.3, 4.4, 4.5
7 4
3 9-6 Chapter 5.1, 5.2, 5.6
5
4 9-13 Chapter 6.2, 6.4 Take Test #1 (1, 2, 4, 5)
6
Figure 4-8

\3 . . . . .
) In Figure 4-8, notice the plus sign near the mouse pointer. If you click the

plus sign, a new row is added to the table at that position.

4. Drag the mouse downward to row 4.
Rows 3 and 4 also become selected.

5. Position the mouse pointer above the first column so the pointer
becomes a black down-pointing arrow and then click.

The first column becomes selected.

6. Click in the first cell and hold down the Shift key. Press the right-
arrow key twice to extend the selection and then press the
down-arrow key once to extend the selection.

Three cells in each of the first two rows are selected.

7. Click in the first cell again and drag down to the third cell in the third
row to extend the selection.

Leave the document open for the next exercise.

Resizing row's 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.
QING/
N 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.
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In contrast, column width remains fixed until you change it, regardless of the
cell’s content. If you want the width of a column to change, you must change
it yourself.

In the following exercise, you resize the rows and columns of a table.

Files needed: Lesson 4 Schedule Table.docx, open from the preceding
exercise

1. In Lesson 4 Schedule Table, hover the 3
mouse pointer over the column divider Week | Begins
between the first and second columns. 1 8-23
+|+
The mouse pointer becomes a double-headed
arrow, as shown in Figure 4-9. 2 8-30
2. Drag to the right slightly to increase the
width of the first column by about % inches. Figure 4-9
Notice that the second column’s text now
wraps unattractively, as shown in Figure 4-10. +
3. Press Ctrl+Z to undo the column width Week | Begi
change; while pressing the Shift key, repeat ns
Steps 1-2. 1 8-23
This time the other columns shift to the right
to make room for the new width. 2 8-30
4. Select the cells containing 1 and 2 in the

first column. Figure 4-10

5. Drag the column divider within the selected
area between the first and second columns
to the left about 4 inch, dragging that
column back to its original position.

[

Week | Begins

1 8-23
Only the two rows where cells were selected
are affected, as shown in Figure 4-11. 2 8-30
6. Press Ctrl+Z to undo the column change;

click to move the insertion point inside any )
cell in the first column. Figure 4-11

7. Choose Table Tools Layout=>AutoFit->
AutoFit Contents. (See Figure 4-12.)

All the column widths are adjusted in the table to fit the content.

8. Position the mouse pointer over the horizontal divider between the
heading row at the top and the first data row.

The mouse pointer becomes a two-headed arrow, as shown in
Figure 4-13.
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Bre O- Lesson 4 Schedule Table docx - Weord TABLE TOOLS ?E - 5 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT Faithe Wempen =
[ Select - [ Draw Table A B Insert Below Megecels | §lloz  1HE EEE A3 A Repeat Header Rows
[ View Gridlines [T Eraser E@ Q Hnsetleft  EH SplitCells &y 117 2 EEE ? @ Zr‘!’ it Convert to Text
& Properties o AE,E [ InsetRight (5 Split Table 5 AutoFit - = = = pirection Ma,zms 8 Jx Formula
Table Draw Rows & Columns [ Merge =4 Aummgﬂ}mts Alignment Data ~
G ! ® B LI s R4 AutoFit Window 5 & 7
- R Fixed Column Width
Figure 4-12
9. Drag downward to increase the height of +]
the heading row by about ! inch. Week | Begins
10. Select the heading row and choose Table 1 8-23
Tools Layout=>Align Bottom Left.
) . . . 2 8-30
The headings are bottom-aligned in their
cells, as shown in Figure 4-14. Vertical Figure 4-13
alignment was not an issue previously
because the height of the row was autofitted
to the content.
Align Bottom Left
B EE S O- Lesson 4 Schedule Table.docx - Word TABLE TOOLS 7 B - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VI DESIGN LAYOUT Faithe Wempen ~
[ Select ~ [ Draw Table Ao B insertBelow 5 MergeCells  § 037 :|BE BEE E A| [BRepeat Header Raws
[ View Griclines [ Eraser ?ﬁ IEI & InsertLeft [ SplitCells &y i = 'r:; @ le B2 Convert to Text
R Properties Bee ,els:\:te [ InsertRight 7 Split Table 5 AutoFit - HEE Di,:;tm M,,Zins o Jfx Formula
Table Draw Rows & Columns ] Merge Cell size ) Alignment Data ~
5 1 @ B 1B 2 3 3 B 5 [3 ] 7 -
|
Week | Begins | Read Do Labs What's Due
1 8-23 Chapters 1 1.1,1.3,1.4, 2.1, Introduce yourself to your
and 2 2.2,2.3,2.4 classmates in the Forum area
2 8-30 Chapter 4 4.1, 4.3, 4.4, 4.5
— 3 9-6 Chapter 5 5.1, 5.2, 5.6
Figure 4-14

11. Click the table selector icon in the upper-left corner of the table to
select the entire table.

12. Choose Table Tools Layout=>Distribute Columns to evenly distribute
the space among all the columns. (See Figure 4-15.)

13. Press Ctrl+Z to undo the resizing.

14. Save the changes to the document.

Leave the document open for the next exercise.
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Distribute Columns

B R S O- Lesson 4 Schedule Table.docx - Word TABLE TOOLS ?2 @ - x
HOME ~ INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW y VIEW  DESIGN  LAYOUT Faithe Wempen ~
I Select~ [ Draw Table F‘ m Ed InsertBelow ] Merge Cells | §[] JHE BEEE A3 @ Al [E) Repeat Header Rows
[ View Gridlines [T Eraser ) 5 P insertLeft [ Split Cells | 5oy /13" TH BEE ? " Szrt B Convert to Text
5 Properties T Ao BinsertRight | S SplitTable S AutaFit- =l = = pirection Maéms " f Formula
Table Draw Rows & Columns el Merge Cell Size ] Alignment Data -~
[N 1 & 1% 2 8 3 8 4 58 [ @ 7 -
#
Week Begins Read Do Labs What's Due
1 823 Chapters 1 and | 1.1, 1.3, 1.4, Introduce
2 2.1,2.2,23, yourself to your
2.4 classmates in
- the Forum area
2 8-30 Chapter 4 4.1,4.3, 4.4,
4.5
3 9-6 Chapter 5 5.1, 5.2, 5.6
4 o-13 Chapter & 6.2, 6.4 Take Test #1
(1,245
~ 5 9-20 Assembly Assembly
Language project
5 027 Chapter 7 7.1,7.2,7.5 Assembly
projects due
7 10-4 Chapter & 8.1, 8.2, 8.4,
8.6
8 10-11 Chapter 9 ©.1,9.2,9.3,
9 10-18 Chapter 10 10.3, 10.6
10 10-25 Chapter 11 11.1, 11.2, Take Test #2
11.3, 11.5,11.8 | (6, 7, 8, 9, 10)
11 11-1 Chapter 12 and | 13.1, 13.2,
13 13.4, 13.6, 13.7
12 11-8 Chapter 14 14.1, 14.2,
14.3, 14.4,
14.5, 14.6
13 11-15 Chapter 15 15.1, 15.2, 15.3 | Take test #3

PAGE10OF1 191 0F 191 WORDS o ] B -——F—+ w0%

Figure 4-15

Formatting table borders

Gridlines can be displayed or hidden
onscreen (via Table Tools Layout=>View

Gridlines). Gridlines do not print, and when Gridlines are the dividers that
displayed onscreen, they appear as thin blue separate a table’s rows and
or gray dashed lines. columns.

A border is formatting applied to
a gridline that makes it appear
when printed.

You probably won'’t see the gridlines in most
tables because they’re covered by borders. By
default, table gridlines have a plain black

Y%-pt border.

You can change the borders to different colors, styles (such as dotted or
dashed), and thicknesses or remove the borders altogether.

In the following exercise, you apply formatting to table borders.
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Files needed: Lesson 4 Schedule Table.docx, open from the preceding
exercise

1. In Lesson 4 Schedule Table, select the entire table and then choose
Table Tools Design=>Borders=>No Border. (See Figure 4-16.)

mE S - Lesson 4 Schedule Table.docx - Word TABLE TOOLS 7 E - 8 X
HOME ~ INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS ~ REVEW  VIEW | DESIGN | LAYOUT Faithe Wempen ~
/| Header Row [/ First Column e | == & M
Totl R Lost col ESEccfieeees e b
otal Row ast Column - e HES
BeEEE | B2 " Shading  Border ——+ Borders Border
/| Banded Rows [ Banded Columns T Styles~ W Pen Calor~ - Painter
Table Style Options. Table Styles Bor| % Bottom Border
L 1 # H 18 2 H 3 # 5 [3 # T Top Border
- [ Left Border
| Right Border
% NoBorder
H| Al Borders
[l Outside Borders
Week | Begins  Read Do Labs What's Due ] Inside Borders
1 8-23 Chapters 1 Introduce ytl)urself to your =] Inside Horizontal Border
and 2 classmates in the Forum area
5 $-30 Chaptar 4 T3 Inside Vertical Border
- 3 9-6 Chapter 5 ! Diagonal Down Border
4 9-13 Chapter 6 6.2, 6.4 Take Test #1 (1, 2, 4, 5) :
5 9-20 Assembly Assembly project {7t Diagonal Up Border
Language . 4 Horizontal Line
6 -27 | Chapter 7 7.1,7.2,7.5 Assembly projects due
7 0-4 Chapter 8 8.1,8.2,8.4, 8.6 [ DrawTable
0-11 | Chapter 9 9.1,9.2,9.3, e Al e
9 0-18 | Chapter 10 10.3, 10.6 [E] View Gridiines
10 10-25 | Chapter 11 11.1,11.2, 11.3, Take Test #2 (6, 7, 8, 9, 10) [ Borders and Shading
11.5,11.8
11 11-1 Chapter 12 131,132, 13.4,
and 13 13.6, 13.7
12 11-8 Chapter 14 14.1,14.2,14.3,
14.4, 14.5, 14.6
13 11-15 | Chapter 15 15.1,15.2,15.3 Take test #3 (11, 12, 13, 14,
15)
14 11-22" | Chapter 16 16.1, 16.2, 16.3,
16.4
15 11-20 | Chapter 19 19.3,19.4,19.5, Research papers due
20.1, 20.2
16 12-6 on labs
17 Turn in lab book Take test #4 (16, 19, 20, 21)

PAGE1OF1 1910F191woRDs [

Figure 4-16

2. If the gridlines don’t display already, choose Table Tools Layout~> View
Gridlines.

Dashed lines appear for the table’s row and column dividers, as shown
in Figure 4-17.

3. Select the header row of the table and then choose Table Tools
Designr>Line Weight=>2Y4 pt. (See Figure 4-18.)

4. Choose Table Tools Design=>Pen Color and click a red square.
5. Choose Table Tools Design->Borders=>Bottom Border.
A red bottom border with 2%4-pt thickness appears on the header row only.

6. Select all the rows in the table except the header row and then click
the dialog box launcher for the Borders group on the Table Tools
Design tab.
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[ =] N B Lessan 4 Schedule Table.docx - Word TABLE TOOLS 7 H - & %
HOME ~ INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW  VIEW  DESIGN  LAYOUT Faithe Wempen ~
P PR
[+ Select [ Draw Table F m [ Insert Below Merge Cells gl] E,’ @ Al Repeat Header Rows
[ View Gridlines [ Eraser X E Insert Left Split Cells Auto - Z [ Convert to Text
Delete  Insert Tet  Cel  Sort
T3 Properties + Above Z InsertRight 9 Split Table AutoFit Direction Margins Jx Formula
Table Draw Rows & Columns ™ Merge Cell Size ) Alignment Data ~
L 1 S B 108 2. ® 3 # B 6 @ 7 [
[
Week | Begins | Read Do Labs What's Due
1 8-23 Chapters 1 1.1,1.3,1.4, 2.1, Introduce yourself to your
and 2 2.2,2.3,2.4 in the Forum area
2 8-30 Chapter 4 4.1,4.3,44,45
- 3 96 Chapter 5 5.1,5.2,5.6
4 9-13 Chapter 6 6.2, 6.4 Take Test #1 (1, 2,4, 5)
5 9-30 | Assembly Assembly project
L
6 -27 Chapter 7 7.1,7.2,7.5 Assembly projects due
7 0-4 8.1,8.2,8.4,8.6
o~ 8 0-11 hapte 9.1,9.2,9.3, O
9 0-18 | Chapter 10 10.3, 10.6
10 10-25 | Chapter 11 11.1,11.2, 11.3, Take Test #2 (6, 7, 8, 9, 10)
11.5,11.8
11 11-1 Chapter 12 13.1,13.2,13.4,
and 13 13.6, 13.7
- 12 11-8 Chapter 14 14.1, 14.2, 14.3,
14.4, 14.5, 14.6
13 11-15 | Chapter 15 15.1, 15.2, 15.3 Take test #3 (11, 12, 13, 14,
15)
14 11-22 | Chapter 16 16.1, 16.2, 16.3,
16.4
- 15 11-29 Chapter 19 19.3, 19.4, 19.5, Research papers due
and 20 20.1, 20.2
16 12-6  ; Chapter  on labs
17 FINALS W| Turn in lab book Take test #4 (16, 19, 20, 21)
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Figure 4-19

9. Click away from the table to deselect it. Then turn off the gridlines
again by choosing Table Tools Layout=>View Gridlines.

The table now has a thick, top border separating the header from the
rest of the table, and red vertical lines separate the columns, as shown
in Figure 4-20.

10. Save the changes to the document.

Close the document. Leave Word open for the next exercise.

Inserting Pictures from the Web

When you buy any of the Office applications, you
get free access to a large online library of clip

art maintained by Microsoft at Office.com. Each Clip art is generic artwork. In the
of the main Office applications has an Online days before computers, compa-
Pictures command that opens a dialog box in nies would buy large books of line
which you can search this library and insert drawings, and when they needed
images from it into your documents. This image an image, they would clip it out of
library contains not only clip art but also royalty- the book and glue it to a paste-up
free stock photography. layout. Today, clip art refers to line-
based drawings such as the ones
Office.com is only one of the possible sources you can get from Office.com.

of online images you can explore. You can also
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[T = Lesson 4 Schedule Table.docy - Word TABLE TOOLS
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW  VIEW  DESIGN  LAYOUT
[y Select - [ Draw Table F m F Insert Below Merge Cells | £[/|0.17" = A= E Al
[t
[ View Gridlines [ Eraser X & Insert Left Split Cells Auto - z
Delete  Insert Tet  Cel Sol
R Properties - Above [BInsertRight B3 Split Table AutoFit Direction Margins
Table Draw Rows & Columns 3 Merge Cell Size 3 Alignment
i 1 # # 10 2w 3 # 5 6 I
Week Begins Read Do Labs What's Due
1 8-23 Chapters 1 1.1, 1.3, 1.4, 2.1, Introduce yourself to your
and 2 2.2,2.3,2.4 classmates in the Forum area
2 8-30 Chapter 4 4.1, 4.3, 4.4, 4.5
- 3 9-6 Chapter 5 5.1, 5.2, 5.6
4 9-13 Chapter & 6.2, 6.4 Take Test #1 (1, 2, 4, 5)
5 9-20 Assembly Assembly project
Language
6 9-27 Chapter 7 7.1,7.2,7.5 Assembly projects due
7 10-4 Chapter 8 8.1, 8.2, 8.4, 8.6 |
~ 8 10-11 | Chapter 9 9.1,9.2, 9.3,
9 10-18 | Chapter 10 10.3, 10.6
10 10-25 | Chapter 11 11.1, 11.2, 11.3, Take Test #2 (6, 7, 8, 9, 10)
11.5, 11.8
11 11-1 Chapter 12 13.1, 13.2, 13.4,
and 13 13.6, 13.7
" 12 11-8 Chapter 14 14.1, 14.2, 14.3,
14.4, 14.5, 14.6
13 11-15 | Chapter 15 15.1, 15.2, 15.3 Take test #3 (11, 12, 13, 14,
15)
14 11-22 | Chapter 16 16.1, 16.2, 16.3,
16.4
15 11-29 | Chapter 19 19.3, 19.4, 19.5, Research papers due
and 20 20.1, 20.2
16 12-6 Chapter 21 Catch up on labs
17 FINALS WEEK | Turn in lab book Take test #4 (16, 19, 20, 21)
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retrieve files via a Bing Image Search on the web. Bing (www.bing. com) is
a search engine sponsored by Microsoft, and the Bing Image Search feature
in Office applications enables you to easily locate images from all over the

Internet.

Understanding vector and raster graphics

There are two types of computer graphics: vector and raster. They’re very
different from one another, and each is best suited for a different purpose.

Clip art is a type of vector graphic. A vector graphic is created behind the
scenes by using math formulas; if you've taken a geometry class where you
plotted a function on graph paper, you get the idea. Computerized clip art
builds images by layering and combining individual lines and shapes, each one
constructed via a math formula. As a result, the clips can be resized without
losing any quality because resizing simply changes the math formula. Clip art
files are also very small compared with raster graphics. The main drawback of
clip art is that the images don’t look real — they look like drawings.
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Photos from digital cameras are examples of raster graphics. A raster graphic
is a densely packed collection of colored dots that together form an image. If
you zoom in on a photo on a computer, you can see these dots individually.
In a raster graphic, each dot is called a pixel, and its color is represented

by a numeric code (usually 24 or 32 binary digits in length per pixel). Raster
graphics can be photorealistic, but because so much data is required to
define each pixel, the file sizes tend to be large.

Finding and inserting
pictures fram the Web Microsoft Office uses the terms

image, picture, and graphic inter-
changeably in its documentation
and help system, and so does this
book. All three refer generically
to any picture, regardless of its
type or source. The term photo-
graph refers specifically to raster
images, and the terms clip art
and illustration refer specifically
to vector images.

In the following exercise, you practice searching
for online pictures by using both Office.com and
a Bing image search and inserting them in a
document.

Files needed: Lesson 4 Breton.docx

1. Open Lesson 4 Breton.docx and save
it as Lesson 4 Breton Art.docx.

2. Position the insertion point at the
beginning of the first body
paragraph (“This week...”).

a\J : . . . o . .
The picture will be placed wherever the insertion point is. If the insertion

pointis in the middle of a paragraph, the picture will split the paragraph in
two, possibly creating an awkward look that you didn't intend. For best
results in most cases, position the insertion point on its own line, between
two paragraphs, or at least at the beginning or end of a paragraph.

3. Choose Insert~>Online Pictures.
The Insert Pictures dialog box opens.

4. Click in the Office.com Clip Art search box, type poinsettia, and press
Enter.

A selection of pictures that have poinsettia as a keyword appear in the
task pane. See Figure 4-21.

5. Scroll through the resulting clips.

Notice that the results are a mixture of line drawings and photographs.
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4BACK TO SITES

a Office.com Clip Art

- F poinsettia
68 search results for poinsettia
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Blooming Christmas poinsettia flowers . ——
i Select one or more items. sert Cancel

Figure 4-21

6. Click one of the clips and then click the Insert button to insert it.

The clip appears in the document, as in Figure 4-22.

BEE S s Lesson 4 Breton Art.docx - Ward PICTURE TOOLS ? @ - b3
HOME ~ INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW  VIEW FORMAT Faithe Wempen ~

ﬁ] Corrections~  [=. L# Picture Border = Bring Forward [
i = = N
i & color~ %] sl || il | |~ | P Picture Effects~

Send Backward
Remove Position Wrap

HIES

¥

) = = . - Crop 31
Background 23] Artistic Effects = 4 + ) 55 Picture Layout ~ +  Text- DOl Selection Pane A- R
Adjust Picture Styles [ Arrange Size & ~
L 1 g 1 2 3 4

Notice that the clip is placed in
the document as an inline image.
An inline image is treated like a
Breton Avenue Flower Emporium really large character of text. The
Come See Whet's Blooming! height of the image makes the first
= line of the paragraph extra tall, as
you can see in Figure 4-22. Later
in this chapter, you learn how to
make text wrap more gracefully

around a picture.

[This week at Breton Avenue Flower Emporium, w
plants and flowers including fragrant pine and spruce wreaths, poinsettias, and al
As an added bonus, when you buy two or more items, you'll enjoy an extra 5% off, plu
within the metro area.

If you are not yet a member of the Breton Blooms Flower Club, sign up today to receive special offers via
e-mail, plus a free flower arrangement on your birthday each year.

PAGE1OF1 91WORDS [J2 ENGLISH (UNITED STATES) %3 B B -——+—+ 100%

Figure 4-22
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7. Press Delete to remove the inserted clip.

8. Press Enter to create a new paragraph and then press the up-arrow
key once to move the insertion point into that new paragraph.

9. Repeat Steps 2-5 to insert a different picture.
This time the clip appears on its own line.
10. Press Delete to remove the inserted clip.
11. Choose Insert=>Online Pictures.
The Insert Pictures dialog box opens.
12. Click in the Bing Image Search box, type poinsettia, and press Enter.

A selection of pictures that have poinsettia as a keyword appear in the
task pane. See Figure 4-23.

4 BACK TO SITES

Bing Image Search

! ) poinsettia
7200 search results for poinsettia

These images come from the

: web rather than from Microsoft.
* ’ . ‘ * Notice the information that
5 appears across the bottom of

; the dialog box indicating that the

images shown are licensed under

F™3 -. * *. Creative Commons. This filter
s helps you avoid violating some-
one's copyright by using a found

image. You can turn off this filter

Search results are images licensed under Creative Commons, Please review the specific license for any image you wa

s il fEE———— by clicking Show All Web Results
if desired.

Select one or more items.

Figure 4-23

13. Click one of the pictures and then click the Insert button to insert it.

The clip appears in the document. Depending on the picture you chose,
the image may be small, as in Figure 4-22, or may take up the entire page
width.

14. Press Delete to remove the inserted clip and press Delete again to
delete the blank line you created earlier.

15. Save the changes to the document.

Leave the document open for the next exercise.
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Inserting Photos from Files

The clips available online are generic. Sometimes, you might want to insert
a more personal picture, such as a digital photo you took or a picture that a

friend or co-worker sent you via e-mail.

In the following exercise, you insert a photograph from a file stored on your

hard drive.

Files needed: Lesson 4 Breton Art.docx, already open from the previous

exercise

1. In Lesson 4 Breton Art.docx, click at the end of the document

and press Enter to start a new paragraph.
2. Choose Insert=>Pictures.

The Insert Picture dialog box opens.

3. Navigate to the folder containing the data files for this chapter and

select 04graphic01l. jpg, as shown in Figure 4-24.
4. Click the Insert button.
The picture is inserted in the document.

5. Save the changes to the document.

Leave the document open for the next exercise.

Search Lesson 04 ¥

O e

w3} Insert Picture

O] = 4 L. « Office eLeaming Data + Lesson (4 » v G

Organize ¥ New folder = -
i Downloads ~
2] Recent places

| Books

& SkyDrive

T
T

©

Solutions

O4graphic0l.jpg

B Desktop
i Libraries
|7 Documents
& Music
[E] Pictures
B videos
u& Hemegroup
A Faithe Wempen
1% Computer ©

File name: | G4graphicd1 jpg v| | All Pictures (“.emf:*wmf:*jpg:*

Tools ~ Inset |+ Cancel

Figure 4-24
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Managing Picture Size and Placement

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, and/or
position on the page; or you can use the Word placement commands to place
the image in relation to other content.

Changing the text wrap setting for a picture

By default, as [ mention earlier, a picture is inserted as an inline image, which
means it’s treated like a 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.

In the following exercise, you change the text wrap setting for a picture.

Files needed: Lesson 4 Breton Art.docx, already open from the previous
exercise

1. In Lesson 4 Breton Art.docx, select the picture that you inserted
in the previous exercise.

The Picture Tools Format tab becomes available.

2. Choose Picture Tools Format->Wrap Text to open a menu of text wrap
settings.

See Figure 4-25.
3. Choose Square.

4. Drag the picture upward and drop it at the left margin so that it top-
aligns with the top of the first body paragraph, as shown in Figure 4-26.

Q&S"“CE
] For extra practice, try each of the other Wrap Text settings and compare

their results. You don't have to select each of the settings; just pointing at
a setting shows a preview of it in the document.

The photo currently in the document is rectangular, so you don'’t see
any difference between some of the settings. To understand the
differences between them, you must use a piece of clip art with a
transparent background for your experiments.
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Figure 4-25

Breton Avenue Flower Emporium
Come See What's Biooming!

week at Breton Avenue Flower Emporium, we are featuring
v ay plants and flowers including fragrant pine and spruce
wreaths, poinsettias, and amaryllis, all at 10% off. As an added
bonus, when you buy two or more items, you'll enjoy an extra
5% off, plus free delivery within the metro area.

¥

If you are not yet a member of the Breton Blooms Flower Club,
sign up today to receive special offers via e-mail, plus a free
flower arrangement on your birthday each year.

Figure 4-26

5. Press Delete to delete the picture.

6. Reposition the insertion point at the beginning of the first body
paragraph.
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7. Using the Online Pictures command, locate and insert a clip art
image (a drawing, not a photograph) that has a white (transparent)
background.

You learned about the Online Pictures command earlier, in the section
“Finding and inserting pictures from the web.”

8. Choose Picture Tools Format~>Wrap Text and choose Square.

The text wraps around the clip art with a rectangular border, as shown
in Figure 4-27.

This icon opens a menu that mirrors the
Text Wrap button’s menu.

Breton Avenue Flower Emporium Notice the icon next to the
Come See Whrt's Blooming! selected picture that looks like
eek at Breton Avenue Flower Emporium, we are featurin an arCh? YOU can CIICk that button
prarits and flowers including fragrant pine and spruce wreaths, to open a ﬂoa'ﬂng version of the
poinsettias, and amaryllis, all at 10% off. As an added bonus, w I

buy two or more items, you'll enjoy an extra 5% off, plus free d Wra p TeXt button S menu, as an

within the matro area. alternative to clicking the Text
If you are not yet a member of the Breton Blooms Flower Club, Wra p button on the Rlbbon

today to receive special offers via e-mail, plus a free flower arr:

on your hirthay each year.

Figure 4-27

9. Click the Wrap Text button again and choose Tight.
The text wraps around the image itself, not its rectangular frame, as in
Figure 4-28.

Text wraps into the
graphic’s frame.

Breton Avenue Flower Emporium
Come See What's Bloomfng!

an extra 5% off, plus free delivery within the metro area.

If you are not yet a member of the Breton Blooms Flower Club, sign up
to receive special offers via e-mail, plus a free flower arrangement on
birthday each year.
o

Some text may wrap into the
frame in odd places.

Figure 4-28
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Notice in Figure 4-28 that some stray bits of text appear below and to the
left of the image. You can fix the stray text by adjusting the image’s wrap
points.

10. Click the Wrap Text button again and choose Edit Wrap Points.

Black squares and a dotted red outline appear around the clip art image.

These usually invisible points determine
where the text is allowed to flow when text &
is set to Tight (that is, to wrap tightly around
the image). See Figure 4-29.

11. Drag one or more of the black squares
outward to block out the space where the
stray text appears so that it can’t flow there
anymore.

See Figure 4-30 for an example.

12. Click away from the image to deselect it
and finalize the change in its wrap points.

13. Save the changes to the document.

Leave the document open for the next exercise.

Moving a picture

You can move a picture by dragging it where you
want it to go. The way a picture moves when you
drag it varies depending on the text wrap setting
you’ve chosen for the picture. If the default setting
of In Line with Text is in effect, you can drag

a picture only to a spot where you can also drag text:

Figure 4-30

v Within existing paragraphs
v Before or after existing paragraphs
You can’t place a picture outside of the document margins or below the

end-of-document marker. If any other text wrapping setting is in effect,
you can drag a picture anywhere on the page.

You can also move a picture by specifying an exact position for it, from the
Layout dialog box, or by using one of the presets in the Position drop-down
list on the Format tab under Picture Tools.

In the following exercise, you move a picture.
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Files needed: Lesson 4 Breton Art.docx, already open from the previous

exercise

1. In Lesson 4 Breton Art.docx, select the picture that you worked

with in the previous exercise.

2. Choose Picture Tools Format->Position button to open a menu of
positions. Choose the position that shows the picture in the
upper-right corner of the document.

See Figure 4-31.

% - Word PICTURE TOOLS ?T B - x
S MAILINGS REVIEW VIEW FORMAT Faithe Wempen -
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] E| 6 a 7

With Text Wrapping

ver Empc E E

lorium, we are fea E| |z| B
e and spruce wre:
As an added bon
{xtra 5% off, plus fi D |:| |] ea.
n Blooms Flower | 5 More Layout Options... recial offers via
n your birthday ec_.., ..

Figure 4-31

3. Drag the picture downward slightly so that its top aligns with the top

of the first body paragraph.
4. Click the Position button again and choose More Layout Options.
The Layout dialog box opens with the Position tab displayed.

5. In the Horizontal section, in the Absolute Position text box, enter 5.

6. In the Vertical section, in the Absolute Position text box, enter 1.
Figure 4-32 shows the dialog box with these settings.
7. Click OK to close the dialog box.

The picture’s position is adjusted according to the settings you entered.
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But what if you want the picture to move
with the text, if you add or delete more text

in the document so the text that’s next to Are you wondering why you're
the picture now might not later be? The offsetting the picture by 0.2 inch
following steps show how to set that up. rather than setting it to zero to top-

align? It's because you're attach-
ing the picture to the document
subheading, not the first body

8. Click the Position button and choose
More Layout Options to reopen the

Layout dialog box. paragraph, and 0.2 inch below the

9. In the Vertical section, for the Absolute subheading corresponds to the
Position setting, change the setting in the top of the first body paragraph’s
Below drop-down list to Paragraph. vertical position.

10. Change the value in the Absolute Position
text box to 0.2".

11. Make sure that the Move Object with Text check box is selected.

Figure 4-33 shows the dialog box with these settings.

Layout ? “

Position | Text Wrapping Size

Horizontal

() Alignment Left relative to Margin
() Book layout Inside of Margin
(® Absolute position 5 % totheright of Margin v
() Relative position 3| relative to Margin
Vertical
@] Alignment Top relative to Margin
E§Z- Absolute position 1| % below Margin v
() Relative position > | relative to Margin
Options
[] Move object with text Allow overlap
|:| Lock anchor +| Layout in table cell

Inches are the default units of
measurement in this dialog box.

Figure 4-32
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Layout ? “
. Position Text Wrapping Size
Horizontal
() Alignment Left relative to . Margin
() Book layout Inside of Margin
(®) Absolute position |5 '+ totheright of | Margin 7|
() Relative position 3| relative to Margin
Vertical
CJ Alignment .Top ] relative to .I\-1algin
(®) Absolute pasition DZI 2 below .Palagraph E|
() Relative position | > | relative to .Malgin
Options
Move object with text Allow oyerlap
|:| Lock anchor +| Layout in table cell
Cancel
Figure 4-33

12. Click OK.

13. Click at the beginning of the paragraph that contains the document
subheading (“Come see . . .”) and press Enter twice.

\3 . . . S .
p Notice that the picture moves with the paragraph to which it is adjacent.

14. Press Backspace twice to delete the extra paragraphs just created.

15. Save the changes to the document.

Leave the document open for the next exercise.
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Resizing a picture

You can resize a picture by dragging its selection
handles or by specifying an exact height and
width for the picture from the Layout dialog box.

\P . . .
) Most image types maintain the aspect ratio

automatically if you drag a corner selection
handle. If the aspect ratio doesn't stay
constant when you drag a corner selection
handle, hold down Shift as you drag to force
it to do so.

QIWNG/
Y Raster images look fuzzy if you enlarge them
past their original size. That’s one advantage
of vector images: They remain crisp and
sharp at any size.

In the following exercise, you resize a picture.

When you resize a picture, its
aspect ratio can change. The
aspect ratio is the proportion of
width to height. A photo may not
look right if you don’t maintain the
aspect ratio; clip art is less likely
to suffer from small differences in
the ratio. When you drag a corner
selection handle, the aspect ratio
is maintained; when you drag a
side selection handle, it is not.

Files needed: Lesson 4 Breton Art.docx, already open from the previous

exercise

1. In Lesson 4 Breton Art.docx, select the clip art image that you
worked with in the previous exercise if it isn’t already selected.

2. Hover the mouse pointer over the lower-left selection handle.

The mouse pointer becomes a double-headed diagonal arrow, as shown

in Figure 4-34.

Breton Avenue Flower Emporium

@& Come See What's Blooming!

This week at Breton Avenue Flower Emporium, we are featuring
holiday plants and flowers including fragrant pine and spruce wreaths,
poinsettias, and amaryllis, all at 10% off. As an added bonus, when
you buy two or more items, you'll enjoy an extra 5% off, plus free
delivery within the metro area.

If you are not yet a member of the Breton Blooms Flewer Club, sign up
today to receive special offers via e-mail, plus a free flower
arrangement on your birthday each year.

[t}

Mouse pointer
Figure 4-34



170

Chapter 4

3. Drag out and downward, enlarging the image by about »2 inch.

Use the onscreen ruler to gauge the distance. If the ruler doesn’t appear,
select the Ruler check box on the View tab.

4. Right-click the picture and choose Size and Position.
The Layout dialog box opens with the Size tab displayed.
5. In the Height section, set the Absolute setting to 2".

The Width automatically changes because the aspect ratio is locked.
See Figure 4-35.

Layout ? “

| Position Text Wrapping | Size
Height

(@ Absolute |2

o [

Relative relative to | Page

Width

|4

Relative relative to .Page
Rotate
Rotation: 0 B
Scale
Height: 124 % = Width: 123 % i

Lock aspect ratio
RBelative to original picture size

Qriginal size
Height: 1.62" Width: 1.79
Reget
Figure 4-35

6. Click OK.

7. Save the changes to the document and close it.

Exit Word.
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@ Summing Up

Here are the key points from this chapter:
»* You can create a new table from the Insert tab, either by specifying a
number of rows and columns or by drawing the table.

» You can convert existing delimited text into a table with the Convert
Text to Table command.

v Drag the borders of a table to resize rows and columns.

v Tables have gridlines (nonprinting lines that show where the rows and
columns are) and, optionally, borders (formatting applied to the
gridlines).

»* You can format a table’s borders from the Table Tools Design tab.

v To insert an online picture from Office.com or a Bing image search, click
the Online Pictures button on the Insert tab.

v To insert your own pictures, click the Pictures button on the Insert tab.

v A picture’s text wrap setting determines whether it will be an inline
image or will interact with surrounding text (and in what manner).

v+ To move a picture, drag it with the mouse. You can also specify an exact
position for it in the Layout dialog box.

v To resize a picture, drag one of its selection handles. Drag a corner to
resize it proportionally (that is, maintaining its aspect ratio).

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercises on your own.

To practice working with tables:

1. In a new document, create a table with two columns and ten rows.

2. In the left column, type a list of items you want to purchase for your
home.

3. In the right column, type the approximate price for each item.
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4. Add a new row at the top of the table and, in the new row, type the
columns’ headings.

5. Format the table attractively.

6. Save your document with a name of your choice and then close Word.
To practice working with graphics:

1. Start Word and begin creating a flyer that advertises a yard sale. Type
appropriate text, including a location, date, time, and list of items to
be sold.

2. Find and insert two online pictures that would be appropriate for
this flyer.

3. Set the text wrapping on the pictures so that the text wraps around
them and then position and size the pictures attractively.

4. Save your document with the name of your choice and then
close Word.

Know this tech talk

aspect ratio: The proportion of height to width of an image.

border: Formatting applied to the outer edge or gridline of a table cell or
other object.

clip art: Generic artwork, available from third-party sources or from the
Microsoft Office.com collection.

delimited: Multicolumn data where the columns are separated using a
consistent character, such as a tab.

graphic: Any picture file. Also called an image.

gridlines: The nonprinting lines that (optionally) show onscreen where
the edges of a table’s rows and columns are.

illustration: A vector image. Also called clip art.
image: Any picture file. Also called a graphic.

inline image: A picture that is placed within the document’s paragraph
structure and is treated as a character of text.
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photograph: A raster image.
pixel: An individual dot or data point in a raster graphic.

raster graphic: A type of graphic that defines the color of each pixel (dot)
that makes up the image individually.

table: A grid of rows and columns for storing and displaying information
in a multicolumn layout.

text wrap: The setting that determines how the surrounding text inter-
acts with an image if it isn’t an inline image.

vector graphic: A type of graphic that defines each line or fill with a math
formula.
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Creating Basic

Worksheets in Excel

v Selecting ranges enables you to apply a single
command to multiple cells at once.

v You can edit the content of a cell either in the cell
itself or in the Formula bar.

» Moving and copying data between cells saves data-
entry time and effort.

‘ | v Dragging the fill handle copies cell content quickly
into many cells at once.

g — v Inserting and deleting rows and columns in a work-
z sheet changes its structure without moving content.

1 Renaming a worksheet tab enables you to assign a
more meaningful title to a sheet.

Jan-1s 1
Feb-15
Mar-15
Apr-15
May-15
Jun-15.

s s

9] Avgls
sep-15

v Inserting new worksheets into a workbook enables
you to expand a workbook’s capacity.

oct-15.
Nov-15.
Decls




. How do you move the cell cursor quickly back to cell A1?

FiNd OUt ON PAZE ..c.eveiiiiiiiiieeieieteteeeeeee ettt

. How do you select a noncontiguous range?

FiNd OUt ON PAZE ...cuvieeiieeiieiieiieeiectectesee et ete et ete et e s e e saeesaaensees

. How do you clear a cell’s content?

FiNd OUt ON PAZE ..c.eveiiieiiiiiieieieectet ettt

. How do you move and copy cell content with the Clipboard?

FiNd OUt ON PAZE ...cuveeevieeiieiiiiieeiectecit et ettt e eae st e s e esaeessaensees

. How can you quickly fill a set of increasing values into a
large range?

FiNd OUt ON PAZE ..cuviiiiiiiiiiieieicecteeeee ettt

. How do you insert new rows and columns?

FiNd OUt ON PAZE ..ccuveeevieiiiiieeiieicstesteteeete ettt et e e e e eee s

. How can you change the color of a worksheet tab?

FiNd OUt ON PAZE ..cevieiiiiiiiiieieieteteee ettt



xcel has many practical uses. You can use its orderly row-and-

column worksheet structure to organize multicolumn lists, create

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 chapter, I introduce you to the Excel interface and teach you some
of the concepts you need to know. You learn how to move around in Excel,
how to type and edit data, and how to manipulate rows, columns, cells, and
sheets.

Understanding the Excel Interface

Excel is very much like Word and other Office applications. Excel has a File
tab that opens a Backstage view, a Ribbon with multiple tabs that contain
commands you can click to execute, a Quick Access toolbar, a status bar,
scroll bars, and a Zoom slider. Figure 5-1 provides a quick overview.

The next several sections walk you through the Excel interface, including
both the commands and the work area, and show you how to move
around. After you get your bearings in Excel, you're ready to start creating
worksheets.
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Quick Access
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Figure 5-1

Touring the Excel
interface

The best way to learn about a new
application is to jump in and start
exploring. Work through this exercise
to see how Excel is set up. You learned
some basics about Office apps in
Chapter 1, but this exercise goes

into more depth on Excel

specifically.

In the following exercise, you start Excel
and explore its interface.

Zoom slider

Starting out with some basic terminology
is a good idea. A spreadsheet is a grid
composed of rows and columns. At the
intersection of each row and column is
a cell. You can type text, numbers, and
formulas into cells to build your spread-
sheet. In Excel, spreadsheets are dubbed
worksheets or just sheets. Worksheets
are stored in data files, or workbooks,
and each workbook can contain mul-
tiple worksheets. Worksheet tabs at the
bottom of a workbook window enable you
to switch quickly between worksheets.




Files needed: None

Understanding the Excel Interface

1. Start Excel 2013 from the Start screen (Windows 8) or Start menu

(Windows 7).

You learned to start Office applications in Chapter 1.

g“\CE

You might want to pin the Excel 2013 tile to the taskbar in Windows 8 to
save yourself some time in opening it. Right-click the Excel 2013 tile on
the Start screen and then click Pin to Taskbar in the command bar that
appears at the bottom of the screen. From that point on, you can start
Excel by clicking the Excel icon on the taskbar from the desktop. This
trick works with all the Office apps, by the way.

An opening screen appears, as shown in Figure 5-2, providing shortcuts
to recently used workbook files and thumbnails of some available
templates. One of the templates is Blank Workbook.

Recently opened files

Excel

Recent

Lesson & Appliance Salesxlsx
Faithe Wempen's SkyDrive » Office eLearning D.

Lesson & Appliance.xlsx

Faithe Wempen's SkyDrive » Office eLearning D...

Lesson 7 Theme Formatting xlsx

Faithe Wempen's SkyDrive = Office eLearning D..

Lesson 7 Sheet Formatting.xlsx
Faithe Wempen's SkyDrive » Office eLearning D.

Lesson 7 Sheetxlsx

Faithe Wempen's SkyDrive » Office eLearning D...

Lesson 7 Catering Formataxlsx

Faithe Wempen's SkyDrive = Office eLearning D..

Lesson 7 Catering.xlsx
Faithe Wempen's SkyDrive » Office eLearning D.

Lesson 9 Data.xlsx

Faithe Wempen's SkyDrive » Dacuments » Bxcel...

Lesson 10 Validation.xlsx

Faithe Wempen's SkyDrive » Documents » Bxcel..

Lesson 10 Errorsxdsx

Faithe Wempen's SkyDrive » Dacuments » Bxcel...

Lesson 8 Publishingxlsx

Faithe Wempen's SkyDrive » Dacuments » Bxcel...

[@¥ Open Other Workbooks

Figure 5-2

Blank workbook template

search for online template| yeo)

Suggested searches:  Budge| Invoice  Calendars  Expense

List Loan Schedule
FEATURED SHARED
A B C
HE— >
: Take a
: tour
I!Ianwwkhxk Welcome to Excel

Emmmen

My financial portfolio

Movie list app

Faithe Wempen
faithe@wempen.com
Switch account
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2. Click the Blank Workbook thumbnail image to start a new blank

workbook.

Alternatively, you can also press the Esc key to go to a new blank work-
book from the opening screen.

A new workbook appears.

3. Click the File tab to open Backstage view and then click Info.

Information about the active document appears, as shown in Figure 5-3.

4. Click the Back arrow, or press the Esc key, to return to the new blank
workbook. (See Figure 5-4.)

The Back arrow is the left-pointing arrow in the upper-left corner.

Info Back arrow
Book] - Excel ? - x
Faithe Wempen -
Protect Workbook Properties -
Control what types of changes people can make to this workboak. Size Mot saved yet
Protect . .
Workbaok - Title Add a title
Tags Addatag
Categories Add a category
@) Inspect Workbook Related Dates
- Before publishing this file, be aware that it contains:
Check for Authar's name and sbsolute path Last Modified
Issues Created Today, 4:29 PM
Last Printed

o
Manage
Versions -

Account

Options

Options

Versions

7] There are no previous versions of this file.

Browser View Options

Pick what users can see when this workbook is viewed on the Web.

Related People

Author ) )
Alice Rodriguez

Add an author
Last Modified By Not saved yet
Show All Properties

Figure 5-3
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Name box shows address

of active cell. View tab
| Figure 5-4 shows a worksheet
] e ookl - Bely in Excel. Each row has a unique
% HOME INSERT PAGELAVAOLIT FORMULAS DA': REVIEW VIEW Cm‘dmun number’ and each column haS a
g Am—r Z;VAAAV - Zv 1;6 " @ramss UNiQue letter. The combination of
“ ol =T T easys g |etter and a number forms a cell
ety ‘ (S * address. The letter comes first.

AL - e

For example, the cell in the upper-

1 left corneris A1. When you type in
Excel, your typing is entered into
the active cell, which features
the cell cursor, or a thick green
outline. The active cell's name
appears in the Name hox.

Active cell (A1) is the cell with
the cell cursor around it.

Figure 5-4
5. Click the View tab on the Ribbon and then 2
click the Zoom button so that the Zoom Zoom ﬁ—
dialog box opens. (See Figure 5-5.) Magnification

6. Select 200% and then click OK.

The dialog box closes, and the magnification
changes to show each cell in a more close-up
view.

7. At the bottom-right corner of the Excel
window, drag the Zoom slider left to 100%,
changing the zoom back to its original set-

ting. (See Figure 5-6.) Cancel

Leave the workbook open for the next exercise.

Figure 5-5

Zoom slider

B ] -——I)—+ 200%

Figure 5-6
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Moving the cell cursor

To type in a cell, you must first make it active by moving the cell cursor
there. As shown earlier in Figure 5-4, 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 5-1 provides some of the most common keyboard shortcuts for moving

the cell cursor.

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
that isn'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

Ctrl+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.

In the following exercise, you move the cell cursor in a worksheet.

Files needed: None

1. From any blank worksheet, such as the one from the preceding
section, click cell C3 to move the cell cursor there.
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2. Press the right-arrow key to move to cell D3 and then press the down-

arrow key to move to cell D4.

3. Press the Home key to move to cell A4.

Pressing Home moves the cursor to the beginning of the current row,

which in this case is row 4.

4. Press the Page Down key.

The cell cursor moves to a cell that is one screenful down from the pre-
ceding position. Depending on the window size and screen resolution,

the exact cell varies, but you are still in column A.

5. Use the vertical scroll bar to scroll the display up so that cell Al is

visible.

Notice that the cell cursor does not move while you scroll. The Name
box still displays the name of the cell you moved to previously.

6. Press Ctrl+Home to move to cell Al.

Leave the workbook open for the next exercise.

Selecting ranges

Range names are written with the upper-left
cell address, a colon, and the lower-right cell
address, as in the example Al:F3. Here A1:F3
means the range that begins in the upper-left
corner with Al and ends in the lower-right
corner with F3.

When a range contains noncontiguous cells,
the pieces are separated by commas, like this:
B8:C14,D8:G14. The range name B8:C14,D8:G14
tells Excel to select the range from B8 through
C14, plus the range from D8 through G14.

You can select a range by using either the key-
board or the mouse. Table 5-2 provides some of
the most common range selection shortcuts.

You might sometimes want to
selecta multicell range before you
issue a command. For example, if
you want to format all the text in
arange a certain way, select that
range and then issue the format-
ting command. Technically, a
range can consist of a single cell;
however, a range most commonly
consists of multiple cells.

A range is usually contiguous, or
all the cells are in a single rectan-
gular block, but they dont have to
be. You can also select noncon-
tiguous cells in a range by holding
down the Ctrl key while you select
additional cells.
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Press This . .. To Extend the Selection To . . .

Ctrl+Shift+arrow key The last nonblank cell in the same column or row as
the active cell; or if the next cell is blank, to the next
nonblank cell

Ctrl+Shift+End The last used cell on the worksheet (lower-right corner
of the range containing data)

Ctrl+Shift+Home The beginning of the worksheet (cell A1)

Ctrl+Shift+Page Down The current and next sheet in the workbook

Ctrl+Shift+Page Up The current and previous sheet in the workbook

Ctrl+spacebar

The entire column where the active cell is located

Shift+spacebar

The entire row where the active cell is located

Ctrl+A

The entire worksheet

In the following exercise, you practice selecting ranges.

Files needed: None

1. On any blank worksheet, such as the one from the preceding exercise,
click cell B2 to move the cell cursor there.

2. While holding down the Shift key, press the right-arrow key twice and
the down-arrow key twice, extending the selection to the range B2:D4.

The row and column headers turn

bold when cells within them are

selected.

(See Figure 5-7.)
A B C D E
,
2
3
4
5
6
7
Figure 5-7

3. Hold down the Ctrl key and click cell E2 to add only that cell to the

selected range.

4. While still holding down the Ctrl key, hold down the left mouse
button and drag from cell E2 to cell E8 so that the range is
B2:D4,E2:E8, as shown in Figure 5-8.




Understanding the Excel Interface

A B C D E

-

name appears in the Name box,
| and the selection box appears
' ' around the cell in Figure 5-9.
That's because cell E2 is the cell
you most recently clicked — the
starting point of the most recent
addition to the range. This points
out the difference between the
active cell and a multicell range.
When you type text, it goes into

‘|:|| Notice that the active cellis E2. Its
|

=R T= I - N RTINS FT R R

=t oot

Figure 5-8 the active cell only. When you
apply formatting or some other

5. Hold down the Ctrl key and click row 10’s command, it applies to all the cells
in the selected range.

row header (the number 10 at the left
edge of the row) to add that entire row to
the selected range.

6. Hold down the Ctrl key and click column G’s column header (the
letter G at the top of the column) to add that entire column to the
selected range.

Your selection should look like Figure 5-9 at this point.
7. Click any cell to cancel the range selection.

Only that cell you clicked is selected.

A B C D E F G H
1 L1
2 ] 1
3 |
4 |
: | _
6
T
8
9 | L |
10 [

Figure 5-9
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8. Click in cell C4 and then press Ctrl+spacebar to select the entire
column and then click any cell to cancel the range selection.

9. Click in cell C4 again and press Shift+spacebar to select the entire
row.

10. Click the Select All button (labeled in Select All
Figure 5-10) in the upper-left corner of the

«—

spreadsheet grid — where the row numbers VI B c
and the column letters intersect — to select 1
the entire worksheet, as shown in Figure 5-10. |z
3
N\ o 4
Instead of clicking the Select All button, you 5
can press Ctrl+Shift+spacebar or Ctrl+A. 6
7
8
11. Click any cell to cancel the range selection. 190
Leave the workbook open for the next exercise. :;
Figure 5-10

Typing and Editing Cell
Content

Up to this point in the chapter, I've introduced you to some spreadsheet
basics. Now it’s time to actually do something: Enter some text and numbers
into cells.

Typing text or numbers into a cell

To type in a cell, simply select the cell and begin typing. When you finish
typing, you can leave the cell in any of these ways:

v Press Enter: Moves you to the next cell down.

v~ Press Tab: Moves you to the next cell to the right.

v~ Press Shift+Tab: Moves you to the next cell to the left.
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* Press an arrow key: Moves you in the direction of the arrow.

v Click in another cell: Moves you to that cell.
If you make a mistake when editing, you can press the Esc key to cancel
the edit before you leave the cell. If you need to undo an edit after you

leave the cell, press Ctrl+Z or click the Undo button on the Quick Access
toolbar.

In the following exercise, you enter text into a worksheet.
Files needed: None

1. On any blank worksheet, such as the one from the preceding exercise,
click cell Al.
2. Type Mortgage Calculator and press Enter.

3. Click cell Al again to reselect it and notice that the cell’s content
appears in the Formula bar, as shown in Figure 5-11.

Formula bar

Al - f< | Mortgage Calculator

A B C D E F - .
1 [Vorgagekalcutator Notice that the text hangs off into
2 column B; that's okay for now.
3 You learn how to correct that in
4
5 Chapter 7.

Figure 5-11

4. Click cell A3, type Loan Amount, and press Tab so the cell cursor
moves to cell B3.

5. Type 250000 and press Enter so the cell cursor moves to cell A4.

6. In cell A4, type Interest, and press Tab so the cell cursor moves to
cell B4.

7. Type .05 and press Enter so the cell cursor moves to cell A5.
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8. Type Periods and press Tab so the cell cursor moves to cell B5.
9. Type 360 and press Enter so the cell cursor moves to cell A6.
10. Type Payment and press Enter so the cell cursor moves to cell A7.

The worksheet looks like Figure 5-12 at this point.

A B C

M lcul .
ortgage Calculator The Formula bar is the text area

immediately above the worksheet
grid, to the right of the Name box.
Interest 0.05 . ; .
—— 260 This bar shows the active cell’s
contents. When the content is
Payment .
t‘ text or a number, what appears in
= the cell and what appears in the
Formula bar are identical. When

Loan Amo 250000

- R N I TV R

Figure 5-12 the content is a formula or func-
tion, the Formula bar shows the
actual formula/function, and the
cell itself shows the result of it.

11. Save the file as Lesson 5 Mortgage.
xlsx.

Leave the workbook open for the next exercise.

Editing cell content

If you need to edit the content in a cell, you can
v 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.
v Click the cell to select it and then type a new entry to replace

the old one.

If you decide you don’t want the text you typed in a particular cell, you can
get rid of it in several ways:

v Select the cell; then right-click the cell and choose Clear Contents from
the menu that appears.

v Select the cell; then choose Home=>Clear=>Clear Contents.
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v Select the cell, press the spacebar, and then press Enter. This technically
doesn’t clear the cell’s content, but it replaces it with a space.

v Select the cell and press the Delete key.

Don't confuse the Delete key on the keyboard (which issues the Clear command)
with the Delete command on the Ribbon. The Delete command doesn't c/earthe cell
content; instead, it removes the entire cell. You find out more about deleting cells in
the upcoming section, “Changing the Worksheet Structure.”

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 applica-
tions 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 the cell cursor and issue the Paste command. If you do something
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 “Copying and moving data between cells” later in this chapter.

In the following exercise, you edit text in a worksheet.
Files needed: Lesson 5 Mortgage.xlsx
1. In the Lesson 5 Mortgage file from the preceding exercise, click in

cell A3.

2. Click in the Formula bar to move the insertion point there, double-
click the word Loan to select it, press the Delete key, and then press
the Delete key again to delete the space before the remaining word
Amount.

3. Press Enter to finalize the edit.
The cell cursor moves to cell A4.

4. Click in B3, type 300000, and press Enter.
The new value replaces the old one.

5. Right-click cell B4 and choose Clear Contents. Then type 0.0635 and
press Enter.
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6. Click cell B5 to select it and then double- . B

click in B5 to move the insertion point b
Mortgage Calculator

there. Position the insertion point to the 1

right of the 6, press the Backspace key 2

twice, and type 18, changing the value in 3 /Amount 300000

the cell to 180. Press Enter. 4 |Interest 0.0635

The worksheet looks like Figure 5-13. 5 |Periods 180
7. Click the Save button on the Quick 6 [payment [ ]

Access toolbar to save the changes to the 7

workbook. Figure 5-13

Leave the workbook open for the next exercise.

Copying and moving 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.

Here are the two methods you can use to move content:

+ Mouse method: Point at the dark outline around the selected range and
then drag to the new location. If you want to copy rather than move,
hold down the Ctrl key while you drag.

v Clipboard method: Choose Homer>Cut or press Ctrl+X. (If you want to
copy rather than simply move, choose Home=>Copy rather than Cut or
press Ctrl+C.) Then click the destination cell and choose Homer>Paste
or press Ctrl+V.

\3
) If you're moving or copying a multicell range with the Clipboard method,

you can either select the same size and shape of range for the destina-
tion, or you can select a single cell, in which case the paste occurs with
the selected cell in the upper-left corner.

In the following exercise, you move and copy cell content by using two
methods.
Files needed: Lesson 5 Mortgage.xlsx
1. In the Lesson 5 Mortgage file from the preceding exercise, select the
range A1:B6.

To do so, click Al, hold down the left mouse button, and drag to cell B6.
Then release the mouse button.
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2. Point at the border of the selection so the mouse pointer shows a
four-headed arrow along with the arrow pointer.

3. Drag the selection to C1:D6.

An outline shows the selection while you drag the selection, and a
ScreenTip shows the cell address of the destination, as shown in
Figure 5-14.

Outline of selection area  ScreenTip

A B C D E
1 |Mortgage Calculator]
2
3 |Amount 300000
4 |interest  0.0635 s clibe
5 |Periods 180
6 |Payment |
’ A
8
9
Figure 5-14

4. Click cell C1 and press Ctrl+X to cut.
A dotted outline appears around C1.

5. Click cell B1 and press Ctrl+V to paste.
The text moves from C1 to B1.

6. Select C3:D6 and then choose Homer>Cut.

7. Click cell B3 and then choose
Homer=>Paste.

A B C D

1 Mortgage Calculator
The completed worksheet is 2
shown in Figure 5-15. 3 pPy— 3
8. Click the Save button on the 4 Interest 0.0635
Quick Access toolbar to save - )
P d 180
the changes to the workbook. 2 eriods
6 Payment
7

Leave the workbook open for the
next exercise. 2
Figure 5-15
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Using AutoFill to fill cell content

When you have a lot of data to enter and that
data consists of some type of repeatable pat-

tern or sequence, you can save time by using The fill handle is the little black
AutoFill. To use AutoFill, you select the cell or square in the lower-right corner
cells that already contain an example of what of the selected cell or range.

you want to fill and then drag the fill handle.

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:

1 When 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 auto-
matically increments those. For example, if the selected cell contains
August, AutoFill places September in the next adjacent cell.

» When AutoFill doesn’t recognize the selected text, it fills the chosen cell
with a duplicate of the selected text.

»* When AutoFill is used on a single cell containing a number, it fills with a
duplicate of the number.

v When AutoFill is used on a range of two or more cells containing num-
bers, AutoFill attempts to determine the interval between them and con-
tinues 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.

In the following exercise, you AutoFill cell content using two methods.
Files needed: Lesson 5 Mortgage.xlsx
1. In the Lesson 5 Mortgage file from the preceding exercise, select cell
A8 and type Amortization Table.
2. Type the following:
a. In cell A10, type Date.

b. In cell B10, type Pmt#.

c. In cell A1l, type January 2015. (Note that Crosshair mouse pointer
Excel automatically changes it to Jan-15.) hovering over the fill handle

d. Incell B11, type 1.
10 Date Pmt#
3. Click cell A11 and move the mouse pointer n | Jan-15) 1
over the fill handle. 12 r

The mouse pointer becomes a black cross- )
hair, as shown in Figure 5-16. Figure 5-16
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where the date is December 2029 and the

193

. Drag the fill handle down to cell A22. A B
The first year of dates fill in the cells, as ,gs Date —
shown in Figure 5-17. Y - ]

. Click cell B11 and drag the fill handle down |'?| Feb15
to C22. The same number fills all the cells. :: Ta:ﬁ
That’s not what you want for this exercise, = M:v—15
so press Ctrl+Z to undo the fill. 16| Jun-1s

. Click cell B12, and type 2. Select B11:B12 and :: A“"ﬁ

ug-
then drag the fill handle down to cell B22. 19|
Figure 5-18 shows the completed series. 20| Oct-15
21| Nov-15

. Select A22:B22 and drag the fill handle 22| Dec15
down to B190. 23 CH
Both series are filled in, down to row 190, “

payment number is 180 Fill handle dragged down to

cell A22.
QP Figure 5-17
Here you do Step 7 because the number of
periods for this loan is 180 (see cell C5), so
the number of payments should be 180 in the A B
amortization table. ¢
10 |Date Pmit#
. Press Ctrl+Home to return to the top of the 11| Jan-15 1
worksheet. 12| Feb-15 2
. R 13 Mar-15 3
. Click the Save button on the Quick Access 14| Apr1s :
toolbar to save the changes to the workbook. |;:| ay-15 5
. Choose Filer>Close to close the workbook. | Jun-15 5
17|  Jul-1s 7
Leave Excel open for the next exercise. 18] Aug-15 £
19| Sep-15 9
20| Oct-15 10
e e 21 MNov-15 11
Using Flash Fill to 2| et 1
23 (=54
extract content 24
New in Excel 2013, the Flash Fill feature enables

Fill handle dragged down to
cell B22.

Figure 5-18

you to extract data from adjacent columns intel-
ligently by analyzing the patterns in that data.

For example, suppose you have a list of e-mail
addresses in one column, and you would like the
usernames (that is, the text before the @ sign) from
each e-mail 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.
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In the following exercise, you use Flash Fill to extract first and last names into
separate columns. This exercise also demonstrates how to open files in Excel
and save them with different names, a skill you use throughout this book.

Files needed: Lesson 5 Names.xlsx

1. Open the Lesson 5 Names.xlsx file and A B C
save it as Lesson 5 Roster.xlsx. 1 Membership Roster
2
2. In cell B3, type Tom, and in cell C3, type 3 |Tom gailey Tom  Bailey
Baile 4 |Latasha Newland Latasha MNewland
y' 5 |leff Brown

»
6 |Cindy Gallant

3. In cell B4, type Latasha, and in cell C4, type + |Both Davis

Newland. & |Rodney Boyer
9 |Mindy Castle
See Figure 5-19 for the result. 0
4. Click cell B5. Figure 5-19

For Flash Fill to work, the active cell must be
in the column that you want to fill.

5. On the Home tab, in the Editing group, click the Fill button to open a
menu.

6. Choose Flash Fill, as shown in Figure 5-20.

The first names fill into column B for the remaining entries on the list.

Fill button
H ©- L = Lesson 5 Rosterxse - Bxcel 7 @A - x
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Faithe Wempen -
Catibr p Pra S 9 5 [Genen ~| & Conditional Formatting - ?’\men QY H
o B - [Z7 Format as Table = Fx Delete ~ (W]~ S
aste . . LA === F5- . o o el ok R il
g BIU-|E- D-ASS=&EF $-% 0 RS Beasyes- B Format~ | [§) Down
Clipboard & Font ] Alignment & MNumber F) Styles Cells E Right
BS - £ Up
Left
A B c D E F G H 1 J K L
1 IMembership Roster Series
2 Justify
3 |Tom Bailey Tom Bailey
= hFill
4 |Latasha Newland Latasha Newland g %? !
5 |JeffBrown
6 |Cindy Gallant
7 |Beth Davis
8 |Rodney Boyer
9 |Mindy Castle
10
11

Figure 5-20

7. Click cell C5.

8. On the Home tab, in the Editing group, click the Fill button again, and
then choose Flash Fill again.
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The last names fill into column C for the A B c
remaining entries on the list, as shown in 1 IMembership Roster
Figure 5-21. 2 . .
3 |Tom Bailey Tom Bailey
. 4 |Latasha Newland Latasha Newland
9. Choose File>Close to close the workboolf. E]efrerown st [arown ]
When prompted to save your changes, click 6 [cindyGallant  Cindy  Gallant
Save 7 |Beth Davis Beth Davis
° 8 |Rodney Boyer Rodney Boyer
9 |Mindy Castle Mindy  Castle
Leave Excel open for the next exercise. 0
Figure 5-21

Changing the Worksheet Structure

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.

Inserting and deleting rows and columns

When you insert a new row or column, the existing ones move to make room
for it. You can insert multiple rows or columns at once by selecting multiple
ones before issuing the Insert command. (There’s no limit on the number you
can insert at once!) Similarly, you can delete multiple rows or columns by
selecting them before using the Delete command.

In the following exercise, you insert and delete rows and columns.

Files needed: Lesson 5 Mortgage.xlsx

1. Reopen the Lesson 5 Mortgage 2 @ - A %
file you created earlier in the Faithe Wempen ~
chapter and click anywhere in
column A. i %E:'”Te"‘ 'C “2 Ay W

Insert Cells...

2. On the Home tab, click the down ;El. 2 Insert Sheet Rows ;T:ﬁ
arrow on the Insert button and “4° Insert Shet Colpgns ~
choose Insert Sheet Columns, as D insert Sheet .
shown in Figure 5-22. -

L ¥ M o) p -
A new column is placed to the

left of the selected column.
Figure 5-22
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3. Click the column header for A B C D E
column A to select the entire 1 Mortgage Calculator
column and then choose 2
HomeDelete. j ‘[‘;T;::: 0322‘3’:
The entire column is deleted. 5 Periods 180

6 Payment

4. Select rows 7 and 8 by dragging .
across their row headers and g
then choose Homer>Insert. 9  Amortization Table
Two new rows are inserted. f Date ot

5. Click any cell in row 7; then, 12| Jan-15 1
from the Home tab, click the 13| Feb-15 2
down arrow on the Delete “ Tar'ﬁ i
button and choose Delete Sheet ; M:;: 5 5
Rows. 17| Jun-15 6
Figure 5-23 shows the worksheet | '8 Jul-l5 7
after the insertions and 9] Augls 8

. 20 Sep-15 9
deletions. o T 10
22 MNov-15 11
Save the changes and leave the work- 23| Decis 12
book open for the next exercise. 24
Sheetl @)

Inserting and deleting %%
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 so, the surround-
ing cells shift. In the case of an insertion, cells 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.

“‘QN\BEB
& 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 direc-
tion 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 content immediately below the deleted cell, Excel
shifts it up. You can still override that, though, as needed.

In the following exercise, you insert and delete cells.
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Files needed: Lesson 5 Mortgage.xlsx Column A is off one row in
relation to column B.
1. In the Lesson 5 Mortgage file from the {
preceding exercise, select A1:A6 and then A B C

choose Home=>Delete. 1 | _|
2 |Mort Calculat
Excel guesses that you want to move the R Orenee L2 C:;}{;}r
existing content to the left, and it does so. p Amount/o 0635
2. Click cell A1, and choose Homer>Insert. 5 |Interest 180
6 Periods /
Excel guesses that you want to move the = Py—
existing content down, which is incorrect. s ¥
The content in column B is off by one row, as _
shown in see Figure 5-24. Figure 5-24

3. Press Ctrl+Z to undo the insertion; then
from the Home tab, click the down arrow Insert ? “
to the right of the Insert button and choose
Insert Cells.

Insert

The Insert dialog box opens, as shown in o dow;

Figure 5-25. () Entire row
4. Select Shift Cells Right and then click OK. () Entire column

A new cell Al is inserted, and the previous

Al content moves into B1. Concel
5. Save the changes to the workbook. Figure 5-25

Leave the workbook open for the next exercise.

Working with Worksheets

Each new workbook starts with one sheet — Sheetl. (Not the most interest-
ing name, but you can change it.) You can add or delete worksheets, rear-
range the worksheet tabs, and apply different colors to the tabs to help
differentiate them from one another, or to create logical groups of tabs.

In the following exercise, you insert, rename, and delete worksheets, and you
change a tab’s color.

Files needed: Lesson 5 Mortgage.xlsx

1. In the Lesson 5 Mortgage file from the preceding exercise, double-
click the Sheetl worksheet tab to move the insertion point into it.
2. Type Calculator and press Enter.

The new name replaces the old one.
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3. Right-click the worksheet tab, choose Tab Color, and click the Red

standard color, as shown in Figure 5-26.

10

12
13

15
16
17
18
19
20
21
22
23
24

Date

Jan-15
Feb-15
Mar-15
Apr-15
May-15
Jun-15
Jul-15
Aug-15
Sep-15
Oct-15
Nov-15
Dec-15

Pmit#
1
Insert...
R Delete
Bename
Move or Copy... n
& viewCoce Theme Colors Tab colors appear faint when the
[ Protect Sheet.. EENENEE. tab is active, but solid and bright
TabColor b I I when that tab is not active.
R T T
Standard Colors
Select All Sheets W %1 EEEEE
_Calcuwim w [ "o color

’.1 More Colors...

New Sheet button

Figure 5-26

4. Right-click the Calculator tab and choose Insert.

The Insert dialog box opens, as shown in Figure 5-27.

5. Click Worksheet and then click OK.

A new sheet named Sheet1 is inserted.

Insert “
General | Spreadsheet Solutions
8 . &
u = EE _
Worksheet Chart MS Excel 4.0 MS Excel 5.0 Preview
Macro Dialog
Welcome to
Brceladtx Preview not available.
[ e mofiam o ] [cowi ]

Figure 5-27
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6. Click the New Sheet button to the right of the existing tabs.

The New Sheet button looks like a plus sign inside a circle. (Refer to
Figure 5-26.) Another new sheet named Sheet?2 is inserted.

7. Click the Sheetl tab and then right-click it and choose Delete.
The sheet is deleted.
8. Double-click the Sheet2 tab, type Amortization, and press Enter.
9. Double-click the tab on the Amortization sheet, type Chart, and press

Enter.

The two tabs in the workbook 22
are named and arranged as 23
shown in Figure 5-28. 24

Chart |eIENEGT )

10. Save the changes to the
workbook.

Figure 5-28
Close the workbook and exit Excel.

Summing Up

Excel is an excellent choice for storing data in rows and columns. In this
chapter, you learned how to navigate the Excel interface, including entering
and editing content in cells, inserting and deleting cells, and selecting ranges.
Here’s a quick review:

v Excel data files are called workbooks. Each workbook can hold
multiple worksheets. Each worksheet has a tab at the bottom of
the Excel window for quick access to it.

v Each cell has a cell address consisting of the column letter and row
number, such as Al.

v The active cell is indicated by the cell cursor, a thick green outline. You
can move the cell cursor with the mouse or the keyboard arrow keys.
When you type text, it is entered into the active cell.

v Arange is a selection that consists of one or more cells. (It’s usually
more than one.) A contiguous range consists of a single rectangular
block of cells.

v To clear cell contents, select the cell and press the Delete key or choose
Homer>Clear=>Cell Contents.
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+* To move data between cells, select the cells and then drag the outline
around them, or use the Cut and Paste commands. To copy data,
hold down Ctrl and drag the cells, or you can use the Copy and Paste
commands.

v To fill data from the selected range to adjacent cells, drag the fill handle,
which is the green rectangle in the lower-right corner of the selected
range.

v To use Flash Fill to intelligently fill columns, complete a few examples
and then use the Home>Fill=>Flash Fill command.

v To insert a row or column, from the Home tab, open the Insert button’s
menu and choose either Insert Sheet Rows or Insert Sheet Columns,
respectively.

» When you insert individual cells, the existing content moves over to
make room. You can choose which direction it needs to move.

v To insert a new sheet, right-click an existing sheet and choose Insert. To
delete a sheet, right-click its tab and choose Delete.

v To rename a sheet, double-click its tab name and type a new name.

Try-it-yourself lab
Complete the following exercise for extra practice with Excel:

1. Start Excel, and start a new blank workbook.
2. In cell A1, type Membership List.

3. In row 3, enter the column headings you would need to store informa-
tion about the members of an organization you’re part of.

For example, you might have First Name, Last Name, and Phone.

4. Starting in row 4, enter the information about the members of the
organization.

If the organization has many members, you do not have to enter every
member in the list.

5. Insert a new column between two of the existing columns.

For example, you could enter a MI column (for Middle Initial) between
First and Last.

6. Change the name of the worksheet tab to Membership.
7. Save your workbook as Lesson 5 Lab.xlsx.

8. Close your workbook and then close Excel.
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Know this tech talk

active cell: The cell in which new content that you type will be placed.
cell address: The column letter and row number of a cell, such as Al.
cell cursor: The thick green border surrounding the active cell.

cell: The intersection of a row and column in a spreadsheet.

contiguous: A range in which all the selected cells are adjacent to one
another in a rectangular block.

fill handle: The small square handle in the lower-right corner of a
selected range.

Flash Fill: A new feature in Excel 2013 that intelligently fills columns with
data based on the example of data in adjacent cells.

Formula bar: The bar above the worksheet grid where the formula
appears from the selected cell.

Name box: The box to the left of the Formula bar that lists the active
cell’s cell address.

range: One or more selected cells.

spreadsheet: A grid of rows and columns in which you can store data.
workbook: An Excel data file.

worksheet: The Excel term for a spreadsheet.

worksheet tabs: Tabs at the bottom of a workbook for each worksheet
that it contains.
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Ing Formulas an
unctions in Exce

v Formulas perform math calculations on fixed
m e e : numbers or on cell contents.

. c o
Appliance Sales

v The order of precedence seftles any uncertainties
about which math operations execute first.

v Cell references that include sheet names can
reference cells on other sheets.

— 3 v Relative cell referencing allows cell references to
automatically update when copied. Absolute cell
= referencing keeps a cell reference fixed when copied
B : to other locations.

v Functions perform complex math operations on cell
AVERAGE(numberi,number2,...) COntent‘

Returns the average (arithmetic mean) of its arguments, which can be
numbers or names, arrays, o references that contain numbers.

v Named ranges substitute friendly, easy-to-understand

B words for plain cell and range addresses.

v The new Quick Analysis feature displays formatting,
charts, tables, and more that aid analysis.




. What character must all formulas and functions start with?
FiNd OUt ON PAZE ...eeeieiiiiiiieeieeteteteeee ettt
. Which comes first in a formula: exponentiation or division?
Find OUt ON PAZE ..cuveeiieiiiiiieieciectectee ettt et e st e st saaesaeesaeeveens
. How do you reference a cell on a different worksheet?

FiNd OUt ON PAZE ...eeeieiiiiiiieeieeteteteeee ettt
. What does a dollar sign mean in a cell address?

Find OUt ON PAZE ..cveeiieiiiiiieieciectectee ettt et e sae st esreesaeesaeeseens
. How do you refer to a range in a function?

FiNd OUt ON PAZE ....veiniiiiiiiieieeeteteeeee ettt

. How can you use a function if you don’t know its
exact name?

Find OUt ON PAZE ..c.veeiiiiiiiiieieeieeetet ettt st saeesaeebeens
. What function inserts today’s date?

FiNd OUt ON PAZE ....eeiniiiiiiiieieeeteteeeee ettt
. How do you create a name to refer to a range of cells?

FiNd OUt ON PAZE ..ceveeiiiiiiiiieiecietetee ettt st saeesaesseens

. What tool enables you to color cells based on the
cells’ values?

Find out ON PAZE ..coviiiiiieiiiieieceeeeeeee ettt



ath. 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. That capability 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 functions to create handy financial spreadsheets.

Finding Out About Formulas

In Excel, formulas are different from regular text in two ways:

v Formulas begin with an equal sign, like

this: =2+2.
A formula is a math calculation,
like 2+2 or 3 (4+1). In Excel,
a formula can perform calcula-
tions with fixed numbers or cell

v 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.

contents.

Writing formulas that calculate

Excel formulas can do everything that a basic calculator can do, so if you're
in a hurry and don’t want to pull up the Windows Calculator application, you
can enter a formula in Excel to get a quick result. Experimenting with this
type of formula is a great way to get accustomed to formulas in general.



Chapter 6

\\J

,sgb

e,

WBER

Excel also has an advantage over some basic calculators (including 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.

Just as in basic math, formulas are calculated by an order of

precedence. Table 6-1 lists the order.

Order Item Example

1 Anything in parentheses =2*(2+1)
2 Exponentiation =273

3 Multiplication and division =1+42%2

4 Addition and subtraction =10-4

In the following exercise, you enter some formulas that perform simple math
calculations.

Files needed: None

1. Launch Excel if needed and

open a new blank workbook.

If you already have another
workbook open, press Ctrl+N to
create a new workbook.

2. Click cell A1, type =2+2, and
press Enter.

The result of the formula
appears in cell Al.

3. Click cell Al again to move the
cell cursor back to it; then look

Formula bar shows the formula.

B H ©- & T

g

%

Fy -
Paste "

Clipboard

Al

[ 4

1
2
3
4

ME INSERT

Calibri

B I U-

Font

PAGE LAYOUT

o< A A

- oA~

5

[F}

=242

FORMULAS g

m

%
:

il
it

Alignment

in the Formula bar.

Notice that the formula you
entered appears there, as shown
in Figure 6-1.

Cell shows the result

F

igure 6-1

of the formula.



4. Click cell A2, type =2+4*3, and

Finding Out About Formulas

Formula bar shows the formula.

press Enter.
The result of the formula H ©- -
appears in cell A2. HOME  INSERT  PAGELAYOUT | FORMULAS
In this case, because of the order g;’ Calibri AN [TEE
of operations (see Table 6-1), the Paste . B I U- - H-A-|lE==e
multiplication was done first (4 Clpboard Font . Aionme
times 3 equals 12), and then 2 - PR mr
was added for a total of 14. = ol B
A B C D E F
5. Press the up-arrow key once to 1 1
move the cell cursor back to A2 2 14]
and examine the formula in the j
formula bar. (See Figure 6-2.) 5
6. In cell A3, type =(2+4)*3 and :
press Enter.

Cell shows the result

In this case, the parentheses of the formula.

forced the addition to occur first
(2 plus 4 equals 6), and then 3
was multiplied for a total of 18.

Figure 6-2

7. Press the up-arrow key once Formula bar shows the formula.
to move the cell cursor back to
A3 and then note the formula
PR H o L -
shown in Figure 6-3. h
HOME INSERT PAGE LAYOUT FORMULAS
8. Clqse th;al workboo.k without gs e Tn A a ==ms
saving changes to it. -~ %v Bru- e dea-l=z=e
Leave Excel open for the next exercise. Clipboard 1 Font =y Alionmeny
A3 M Fe || =(2+4)*3
a_a A B C D E F
Writing formulas that |~ =
reference cells o
One of Excel’s best features is that it 6

can reference cells in formulas. When
a cell is referenced in a formula, what-
ever value it contains is used in the
formula. When the value changes, the
result of the formula changes too.

Cell shows the result
of the formula.

Figure 6-3

In the following exercise, you enter some formulas that contain cell references.
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Files needed: Lesson 6 Budget.xlsx

1. Open Lesson 6 Budget.xlsx from the data files for this chapter and

save it as Lesson 6 Budget Calculations.xlsx.
2. In cell E6, type =E4.

The value shown in E4 is repeated in cell E6.

\P . . .
p In cell E6, you could have just as easily retyped the value from E4, but this
way if the value in E4 changes, the value in E6 also changes.

3. In cell B7, type =B4+B5+B6 so that B7 shows $1,425; in cell B15, type
=B10+B11+B12+B13+B14 so that B15 shows $975.
A\ . . o .
Typing each cell reference is a lot of work. Later in this chapter in the
section “Introducing Functions,” you see how to use the SuM function to
dramatically cut down on the typing required to sum the values in many
cells at once.
4. In cell B17, type =B7+B15 so that B17 shows $2,400; in cell E9, type
=E6-B17 so that E9 shows —-$578. (See Figure 6-4.)

A B C D E F

1 Budget

2

3 Fixed Expense Income

4 Rent $850 Paycheck 51,822

5 Car Payment $325

6 Studentloan  $250 $1,822

7 Total Fixed 51,425

g

9 |Variable Expense -55?8_

10 Utilities 5175

1 Food 8450 Correction %

12 Entertainment S150

13 Clothes 5100

14 Miscellaneous 5100

15 Total Variable §975
16
7 $2,400
18
19
20
21

Sheet! | Sheetz | Sheet3 (&)

Figure 6-4
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5. In cell E11, type =E9/B17.
The value -24.08% appears in E11.

6. Save and close the workbook.

Leave Fxcel open for the next exercise.

A\
This worksheet was set up to use the appropriate formatting for each
cell so that the formulas make sense. You learn to do this in Chapter 7.

Referencing a cell on another sheet

When referring to a cell on the same sheet, you can simply use its column
and row: Al, 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, followed by an exclama-
tion point, followed by the cell reference, like this:

=Sheetl!A2

In the following exercise, you practice using this notation by creating some
multisheet formulas.

Files needed: Lesson 6 Sheets. A B c d
xlsx ]
2 Rent S850
1. Open Lesson 6 Sheets.xlsx 3 Car Payment $325
from the data flle§ for this 4 Student Loan $250
chapter and save it as Lesson 5 Total Fixed  $1,425

6 Budget Sheets.xlsx. 6

7

8

c

? Variable Expense
p This workbook has the same Utilitles] G175
data that you worked with in the Food| 450
preceding exercise, butthe data | 0| Entertainment  $150
is split into multiple worksheets. | ' _ Clothes  $100
12 Miscellaneous $100
2. Click the workbook’s Expenses 13|  Total Variable $975

tab and look at the data there. 14

When calculating the overall 15

budget amount in Step 4, you will 1?
refer to cell B15. (See Figure 6-5.) '

10

Figure 6-5
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3. Click the workbook’s Income tab and look A B
at the data there. 1 Income
In Step 4, you will refer to cell B4. (See i Paycheck| 1,622
Figure 6:6.) s
4. Click the workbook’s Overall tab, click in 5
cell B3, and type =Income!B4-Expenses!B15. Figure 6-6

Cell B3 displays —$578.

If you hadn’t looked at the cells to reference n B c
on the other tabs, you might have been at a . Budget

loss as to what to type when constructing the )

formula in this step. 3 578

4
5 |Correction % -24%

You can use another method to refer to cells
when writing a formula. The next steps prac- 6
tice that method. ’

8

5. In cell B5, type =B3/.

6. Click the Expenses tab, click cell B15, and
press Enter.

Figure 6-7

The display jumps back to the Overall tab and completes the formula, as
shown in Figure 6-7.

7. Save the changes to the workbook and close it.

Leave Excel open for the next exercise.

Moving and Copying Formulas

In Chapter 5, 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 absolute referencing in formulas and
how you can use them to get the results you want when you copy.

Copying formulas with relative referencing

When you move or copy a formula, Excel automatically changes the cell refer-
ences to work with the new location. That’s because, by default, cell references
in formulas are relative references. For example, in Figure 6-8, suppose you
wanted to copy the formula from B5 into C5. The new formula in C5 should refer
to values in column C, not to column B; otherwise the formula wouldn’t make
much sense. So, when B5’s formula is copied to C5, it becomes =C3+C4 there.
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Formula in B5 is relative.

B5 - 5 :|33+|34+
A | B | C D E A relative reference is a cell ref-
! erence that changes if copied to
: January _February another cell.
3 |South 54 14
4 |North 23 67
5 [total | 77l
6
7

When formula is copied from B5 to C5,
it becomes =C3+C4.

Figure 6-8

In this exercise, you copy formulas using relative referencing (the default) and
examine the results.

Files needed: Lesson 6 Appliance.xlsx

1. Open Lesson 6 Appliance.xlsx from the data files for this chapter
and save it as Lesson 6 Appliance Sales.xlsx.

2. On Sheetl, click cell B13 and examine the formula in the Formula bar,
which contains references to values in column B. (See Figure 6-9.)

B13 - b3 =B4+B5+B6+B7+B3+B3+B10+B11
A B C D E F G H
1 Appliance Sales
2
3 |ltem Ql Q2 Q3 Q4 Total Bonus
4 | Blenders 90 49 81 76 296
5 |Dishwashers 99 30 38 91
o |Ranges 66 91 59 42
7 |Refrigerators 95 69 39 60
4 Mixers 71 42 75 75
9 |Toasters 34 35 44 75
10 Bread Makers 87 74 73 63
11 |Food Processors 77 86 42 74
12
13 |Total 619.
14
15 |Sales Bonus Per ltem 510
16

Figure 6-9
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3. Press Ctrl+C to copy the formula to the Clipboard (a dotted outline
appears around B13) and then select C13:E13 and press Ctrl+V to
paste the formula into those cells. Then press Enter.

4. Click cell C13

and examine the formula in the Formula bar, which

contains references to values in column C. (See Figure 6-10.)

Cc13 - I =CA+C5+CO+CTHCE+CO+C10+C11
A B C D E F G H
! Appliance Sales
2
3 | ltem qQl Q2 Q3 Q4 Total Bonus
4 |Blenders 90 49 81 76 296
5 |Dishwashers 99 20 38 91
& |Ranges 66 91 59 42
7 |Refrigerators 95 69 39 60
8 |Mixers 71 42 75 75
9 |Toasters 34 55 44 75
10 |Bread Makers 87 74 73 63
11 |Food Processars 77 26 42 74
12
13 |Total 61‘3' 546.| 451 556
14
15 |Sales Bonus Per Item $10
16

Figure 6-10

5. Click cell F4 and then drag the fill handle down to F11.

The formula from F4 is copied into that range, and the row numbers
change to refer to the new positions, as shown in Figure 6-11.

F4 - e || =Ba+Ca+Da+E4
A B C D E F G
1 Appliance Sales
2
3 |ltem Q1 Q2 Q3 Q4 Total Bonus
4 [Blenders 90 49 81 76| 296
5 |Dishwashers 99 80 38 91 308
6 |Ranges 66 91 59 42 258
7 |Refrigerators 95 69 39 60| 263
8 |Mixers 71 42 75 75 263
9 [Toasters 34 55 44 75 208
10 |Bread Makers 87 74 73 63 297,
11 |Food Processors 77 36 a2 74 2791
12 =
13 |Total 619 546 451 556
14
15 |Sales Bonus Per Item 510
16

Figure 6-11
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6. Click each of the cells in the F column and examine their formulas in

the Formula bar.
Note that each one uses the correct row number.

7. Save the changes to the workbook.

Leave the workbook open for the next exercise.

Copying formulas 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 refer-
ence to that cell. To make a reference abso-
lute, you add dollar signs before the column
letter and before the row number. So, for
example, an absolute reference to cell C1
would be =$C$1.

If you want to lock down only one dimension
of the cell reference, you can place a dollar
sign before only the column or only the row.

An absolute reference is a cell
reference that doesn't change
when copied to another cell. You
can mix relative and absolute
references in the same formula.
When you do, the result is a mixed
reference.

For example, =$C1 would make only the column letter fixed, and =C$1 would

make only the row number fixed.

In this exercise, you create absolute references and copy formulas that

contain them.

Files needed: Lesson 6 Appliance Sales.xl1sx from the preceding exercise

1. In Lesson 6 Appliance Sales.xlsx, click cell G4 and type

=F4*$B$15. Press Enter.

The formula multiplies cell F4 by cell B15, referring to F4 with a relative
reference and referring to B15 with an absolute reference.

2. Click cell G4 again and then drag the fill handle down to G11, copying

the formula to that range.

3. Click cell G11 and examine its formula in the Formula bar, as shown

in Figure 6-12.
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G11 - £ =F11*3B515
A B C D E F G H

! Appliance Sales

2

3 Iltem Q1 Q2 Q3 Q4 Total Bonus

4 |Blenders 90 43 81 75 296 $2,960

5 | Dishwashers 99 80 38 91 308 53,080

6 |Ranges 66 91 59 42 258 $2,580

7 |Refrigerators 95 69 39 60 263 $2,630

8 |Mixers 71 42 75 75 263 32,630

4 |Toasters 34 55 a4 75 208 $2,080

10 |Bread Makers 87 74 73 63 297 32,970

1 |Food Processors 77 86 42 74 279 52,?‘30.
12 e
13 |Total 619 546 451 556

14

15 |Sales Bonus Per ltem 510
Figure 6-12

A\

Notice that the reference to column F is updated to show cell F11, but
the reference to cell B15 has remained fixed.

4. Select F11:G11 and then press Ctrl+C to copy; select F13:G13 and then
press Ctrl+V to paste. Then press Enter.

5. Click cell G13 and examine the formula in the Formula bar to confirm
it is correct.

You could have dragged the fill handle all the way down to cell G13in
Step 2 so you wouldn't have to copy and paste the formula into G13in
Step 4. However, there still would have been another step because you
would have had an extraneous function in cell G12 that you would've had
to delete.

6. Save the changes to the workbook.

Leave the workbook open for the next exercise.
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Introducing Functions

Sometimes, as you've seen in earlier exercises in this chapter, it’'s awkward
or lengthy to write a formula to perform a calculation. For example, suppose
you want to sum the values in cells Al through A10. To express that as a for-
mula, you’d have to write each cell reference individually, like this:

=A1+A2+A3+A4+A5+A6+A7+A8+A9+A10

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
A1:A10, there is only one column, so the upper-left corner is cell Al, and the
lower-right corner is cell A10.

In Excel, a function refers to a certain math calculation. Functions can greatly reduce the
amount of typing you have to do to create a particular result. For example, instead of using the
=A1+A2+A3+A4+A5+A6+A7+A8+A9+A10 formula, you could use the SUM function like
this: =SUM (A1:A10).

An argument is a placeholder for a number, text string, or cell reference. For example, the
SUM function requires at least one argument: a range of cells. So, in the preceding example,
Al:A10 is the argument. The arguments for a function are enclosed in a set of parentheses.

The syntax is the sequence of arguments for a function. When there are multiple arguments
in the syntax, they are separated by commas.

S Range references cannot be used in simple formulas — only in func-
tions. 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.

Each function has one or more arguments, along with its own rules about
how many required and optional arguments there are and what they repre-
sent. You don’t have to memorize the sequence of arguments (the synfax) for
each function; Excel asks you for them. Excel can even suggest a function to
use for a certain situation if you aren’t sure what you need.

Using 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)
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You don’t have to use a range in a SUM function; you can specify the individ-
ual cell addresses if you want. Separate them by commas, 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)
In this exercise, you replace some formulas with equivalent functions.

Files needed: Lesson 6 Appliance Sales.xlsx from the preceding
exercise

1. In Lesson 6 Appliance Sales.xlsx, click cell B13 and type
=SUM(B4:B11). Then press Enter.

This function replaces the formula that was previously there. The value
in the cell is 619.

2. Enter a function using another method:
a. Click cell C13 and type =SUM(.

b. Drag across the range C4:C11 to select it and then press Enter to enter
that range into the function in cell C13.

The value in the cell is 546.
3. Use the AutoSum button to enter a function:

a. Click cell D13 and then choose Formulas=>AutoSum, as shown in
Figure 6-13.

A dotted outline appears around B13:C13. However, this is not the
range you want to sum.

b. Drag across D4:D11 to select that range and then press Enter.
The value in D13 is 451.

c. Click cell D13 and drag the fill handle to cell F13, copying the func-
tion to the adjacent cells.

Figure 6-14 shows the sheet when finished.

Note that the sheet doesn’t look any different than before; the functions
perform the exact same calculations that the formulas did previously.

4. Save the changes to the workbook.

Leave the workbook open for the next exercise.
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AutoSum
H - @& = Lessan 6 Appliance Sales.xlsx - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
fx > AutoSunf, - Logical = B Lookup & Reference - =] Define Name
IQ Recently Used - Text~ M Math & Trig ~ _r’[ Use in Formula
FJ:S;:m E Financial ~ ﬂ Date & Time ~ ! More Functions ~ I'v'::;:;i' 5 Create from Selection
Function Library Defined Names
B13 - x « & =SUM(B13:C13)
A B C D E F G H
1 Appliance Sales
2
3 | Item Qi Q2 Q3 Q4 Total Bonus
4 |Blenders 90 43 81 76 296 52,960
5 |Dishwashers 99 80 38 91 308 53,080
6 |Ranges 66 91 59 42 258 52,580
7 |Refrigerators 95 69 39 60 263 52,630
g |Mixers 71 a2 75 75 263 $2,630
9 |Toasters 34 55 a4 75 208 52,080
10 |Bread Makers 87 74 73 63 297 52,970
11 |Food Processors 77 86 42 74 279 $2,790
12
13110ta| ! 519 5461=5UM(B13:C13)
14 SUM(number, [number], ...}
15 |Sales Bonus Per ltem $10
16
Figure 6-13
F13 - S | =SUM(F4:F11)
A B C D E F G
1 Appliance Sales
2
3 Item il Q2 a3 Q4 Total Bonus
4 Blenders 90 a9 81 76 296 $2,960
5 Dishwashers 99 80 38 91 308 53,080
6 Ranges 66 91 59 42 258 52,580
7 |Refrigerators 95 69 39 60 263 52,630
8 Mixers 71 42 75 75 263 52,630
%@ Toasters 34 55 44 75 208 52,080
10 Bread Makers 87 74 73 63 297 52,970
11 | Food Processars 77 86 42 74 279 $2,790
12
13 |Total 619 546 451 556' 21?2' $21,720
14
15 Sales Bonus Per ltem 310
16

Figure 6-14
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Inserting 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 arguments. 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 descrip-
tive keywords. After you make your selection, it provides fill-in-the-blank
prompts for the arguments.

In this exercise, you find an appropriate function and use Insert Function to create it.
Files needed: Lesson 6 Appliance Sales.xlsx from the preceding exercise
1. In Lesson 6 Appliance Sales.xlsx, click cell A16 and type
Average Per Item/Qtr.
2. Click in cell B16 and then choose Formulas->Insert Function.

The Insert Function dialog box opens.

3. In the Search for a Function box, delete the placeholder text, type
average, and click the Go button.

A list of all the functions that have something to do with averages
appears, as shown in Figure 6-15.

Insert Function ? “
Search for a function:
average Go
Or select a category: Recommended T|

Select a function:

SUMIFS

AVERAGEIF

AVERAGEIFS

AVERAGEA

DCOUNTA

DAVERAGE e

AVERAGE(number1,number2,...)

Returns the average [arithmetic mean) of its arguments, which can be
numbers or names, arrays, or references that contain numbers,

Help on this function OK Cancel

Figure 6-15
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4. From the Select a Function list, select Average and click OK.
The Function Arguments dialog box opens.

5. If there is already a cell reference in the Number1 text box, delete it;
then click the Collapse Dialog button next to the Number]1 text box. (See
Figure 6-16.)

Collapse Dialog button

. 2
Function Arguments :
AVERAGE
Numberi | = number
Number2 | = number

Returns the average (arithmetic mean] of its arguments, which can be numbers or names, arrays, or references
that contain numbers,

Number1: numberl,number2,.. are 1to 255 numeric arguments for which you want
the average.

Formula result =

Help on this function Cancel

Figure 6-16

6. Drag across B4:E11 to select that range, as shown in Figure 6-17.

7. Press Enter or click the Expand Dialog button to return to the Function
Arguments dialog box (shown in Figure 6-18) and then click OK.

The function enters into cell B16 with the result of 67.875.

8. Click cell B16 and examine the =AVERAGE (B4 : E11) function in the
Formula bar.

9. Save the changes to the workbook.

Leave the workbook open for the next exercise.
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Range appears here.

H S @& -+ L 5 Applianc st -
HOME  INSERT ~ PAGELAYOUT | FORMU DATA  REVIEW  VIEW Faithe Wempen ~ H
f . ZAuteSum - [H Logical |EY Lookup & Rf-ference ] Define Name %ie Trace Precedents =
" |E Recently Used Text Math & Trig % Use in Formula % Trace Dependents &S
Insert ) ) Name ) N : Watch | Caleulation [3
Function B Financial |E Date & Time More Functions Manager ES Create from Selection | 15 Remove Arrows Window  Options~
Function Library Defined Names Formula Auditing Caleulation ~
B4 T ¢ X« fo | =AVERAGE(B4:E11) v
A B c D 3 F G H 1 J K L M N [4]
1 Appliance Sales
2
3 [Item Q1 Q2 a3 aa Total  Bonus
4 |Blenders. 30 49 81 76, 29 $2,960
5 |Dishwashers 99 80 38 91 308 $3,080
6 |Ranges 66 91 59 42, 258 $2,580
7 |Refrigerators 95 69 39 60! 263 $2,630
8 |Mixers 7 a2 75 75| <€ 263 52,630
9 |Toasters 34 55 . 75, 208 $2,080
10 |Bread Makers 87 7 73 63, 297 $2,970
11 |Food Processors 77 86 2 74 279 52,790
12
E Total 613 546 Function Arguments ?
15 |sales Bonus per Item $10 T
16 |average per ttem/atr [Ba:Eny) |
17
18
19
20 &
21
22
23 L
24
- -
Sheetl | Sheetz | Sheets | @ HED | |

Selected range Expand Dialog button

Figure 6-17

Preview of the values
Range appears here. in that range

Function Arguments ? -

AVERAGE

Number!  B4E11 &

Number2 B&i| = number

{90,49,81,76:99,80,38,91,66,91,59,42,...

= 67.875
Returns the average (arithmetic mean]) of its arguments, which can be numbers or names, arrays, or references
that contain numbers.

Number1: numberl,number2,... are 1 to 255 numeric arguments for which you want
the average.

Formula result = 67.875

Help on this fundtion

Figure 6-18
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Touring some basic functions

Excel has hundreds of functions, but most of them are very specialized. The
basic set that the average user works with is much more manageable.

Start with the simplest functions of them all — those without arguments. Two
prime examples are
1 NOW: Reports the current date and time.
v TODAY: Reports the current date.
Even though neither uses any arguments, you still have to include the paren-
theses, so they look like this:
=NOW ( )
=TODAY ( )

Another basic kind of function performs a single, simple math operation
and has a single argument that specifies what cell or range it operates on.
Table 6-2 summarizes some important functions that work this way.

Function What It Does Example

SUM Sums the values in a range =SUM (A1:A10)
of cells

AVERAGE Averages the valuesin a =AVERAGE (A1:A10)
range of cells

MIN Provides the smallest number =MIN (A1:A10)
in a range of cells

MAX Provides the largest number =MAX (A1:A10)
in a range of cells

COUNT Counts the number of cells =COUNT (A1:A10)
that contain numeric values
in the range

COUNTA Counts the number of =COUNTA (A1:A10)
non-empty cells in the range

COUNTBLANK Counts the number of empty =COUNTBLANK
cells in the range (A1:A10)

In this exercise, you add some basic functions to a worksheet.

Files needed: Lesson 6 Appliance Sales.xlsx from the preceding exercise



Chapter 6

1. In Lesson 6 Appliance Sales.xlsx, in cell A17, type Lowest and
in cell A18, type Highest.

2. In cell B17, type =MIN( and then drag across B4:E11 to select the
range. Press Enter to complete the function.

You don’t need to type the closing parenthesis; Excel fills it in for you.
The result is 34.

3. In cell B18, type =MAX(B4:E11).
The result is 99.
4. In cell H1, type As of, and in cell I1, type =TODAY().

Today’s date appears in cell I1. Figure 6-19 shows the completed worksheet.

A B C D E F G H | J
1 Appliance Sales asof  [27/2012
B =
3 Item Q1 Q2 Q3 Q4 Total Bonus
4 Blenders 90 a9 81 76 295 $2,950
5 Dishwashers 99 80 38 91 308 $3,080
& Ranges 66 91 59 a2 258 $2,580
7 |Refrigerators 95 89 39 60 263 52,630
g |Mixers 71 a2 75 75 263 $2,630
9 Toasters 34 55 44 75 208 52,080
10 Bread Makers 87 74 73 63 297 $2,970
11 Food Processors 77 86 42 74 279 $2,790
12
13 Total 619 546 451 556 2172 $21,720
14
15 Sales Bonus Per Item $10
16 Average Per Item/Qtr 67.875
17 Lowest 34
18 Highest 99
12
Figure 6-19

5. Save the changes to the workbook.

Leave the workbook open for the next exercise.

Working with 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.
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For example, instead of remembering that the number of employees is stored
in cell B3, you could name cell B3 Employees. Then in a formula that used
B3’s value, such as =B3*2, you could use the name instead: =Employees*2.

Naming a range
You can name a range in three ways, and each has its pros and cons:

v~ If the default names are okay to use, you may find choosing
Formulas=>Create from Selection 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 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.

+ You can select the range and then type a name in the Name text box
(the area immediately above the column A heading, to the left of the
Formula bar). 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 like you can with Formulas=>Create from
Selection.

v If you want to more precisely control the options for the name, you
can choose Formulas>Define Name. This method opens a dialog box
from which you can specify the name, the scope, and any comments you
might want to include.

In this exercise, you name several ranges using three methods.
Files needed: Lesson 6 Appliance Sales.xlsx from the preceding exercise

1. Select cells B3:G11 and then choose Formulas=>Create from Selection.

The Create Names from Selection dialog box opens.

2. Select the Top Row check box (see 2
. on e o , Create Names from Selection ¢
Figure 6-20) if it isn’t already selected
. Create names from values in the:
and then click OK. Aifan row!
[ Left column

The ranges are assigned names based [ Bottem row

on the labels in row 3. For example, cells LlEe

G4:G11 now form a Bonus range because Cancel

that’s the label in G3.
Figure 6-20
3. Choose Formulas~>Name Manager.

The Name Manager dialog box opens. The
names appear on the list that you just created, as shown in Figure 6-21.

4. Click Close to close the Name Manager dialog box.

5. Click cell B15 and, in the Name text box above column A, type
BonusPer and press Enter. (See Figure 6-22.)



224

Notice that Excel has added an
underscore character to the
end of the Q1 through Q4 names.
That's because, to avoid confu-
sion, a range name cannot be
the same as a cell address in
the worksheet. And because the
worksheet has cells where the
cell addresses are Q1, Q2, and so
on, the range names have under-
scores to differentiate them.

Chapter 6
Name Manager ? “_‘
HNew.. Edit. Delete i
Mame Value Refers To Scope Comment
=5heet1!$G34:5G511  Workbo...

Eal_ Sheet115BS4:5B511  Workbo...

Sz Sheet115CS4:5C511 Workbo..,

(ST Sheet115DS4:SD511 Workbo...

e =Sheet1!SES4:SESTT Workbo..,

=1 Total =5Sheet1ISFS4:5F511  Workbo..,

Refers to:

=Sheet1!5G54:5G511
Figure 6-21
Range name
}
BonusPer | F || 10
A B C D E
-

1 Appliance Sales
2
3 Item Q1 Q2 Q3 Q4 1
4 Blenders 30 49 81 76
5 |Dishwashers 99 80 38 91
6 |Ranges 66 91 59 42
7 Refrigerators 95 69 39 60
8 Mixers 71 42 75 75
9 Toasters 34 55 44 75
10 |Bread Makers 87 74 73 63
11 Food Processors 77 86 42 74
12
13 Total 619 546 451 556
14
15 |Sa|e5 Bonus Per ltem $10 |
16 Average Per Item/Qtr 67.875
17 Lowest 34
18 |Highest 99
19

Figure 6-22

Named range (cell B15)
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6. Click cell B13 and then choose Formulas=>Define Name.
The New Name dialog box opens.

7. In the Name text box, type Q1Total, and from the Scope drop-down
list, select Sheetl.

Ql1Total applies only to this worksheet, as
shown in Figure 6-23.

8. Click OK to create the name.

New Name ?

Name: QiTotal
EEope Sheett v

Comment:

The dialog box closes.

9. Choose Formulas~>Name Manager.

Refersto: | _sheet1158513 £

The Name Manager dialog box reopens. Caneel
10. Examine the list of all the named ranges Figure 6-23

you've created and then click Close to

close the dialog box.

11. Save the workbook.

Leave the workbook open for the next exercise.

Using a named range in a formula

The main reason for naming a range is to refer to it in a formula. You can sub-
stitute the range name for the cell addresses in any situation where using a
range would be appropriate.

When a range contains multiple cells and you use the name in a formula,
Excel treats it as if you had specified the range with the starting and ending
cell addresses.

In this exercise, you use range names in formulas.

Files needed: Lesson 6 Appliance Sales.xl1sx from the preceding exercise

1. In cells B13, C13, D13, and E13 respectively, enter the following
formulas that sum based on the range names (see Figure 6-24):
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E13 - fe || =sum(aa_)
A B C D E F G H |
Appliance Sales Asof  3/27/2013
2
3 Item qQl Q2 Q3 Q4 Total Bonus
4 Blenders 90 49 81 76 296 $2,960
5 Dishwashers 99 80 38 91 308 $3,080
6 Ranges 66 91 59 42 258 $2,580
7 |Refrigerators 95 69 39 60 263 $2,630
5 Mixers 7 12 75 75 263 $2,630
9 Toasters 34 55 a1 75 208 $2,080
10 Bread Makers 87 74 73 63 297 $2,970
11 Food Processors 77 86 42 74 279 32,790
12
13 | Total 619 546 451 556. 2172 $21,720
14
15 Sales Bonus Per ltem 310
16 Average Per Item/Qtr 67.875
17 Lowest 34
18 Highest 99
19
Figure 6-24

2. In cell G4, edit the formula in the
Formula bar as follows: =F4*BonusPer.

3. Select cell G4 and drag the fill handle
down to G11, copying the revised for-

mula there.

A\

The reference to BonusPer is an abso-

lute reference (as are all named range
references), so it copies correctly.

4. Save the workbook and close it.

Using Quick Analysis

New in Excel 2013, you can use Quick Analysis to perform common data anal-
ysis actions on a range of cells. Choose from five categories of actions. You'll
try out each of these categories in the exercise that follows:

Range names that refer to mul-
tiple cells may produce an error
in a formula where a multicell
range would not be an appropri-
ate argument. For example, if a
Sales range referred to B4:B8,
the formula =Sales would result
in an error because no math
operation is specified. However,
=SUM (Sales) would work just
fine, as would =SUM (B4 : BS) .

v Formatting: Adding data bars, a color scale, icon sets, and other format-
ting to cells to compare their values to others at a glance. For example,
you could make the cells containing the best numbers in the range green
and the worst ones red.

v Charts: Generating charts based on the data in the range.

v~ Totals: Adding functions that summarize the data in the range, such as
SUM, AVERAGE, or COUNT.
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~ Tables: Converting the range to a table
for greater ease of data analysis.

v~ Sparklines: Sparklines are mini-charts
placed in single cells. They can sum-
marize the trend of the data in adjacent
cells.

In this exercise, you use Quick Analysis.
Files needed: Lesson 6 Quick.xlsx
1. Open Lesson 6 Quick.xlsx from the

data files for this chapter and save it as
Lesson 6 Sales Analysis.xlsx.

2. Select the range B3:E11.

Atable is differentin Excel than in
other programs. In Excel, it refers
to a range of cells that have been
specially designated as being part
of a related data set. You can per-
form data analysis functions on a
table that you can't easily perform
on non-tabular ranges.

A Quick Analysis icon appears in the lower-right corner of the selected

range.
3. Click the Quick Analysis icon.

A panel of the available actions appears, as shown in Figure 6-25. The
five categories of actions appear in all-caps across the top. The first
one, FORMATTING, is selected by default, and the available

formatting-related actions appear below it.

B3 - A a1
A B c D E F G H

Appliance Sales

1

2

3 [item Q1 Q2 Qa3 o4 Total
4 |Blenders 90 49 81 76,
5 |Dishwashers 99 80 38 91
6 |Ranges 66 91 GE 42|
7 |Refrigerators 55 69 39 60|
8 [Mixers 71 42 75 75
9 |Toasters 34 55 44 75
10 [Bread Makers 87 74 73 63|
11 [Food Processors 77 86 42 74|

12 |Total

: H

FORMATTING

17

DataBars  Color
19 Scale

CHARTS

= B

Icon Set

TOTALS  TABLES

E

Greater  Top 10%
Than

SPARKLINES

i

Clear
Format

21 Conditional Formatting uses rules to highlight interesting data.

Figure 6-25
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&

4. Click Color Scale.

Colors are applied to the cells in the range according to their value, with
lower numbers in red and higher numbers in green.

5. Click away from the selection to clear the selection so you can see the
formatting more clearly. (See Figure 6-26.)

A B C D E F
! Appliance Sales
2
3 |Item Q1 Q2 a3 Qa Total
4 |Blenders 90 13 81 76
5 |Dishwashers - 80- 91
& |Ranges 66 21 59 42
7 |Refrigerators 69 39 60
8 |Mixers 71 42 75 75
3 |Toasters I a 55 a4 75
10 |Bread Makers 87 74 73 63
11 |Food Processors 77 86 42 74
12 Total
13
Figure 6-26
Q,T\CE

You can access all the formatting in the FORMATTING category via the
Homer=>Conditional Formatting command, and that's where you would
go to fine-tune the effect. For example, you could change the values
or colors used in the color scale by choosing Home=>Conditional
Formatting=>Manage Rules. You could then select the Graded Color
Scale rule and click Edit Rule to change its properties.

6. Press Ctrl+Z to undo the last action, removing the color-scale
formatting from the range.

7. Select the range A3:E11.

8. Click the Quick Analysis icon again and then click the Charts tab.

9. Point your cursor at the Stacked Column icon.

A preview appears of a stacked column chart that would be created from
the selected data if you chose that action, as shown in Figure 6-27.



Using Quick Analysis

229

A3 - ke
A B Chart Title K

TRE:
1 Appli 00
2 250
3 [item a1 00
4 o0 10
: s | 10

50
6 |Ranges 6
7 95
© & 5 & & & & o
8 |Mixers 7 R S A & &S
< & o

9 |Toasters 4 & & %‘.f‘ &g‘
10 |Bread Makers 87 «
11 |Food Processors 77 mQl §Q2 W03 mO4
12 Total
13
14
- FORMATTING =~ CHARTS ~ TOTALS  TABLES  SPARKLINES
5
16 . .
" (i} e koo
18 Clustered ~ Stacked Clustered  Scatter  Scatter  More
19 Column  Column  Bar Charts
20
2 Recommended Charts help you visualize data,
22
Figure 6-27

10. Click the Totals tab.
Actions appear for various types of summaries involving functions.
11. Point your cursor at the Sum icon.

A boldface Sum row appears below the data in the worksheet, simulating
what would appear if you chose this action, as shown in Figure 6-28.

A3 h || ttem
A B C D E F G H 1
1 Appliance Sales
2
3 ltem a1 Q2 Q3 Q4 Total
4 |Blenders 90 49 81 76
5 |Dishwashers 99 20 38 91
& |Ranges 66 91 59 42
7 |Refrigerators 95 69 39 60
8 |Mixers 71 42 75 75
9 |Toasters 34 55 44 75
10 |Bread Makers 87 74 73 63
11 |Food Processors 77 86 42 74
12 |Sum 619 546 451 556 %
13
::: FORMATTING CHARTS TOTALS TABLES SPARKLIMES
16
; s H
18 Sum  Average  Count  %Total Running  Sum
19 Total
20
21 Formulas automatically calculate totals for you,
22

Figure 6-28
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12. Click the Tables tab.

Actions appear for creating a table from the range.

13. Point your cursor at the Table icon.

An example appears above the panel, showing what the range would look
like if you chose this action to convert it into a table, as shown in Figure 6-29.

A3 -

Fe

Item

G D E F G

Appliance Sales

Item

ai

1

2

3

4 |Blenders

5 |Dishwashers
6 |Ranges

7 |Refrigerators
8 [Mixers

9 |Toasters

10 [Bread Makers
11 [Food Processors

JREETRRES

12 |Total

Item B Haeo e Hau B

Blenders 90 49 81 76
Dishwashers 99 80 38 91
Ranges 66 91 59 42
Refrigerators 95 69 39 60
Mixers 71 42 75 75
Toasters 34 55 44 75
Bread Makers 87 74 73 63
Food Processors 77 86 42 74)

FORMATTING CHARTS ~ TOTALS  TABLES

]
Table

Blank
PivotTable

Tables help you sor, filter, and summarize data.

SPARKLINES

Figure 6-29

14. Click the Sparklines tab.

Actions appear for adding sparklines for the range.

15. Point your cursor at the Line icon.

An example appears in column F of sparklines that summarize the data
in columns B through E, as shown in Figure 6-30.

16. Click away from the panel without making a selection.

The panel closes.

17. Close the workbook, saving your changes if prompted, and exit Excel.
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A3 -

f

B

Item

C D E F G

Appliance Sales

Line Column  Win/Loss

Sparklines are mini charts placed in single cells.

1

2

3 Item Qi Q2 Q3 Qa4 Total
4 Blenders 90 43 81 76
5 |Dishwashers 99 30 38 91 T
6 Ranges 66 91 59 42 T
7 |Refrigerators 95 69 39

8 |Mixers 71 42 75

9 |Toasters 34 35 a4

10 Bread Makers 87 74 73

11 Food Processors 77 86 a2

12 Total

13

1‘; FORMATTING CHARTS TOTALS TABLES SPARKLINES
16

. o e

Figure 6-30

Summing Up

Here are the key points you learned in this chapter:

v A formula is a math calculation. Every formula begins with an equal sign.

v The order of precedence determines the order in which math is pro-
cessed in a formula: first parentheses, then exponentiation, then
multiplication and division, and finally addition and subtraction.

v Formulas can contain cell references that substitute the cell’s value for
the reference when the formula is calculated.

»* When you copy a formula, by default, the cell references in it are
relative, so they change based on the new position.

v Placing dollar signs in a cell reference, such as $A$1, makes it an
absolute reference so it doesn’t change when the formula is copied.

231
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v A function is a word or string of letters that refers to a certain math
calculation. A function starts with an equal sign, followed by the func-
tion name and a set of parentheses. Arguments for the function go in the
parentheses.

v+ In functions, you can refer to ranges of cells, such as =SUM (A1:24).

v 1If you don’t know which function you want, choose Formulas=Insert
Function.

v The NOW function shows the current date and time; the TODAY function
shows the current date.

» SUM sums a range of cells. AVERAGE averages a range of cells.

v MIN shows the smallest number in a range, and MAX shows the largest
number in a range.

»* COUNT counts the number of cells in a range that contains numeric
values. Two related functions are COUNTA, which counts the number of
non-empty cells, and COUNTBLANK, which counts the number of empty
cells.

v Naming a range enables you to refer to it by a friendly name. Use the
commands in the Defined Names group on the Formulas tab.

v Quick Analysis provides quick access to common tools for analyzing
data, including formatting, charting, adding totals, creating tables, and
adding sparklines.

Try-it-yourself lab
Complete these steps for more practice using Excel:
1. Start Excel and enter at least six numeric values along with text labels

that explain what each value represents.

For example, you might enter the calorie counts of the last six food
items you ate or the prices you paid for the last six books you
purchased.

2. Analyze the data you entered using at least four functions.

For example, you could sum, average, and count the data. You could
find the minimum and maximum values. You could add text labels that
clearly identify what each function’s result represents.

3. Save your work as Lesson 6 Try It Formulas.xlsx.
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Know this tech talk

absolute reference: A cell reference that doesn’t change if copied to
another cell.

argument: A placeholder for a number, text string, or cell reference in a
function.

AVERAGE: A function that averages a range of values.

COUNT: A function that counts the number of cells that contain numeric
values in a range.

COUNTA: A function that counts the number of non-empty cells in the
range.

COUNTBLANK: A function that counts the number of empty cells in the
range.

formula: A math calculation performed in a cell.

function: A text name that represents a math calculation, such as SUM or
AVERAGE.

MAX: A function that provides the largest number in a range of cells.
MIN: A function that provides the smallest number in a range of cells.

mixed reference: A cell reference in which either the row is absolute and
the column is relative, or vice versa.

NOW: A function that reports the current date and time.
relative reference: A cell reference that changes if copied to another cell.

sparklines: Mini-charts placed in single cells. They can summarize the
trend of the data in adjacent cells.

SUM: A function that sums a range of values.
syntax: The rules that govern how arguments are written in a function.

table: A range of cells that have been specially designated as being part
of a related data set. You can perform data-analysis functions on a table
that you can’t easily perform on non-tabular ranges.

TODAY: A function that reports the current date.
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Chapter 7
Formatting and Printing

xcel Worksheets

v Resizing rows and columns prevents content from
being truncated when an entry is larger than the cell.

v A worksheet background allows a graphic to be used
as a backdrop to the worksheet content.

v Headers and footers place repeated information on
each page of a printout.

v+ Customizing a theme enables you to reuse custom
font, color, and effect settings easily.

v Formatting a range as a table enables you to apply
table styles for quick formatting.

v Creating a new table style enables you to reuse
custom table formatting easily.

v~ Printing a worksheet enables you to share it with
others who may not have computer access.



. How do you adjust row height?

FiNd OUt ON PAZE ..cuveeiiieiiiiiieieeeteteeeee ettt et eae s
. How do you create a colored background in a worksheet?

FiNd OUt ON PAZE ..eouveeeiieiiieiiieieeiectectee ettt et e sae st e ssaesaaesseenseens
. How do you insert codes into the header and footer?

FiNd OUt ON PAZE ..cuveiniiiiiiiiieieeeteeeeeeete ettt st
. How do you apply workbook themes?

FiNd OUt ON PAZE ..couveeniieiiieiiieieeiectecttee ettt ete et e sae st e ssaesaeesaeeseens
. How can you create your own themes?

FiNd OUt ON PAZE ..cuveeniiiiieiiieieteteteeeeeete ettt sttt
. How do you format a range as a table?

FiNd OUt ON PAZE ..eouveeniieiiieiiieieeieeeeciteeese et eie et e seesaaesreesaeesaeeseens
. Can you customize a table style?

FiNd OUt ON PAZE ..cuveeniiiiiiiieieeeeteeeteee ettt ettt
. How do you print only selected cells in a worksheet?

FiNd OUt ON PAZE ...ouveeniieiiiciiieieciectecitee ettt ete et sae st e sraesaaesaeenseens



ace it: Plain worksheets aren’t that much fun to look at. A worksheet

packed full of rows and columns of numbers is enough to make any-

one’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 chapter focuses on formatting entire worksheets — or at least
big chunks of them. You learn how to adjust rows and columns, apply work-
sheet 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.

Adjusting Rows and Columns

Each column in a worksheet starts with the same width, which is 8.43 char-
acters (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).

3
You can define the default width setting for new worksheets: Choose
Homec>Formate>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:

v 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.

v 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
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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.

NING!

&V?‘ 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.

& 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 pointis /2 of aninch.

a ’ a
Changing a row'’s height
You can resize rows and columns in several ways. You can auto-fit the cells’
sizes to their content, manually drag the widths and heights, or enter a
precise value for the widths and heights.
In the following exercise, you adjust row heights in a variety of ways.

Files needed: Lesson 7 Catering.xlsx

1. Start Excel if needed, open Lesson 7 Catering.xlsx, and save it as
Lesson 7 Catering Format.xlsx.

2. Click the header for row 4 to select the entire row; then choose
Homeo>Format=>Row Height.
The Row Height dialog box opens. Note - 2 -
that the row height is currently set to el
around 18.75. (Yours may be slightly off Row height: | 18.75|
from that. See Figure 7-1.)

The largest font in this row is 14-point, and cancel

the additional 4.75 points of height are
used for padding. What would happen if Figure 7-1
you didn’t have that extra for padding? The

next few steps show you how to remove

extra space.

3. Type 14 in the Row Height box and click OK.

Notice how the top of the capital letters in row 4 is too close to the cell’s
upper border now.
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4. Position the mouse pointer between the 4 and 5 row headers so the
pointer turns into a double-headed arrow. Then click and hold the
mouse pointer over the divider.

A ScreenTip appears, showing the current height.

5. Drag downward until the ScreenTip reads 20.25 points, as shown in
Figure 7-2, and then release the mouse button.

Drag here. See height setting here.

A BI C D

. Ralston Catering You might not be able to drag to
P |No job is too large|or too small an exact amount be(,:ause the
 eight: 20.25 (27 pixtls) amount has to match with a whole

[Price List : number of pixels. Depending
4 T ] ] T on your screen resolution, the
> |item Per Persol Min. Persons number of pixels that corresponds
® |Barbecue 9 12 to a certain number of points may
7 Lemon ch 8 12 vary. In Figure 7-2, 27 pixels equal
¢ Grilled Ha 12 12 20.25 points, but that might not
° |Beef well 16 12 be so for you. The same goes in
10 Ribeye St 16 12 Steps 5 and 7: The amounts may
" orime Rib 20 24 be slightly off, depending on your
; Surfand T 35 12 screen resolution.

Figure 7-2

6. Position the mouse pointer again over the divider between the row 4
and 5 headers and then double-click.

The row height auto-resizes to fit.

7. Click the row 4 header to select the row; then right-click anywhere in
the row and choose Row Height.

The Row Height dialog box opens again. Notice that its setting is back to
somewhere around 18.75.

8. Click Cancel to close the dialog box.

Leave the workbook open for the next exercise.
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Changing a column’s width

When content overruns a cell’s width, different results occur depending on the
type of data and whether the cell’s column width has been adjusted manually.

In

the following exercise, you adjust row heights in a variety of ways.

Files needed: Lesson 7 Catering Format.x1sx from the preceding
exercise

1. In Lesson 7 Catering Format.xlsx, double-click the divider
between the headers for columns A and B.

Column A widens enough that the title in cell Al fits in the cell, as shown
in Figure 7-3. Although that looks okay, it’s not optimal, because column A
appears too wide for the other data in the column.

Double-click here.

|

A ] C D
: Ralston Catering
2 |No job is too large or too small
3
4 Price List
3
6 |ltem Per Persol Min. Persons
7 |Barbecue Chicken 9 12
8 Lemon Chicken 2 12
9 |Grilled Halibut 12 12
10 Beef Wellington 16 12
11 Ribeye Steak 16 12
12 Prime Rib 20 24
13 Surf and Turf 35 12
14
Figure 7-3

2. Click and drag the divider between columns A and B headers to the
left so that the content of cell A7 fits in the cell with a few characters
of space to spare.

The content of cell Al hangs off into cells B1 and C1, but that’s okay
because they’re empty.
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3. Click the column header for column B to select that column and then

choose Home>Format=>AutoFit Column Width.

Column B’s width increases to accommodate the longest entry (in cell B6).

4. Click the column header for column C to select it and then choose
Home=>Format=>Column Width.

The Column Width dialog box opens.

5. Type 12 in the dialog box, as shown in ) 2
Figure 7-4, and then click OK. Somch
The column width changes to exactly 12 Column width: |12
characters. Cancel
Figure 7-5 shows the worksheet after the
column-width adjustments. Figure 7-4

A B C D
. Ralston Catering
2 |No job is too large or too small
3
4 |Price List
5
6 Item Per Person Min. Persons
7 |Barbecue Chicken 9 12
8 Lemon Chicken 8 12
9 Grilled Halibut 12 12
10 Beef Wellington 16 12
11 Ribeye Steak 16 12
12 Prime Rib 20 24
13 [ surf and Turf 35 12
14
Figure 7-5

6. Save the changes to the workbook and close it.

Leave Excel open for the next exercise.
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Formatting an Entire Worksheet

In addition to formatting individual cells, you can apply some types of format-
ting to the entire sheet. For example, you can apply a worksheet background
that appears onscreen and can optionally be set to print, and you can control
what text appears in a printout’s header and footer areas.

Applying a worksheet background

You can’t set a worksheet background
to be a solid color with the Background

command. However, you can select the A worksheet background is
entire worksheet by pressing Ctrl+A and a picture that appears behind
then apply a solid color fill to every cell the cells. If a cell has no back-
on that worksheet, creating essentially ground fill assigned to it, the
the same effect as applying a solid-color worksheet background image
background. or color appears as its fill. If

the cell already has its own fill,
In the following exercise, you apply a work- that fill obscures the worksheet
sheet background. background.

Files needed: Lesson 7 Sheet.xlsx

1. Open Lesson 7 Sheet.xlsx and then save it as Lesson 7 Sheet
Formatting.xlsx.

2. Choose Page Layout-~>Background.
The Insert Pictures dialog box opens.
3. In the From a File section, click the Browse button.

4. Navigate to the folder containing the data files for this chapter
and click Lesson 7 Image.jpg.

See Figure 7-6.
5. Click the Insert button.

The image appears as the worksheet background, as shown in Figure 7-7.

Notice that cells A1:C1 appear with their original background colors,
but everything else takes on the background image because they had
no fill of their own. This makes the text in them next to impossible to
read. Notice also that the image repeats. This image is not the best one
for this worksheet, so try a different one — this time an image that is
designed to be tiled (or repeated) as a texture.
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6. Choose Page Layout~>Delete Background and then choose Page
Layout~>Background.

The Insert Pictures dialog box opens.
7. In the From a File section, click the Browse button.

8. In the folder containing the data files for this chapter, click Lesson 7
Cloth. jpg and then click the Insert button.

This image is more suitable for a background because it tiles
attractively. See Figure 7-8.

9. Choose File~Print and examine the print preview.

Notice that the background doesn’t print. Backgrounds do not print by
default, to save printer ink or toner.

10. Press Esc to return to normal viewing and save the workbook.

Leave the workbook open for the next exercise.

[« = - = Lesson 7 Sheet Formatting s - Excel ? E - x
HOME  INSERT  PAGELAYOUT | FORMULAS  DATA  REVIEW  VIEW Faithe Wempen ~ L)

Colors ~ ng = | | 53 Width: |Automatic - | Gridlines Headings Bring Forward = [ Align~
- @%[D[@'ﬁf@” i | o e £ b

%[ Height: | Automatic =| [ View [ View ¥y Send Backward + IZi Grouy

Margins Orientation Size  Print Breaks Delete  Print : — =
e ¥ - Area= =~ Background Titles [HScale  [100% Print ] Print  f; Selection Pane Rotate
Themes Page Setup IF] Scale to Fit R SheetOptions &

Arrange ~

E7 - fe

A B C D E E G H I J K E M N =]

B Ralston Catering

2 No job is too large or too smoll

3

4 Price List

5

6 ltem Per Person Min. Persons

7 |Barbecue Chicken 9 12 1)
8 Lemon Chicken 8 12

9 Grilled Halibut 12 12

10 |Beef Wellington 16 12

11 Ribeye Steak 16 12

12 |Prime Rib 20 24

13 |Surf and Turf 33 12

14

15

16

17 &
18

a

20
21
22
23
24

Sheet! | Sheet? | Sheets | (&)

Figure 7-8
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Creating a header or footer

If you plan to print your worksheet, you might
want to set up a header and/or footer.

Headers and footers are lines of

In the following exercise, you create a header information that repeat at the top

and footer that print the company name and a and bottom of each page. These

page number. lines can contain any text you
want plus codes that print page

Files needed: Lesson 7 Sheet numbers, the current date and

Formatting.xlsx from the preceding time, or other information.

exercise

1. In Lesson 7 Sheet Formatting.xlsx,

3

choose Insert->Header & Footer.

The view changes to Page Layout view so you can see the Header and
Footer sections.

The insertion point moves to the center section of the header.

If your Excel window isn’t very wide, you might need to click the Text
button to open the options in the Text group and, from there, click
Header & Footer in Step 1.

. Type Ralston Catering Price List in the center section of the header, as

shown in Figure 7-9.

. Choose Header & Footer Tools Design-~>Go to Footer.

The display jumps down to the footer.

. Click in the right section of the footer to move the insertion

point there.

. Choose Header & Footer Tools Design=>Page Number.

The & [Page] code appears.

. Click to place the insertion point to the right of the & [Page] code,

press the spacebar, type of, and press the spacebar again.

. Choose Header & Footer Tools Design=>Number of Pages.

The & [Pages] code appears, as shown in Figure 7-10.
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HS 2-%- - Lesson 7 Sheet Formatting.xlsx - Excel HEADER & FOOTER TOOLS 7 B - 8 X
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW DESIGN Fa\thEWEmpEn'ﬂ

O a [ e DR
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Header & Footer Header & Faoter Elements Navigation Options ~
E7 = b3 v
T T 7 T 3 T e 5 T E T 7 el
A B C D E F G H -
L Header
Ralston Catering Price Llsd
1 Ralston Catering :
i 2 No job is too large or too small
3
= 4 Price List
5
i 6 Item Per Person  Min. Persons N
7 Barbecue Chicken 12
8 Lemon Chicken 8 1
9 Grilled Halibut 12 12
10 Beef Wellington 16 12
L AT Ribeye Steak 16 12
12 Prime Rib 20 24
13 Surf and Turf 35 12 i
T 1
15
L 16 WY
7
Sheetl | Sheet? | Sheetd | [d ]

Figure 7-9
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Figure 7-10

8. Click in the middle section of the footer to move the insertion
point away from the page number codes.

They change to appear as the actual page numbers: 1 of 1.
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9. Choose Header & Footer Tools Design=>Go to Header to return to the
top of the page and then click in the left section of the header to move
the insertion point there.

10. Choose Header & Footer Tools Design->File Name.

The & [File] code appears, as shown in Figure 7-11.

[ <2 =] L Lessan 7 Sheet Farmatting.dsx - Excel HEADER & FOOTER TOOLS ? @ - 8 X
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW DESIGN Faithe Wempen +
D D @ = [XE Q o El Different First Page 7 Scale with Document
Header Footer  Page Number Current Current File  File  Sheet Picture Formal  Goto Goto Different Odd & Even Pages [¥] Align with Page Margins
- Mumber of Pages Date  Time Path Name Name Picture  Header Footer
Header & Footer Header & Footer Elements Navigation Options ~
E7 M I v
. =
A B C D E F G H

Header

&[File]l Ralston Catering Price List
. Ralston Catering

2 No job is too large or too small

Figure 7-11

11. Click in the right section of the header to move the insertion point
away from the filename code.

The actual filename appears in the header.

Q&g,'“GE
) For more practice, examine the rest of the tools on the Header & Footer

Tools Design tab on the Ribbon and see whether you can determine how
each tool might be used. Consult the Help system as needed.

12. Choose File~>Print and examine the print preview. Notice that the
header and footer appear on the page. Press Esc to leave Backstage
view without printing.

13. Save your changes and close the workbook.

Leave Excel open for the next exercise.

Using Theme Formatting

Themes and table styles are two ways of applying formatting to an entire
worksheet or data range at once. Each one can be used with preset settings
or customized for an individual look. For each one, you can then save your
custom formatting to reuse in other workbooks and tables.
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Applying a workbook theme

Themes are standard across most Office
applications (including Word, Excel, and

PowerPoint), so you can standardize your Themes are formatting presets that
formatting across all the documents you you can apply to entire worksheets.
create.

In the following exercise, you apply a theme
and a color theme.

Files needed: Lesson 7 Theme.xlsx

1. Open Lesson 7 Theme.xlsx and save it as Lesson 7 Theme
Formatting.xlsx.

2. Choose Page Layout=>Themes.

A list of themes appears, as shown in Figure 7-12.

H - - T Lesso
HOME INSERT PAGE LAYOUT FORMULAS DATA Rl

- ¥ = | |
Aa HCUIUrs D oW AN, &
Fants = @ i D ID [;’ r .
1l k— Margins Orientation Size  Print  Breaks Background Print
= @ Effects - - - - Area- - Titles
Office -
Aa Aa Aa Ad
EEEEE. EEEEEE EEEEEE L
Office Facet Integral lon D B
A01 Aa } Aa 1 Aoi I
lon Board... Organic Retrospect Slice
AO1 Aa :| Aa 1 Aa i|
Wisp Banded Basis Celestial -
Aa Aa Aa Aa 12
EEEEEn mEEEEm m - EEEmEE 12
Dividend Frame Mesh Metropolitan 12
Figure 7-12

3. Choose the Slice theme to apply it.

Notice that the color of the fill behind cells A1:C1 changes, as do
the fonts, as shown in Figure 7-13.

4. Choose Page Layout=>Colors.

A list of color themes appears, as shown in Figure 7-14.
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A B = D

3 Ralston Catering

2 |No job is too large or too small

3

4 |Price List

5

6 |ltem Per Person Min. Persons
7 |Barbecue Chicken 9 12
2 |Lemon Chicken 8 12
? | Grilled Halibut 12 12
10 |Beef Wellington 16 12
11 |Ribeye Steak 16 12
12 |Prime Rib 20 24
13 |surf and Turf 35 12]
14

15
Figure 7-13

H - & & s Lesson 7 7]
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIE

Woy O S @

Themes Custom | Print  Breaks Background Print
- (HOENDENE ACME Area~ - Titles
7 HCOMEECOEMN Custom 1 : Setup -
Office
Cc13 .
ECOEENCOWE Office
HONEEEEN Office 2007 - 2010 Cc D E
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1]2 E't NONEENEE RedViolt 123
" EOEEEEE Vit
'3] SUr @M Violet I _12_|
4] | MOEEEEEE Medin -
15 LCustomize Colors...
16
17

Figure 7-14
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5. Select Red.
The colors change to a black background and yellow letters in cells A1:C1.

6. Save the workbook.

Leave the workbook open for the next exercise.

Customizing a theme

If none of the themes suit your needs, you may want to create your own
theme. You can do this by choosing the colors, fonts, and effects that you
want (from the Page Layout tab) and then saving the unique combination
you chose as a

new theme.

In this exercise, you create a custom theme.
Files needed: Lesson 7 Theme Formatting.xlsx from preceding exercise

1. If you didn’t already
change the Color theme to Red in the previous exercise, choose Page
Layout=>Colors and then select Red from the list of color themes that
appears.

Refer to Figure 7-14.
A\\S
You can also create a custom theme by choosing one of the existing themes

from the Theme button and then customizing it by selecting a different set of
colors, fonts, or effects.

2. Choose Page Layout>Fonts and then choose Trebuchet MS from the
list of font themes that appears, as shown in Figure 7-15.

3. Choose Page Layout->Effects and then choose Glow Edge from the list
of effect themes that appears.

4. Choose Page Layout~>Themes~>Save Current Theme.

The Save Current Theme dialog box opens.
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Figure 7-15

5. In the File Name box, type Intensity, as shown in Figure 7-16, and then
click Save to save the new theme.

Save Current Theme “
1 | « Templates + Document Themes » v/ & SearchDocument Themes 0
Organize New folder = -
.
" )

Microsoft Excel Name Date modified Type
1. Theme Colors 212013 1:00PM  File folder
¢ Favorites | Theme Effects 11/29/2012 309 PM  File folder
Bl Desktop . Theme Fonts 11/29/2012 209 PM  File folder

18 Downloads
| Recent places
. Books

& SkyDrive

B Desktop
4 Libraries

[F Documents ¥ < >

File name: | Intensity vl

Save as type: | Office Theme (* thrm) v

Figure 7-16
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\j . . ) —
P Themes are stored in a common location for all Office applications,

S0 you can reuse your custom themes in Word and PowerPoint.

6. Choose Page Layout~>Themes.
Notice that your new theme appears at the top of the list.
7. Click away from the menu to close it without making a selection.

8. Save the workbook.

Leave the workbook open for the next exercise.

Formatting a range as a table

You can format certain ranges as tables in
Excel, which not only enables you to apply

formatting presets more easily but also A table, in the context of an Excel
gives the range special properties that make worksheet, is a range that has
it easier to search and sort them. There been marked as a single logical
are many data management benefits to unit for data storage and retrieval.

converting a range to a table, but this
chapter looks at creating a table primarily
for formatting purposes.

In this exercise, you convert a range to a table and apply table style formatting.

Files needed: Lesson 7 Theme Formatting.xlsx from the preceding
exercise

1. In Lesson 7 Theme Formatting.xlsx, select cells A6:C13 and then
choose Homer>Format as Table.
A gallery of formatting styles appears, as shown in Figure 7-17.

2. Select the Table Style Medium 9 style. It’s the ninth style in the
Medium section.

The Format as Table dialog box opens with the range already filled in
from the selection you made in Step 1. See Figure 7-18.
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AVERAGE: 1514285714 COUNT:24 sum:21iz  HH

Figure 7-17

3. Click OK. Format As Table ?

The range is converted to a table, and the Where is the data for your table?
style is applied. The Table Tools Design tab =SASE:SCS13 3
becomes active. On this tab are commands My table has headers

for formatting that you can use only on
ranges that are defined as tables. Gancel

4. Deselect the Banded Rows check box to
see how the alternate-row color banding
is removed. Select the check box to
restore the banding.

5. Save the workbook.

Figure 7-18

Leave the workbook open for the next exercise.
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Creating a custom table style

You can rely on the standard table styles that Excel provides, or you can cus-

tomize a table style and then save it as a new style that you can then apply to
other ranges.

In this exercise, you create a custom table style.

Files needed: Lesson 7 Theme Formatting.xlsx from the preceding
exercise
1. Choose Home~>Format as Tablem>New Table Style.
The New Table Quick Style dialog box opens.
2. In the Name box, replace the default name with Custom Table 1.

3. In the Table Element list, select Header Row, as shown in Figure 7-19.

New Table Style ?

HName: | Taple Style 1

Table Element: Preview

WheoleTable A e e
First Column Stripe o
Second Column Stripe : : : : : :
First Row Stripe e e e
Ssecond Row Stripe L e ke me e
Last Column

First Column

HeaderRow |

Tatal Row "

Format

Element Formatting:

D Set as default table style for this document

Figure 7-19

4. Click the Format button to open the Format Cells dialog box.

5. Click the Fill tab and then select the fifth square in the next-to-the-last
row of colors, as shown in Figure 7-20.



Using Theme Formatting

Format Cells ?

Font Border Fill

Background Color: Pattern Color:
OEfEENEEEEN Pattern Style:
Oomb0o0o00o0oOono

ONOEEEODOEE

EEOEEEEEEN

EEEEENEEEN

EREEEEEEEN

EEfCOAEEEEN

Sample

Clear

Figure 7-20

6. Click the Font tab; then open the Color drop-down list and select the
white square in the Theme Colors section, as shown in Figure 7-21.

Format Cells ?
Font Border Fill
Font: Fant style: Size:
Trebuchet (Headings) Regular 8
Trebuchet (Body) Italic 9
T Agency FB Bold 10
T Aharoni Bold ltalic 1
T Aldhabi 12
B algerian 14
Underline: Color:
Effects W Automatic
[®] strikethrough Theme Colors
Supersciet ON " EEEEEEN
Subscript
Select font settings to include in the style. I I I I I I I I I I
Standard Colors
[ ]| FEEEEN
W More Colors...
Clear

Figure 7-21
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7. Click OK to return to the New Table Quick Style dialog box and then click
OK to create the new table style.
gMBER

o

<& Creating a new table style doesn’t automatically apply it to the selected

range, so you must apply the style.

8. Select cells A6:C13 and then choose Homer>Format as Table. In the
Custom section at the top of the menu, select the new style you just
created, as shown in Figure 7-22.

9. Save the workbook.

Leave the workbook open for the next exercise.

Custom style
| = IR & - Lessan 7 Theme Formattingads - Excel TABLE TOOL 7 EH - 0O %X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN Faithe Wempen ~
% s i K 5 = = & B D e =4y
Paste - B I U : === & 3 s €1 om (ur%]na\ anas g Broace - - sZm& Fﬁ
ad U-d- A EEEEE T % > | Formattihg ~ | Table= | Styles- | (1 Format~ &~ Firery Select~
Clipboard  ra Font ] Alignment 1) Number
AS M & || ttem
A B C D E F
B8 Ralston Catering
2 |No job is toe large or too small
3
4 |Price List
5
6
7 |Barbecue Chicken 9 12
8 |Lemon Chicken 8 12
9 |Grilled Halibut 12 12
10 |Beef Wellington 16 12
11 |Ribeye Steak 16 12
12 |Prime Rib 20 24
13 |Surf and Turf 35 12,
14
15 =
16 EEeEE EEEEE
17 EEEEE
18 EEEEE ===
19 @ New Table Style...
20 {8 New PivotTable Style...
Sheetl | Sheet? | Sheet3 ® [ D

AVERAGE: 1514285714 COUNT: 24 SUM: 212

Figure 7-22
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Printing Worksheets

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.

Previewing and print the active worksheet

By default, when you print, Excel prints the entire active worksheet — that is,
whichever worksheet is displayed or selected at the moment. But Excel also
gives you other printing options:

v+~ 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 alternative, 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.

1 Print selected cells or ranges: You can choose to print only selected
cells, or you can define a print range and print only that range
(regardless of what cells happen to be selected).

In Excel 2013, Print Preview is built into Backstage view, so you see a preview
of the printout at the same place where you change the print settings.

In this exercise, you preview and print a worksheet.

Files needed: Lesson 7 Theme Formatting.xlsx from the preceding
exercise
1. Choose File~>Print.

The Print settings appear, along with a preview of the printout.
(See Figure 7-23.)

2. In the Copies box, click the up-increment arrow to change the value to 2.

3. Click the Print button to send the job to the printer.

Leave the workbook open for the next exercise.
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Lesson 7 Theme Formatting xlsx - Excel 2 - 8 X
Faithe Wempen ~
o Copies: |1 -
= Leseon 7 Treme Fomaogxex  rakon Camrmgerne L
print Ralston Catering
o e aat
. Price List
Printer -
amecs Caien q A
./ Brother MFC-8320CW Printer Lemon Chicken 8 2
- Graes ramg: A H
= Ready Bearwempnn 1 n
Roere S i i
Printer Properties Prine R 20 2t
ST 4 b
Settings
Print Active Sheets
Only print the active sheets
Pages: HE -
r,— Collated
GE=T3 BB o s a
Options D Portrait Orientation -
D Letter -
a5 x11"
m Normal Margins
Left: 0.7" Right: 0.7" I}
A0 Mo Scaling .
(oo Print sheets at their sctual size
Page Setup
Tan

1 Jof1 I &

Figure 7-23

Setting and using a print range

You have two ways to print only a certain range of cells on the active work-
sheet. If you want to select a range for a one-time print job, you can just
select the range and then choose to print only the selection. 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.

In this exercise, you print only a selected range of cells by using two methods.

Files needed: Lesson 7 Theme Formatting.xlsx from the preceding
exercise
1. Select the range A6:C13 and then choose File~>Print.

2. Click the Print Active Sheets button and then choose Print
Selection from the menu that appears, as shown in Figure 7-24.
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Lesson 7 Theme Formatting xlsx - Excel 2 - 8 X

Faithe Wempen ~

Print

Copies: |1

= O
Print e
Seaan
s s
et emgon
' D Raes
Printer Sane A
SR
./ Brother MFC-8320CW Printer
D Reacy
Printer Properties
Settings
Print Selection

-

Only print the current selecti...
L,-——l Print Active Sheets

Only print the active sheets
l;l Print Entire Workbook

Print the entire workbook

El Print Selection
Only print the c[jent selection
D Print Selected Table
Only print the selected table

|0 Mo Scaling

[uwo  Print sheets at their actual size

Account

Options

Page Setup

1 Jof1 I &

Figure 7-24

3. Click Print.

The copy that prints contains only the range you specified.

4. Choose Page Layout~>Print Ho © - Cessan 7 Theme Fammatting o - b
Arear>Set Print Area, as shown

in Figure 7-25. [ad B [ 5 e = o

HOME INSERT PAGE LAYOUT FORMULAS DATA RE

i Themes & fore- Margins Orientation Size | Print | Breaks Background Print]
5. Click away from the selected T ereas . | oo
i Themes Pad [, et Rnt Area
range to deselect it and then i m%m
A8 M % | tten  ClearPrintArea

choose File=>Print.

6. Click the Print Selection button Figure 7-25
and select the Print Active
Sheets option.

7. Examine the preview of the print job, as shown in Figure 7-26. Notice
that even though Print Active Sheets is selected, only the print area
you specified appears.

8. Press Esc to close Backstage view.
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Lesson 7 Theme Formatting.xlsx - Excel ? - x
Faithe Wempen ~
Print
Copies: |1 e
= S
Print
Printer ‘ s -
;  Brother MFC-9320CW Printer .
Ready
Printer Properties
Settings . .
o i Notice that only the selected print
Only prin the acive sheets area shows in the preview, even
e : if Print Active Sheets is selected
Fae BB e s . under Settings.
Options D Portrait Orientation -
Letter
D 85" x 11" M
D] Normal Margins .
Left: 0.7" Right: 0.7"
(31 Mo Sealing

oo Pprint sheets at their actual size
Page Setup

1 |of1

Figure 7-26

9. Choose Page Layout=>Print Area=>Clear Print Area.
10. Save the workbook.

Leave the workbook open for the next exercise.

Adjusting the page size, orientation,
and margins while printing

You can set the page size, orientation, and margins at any time from the Page
Layout tab. Doing so permanently changes those settings. If you want to
change any of those settings for only one particular print job, though, you
can change them from Backstage view as part of the printing options. When
you change the settings in Backstage view, they don’t stick. The next time
you open and work with the workbook, the settings go back to what they
were before.
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In this exercise, you change the page size, orientation, and margins for a
one-time print job.

Files needed: Lesson 7 Theme Formatting.xlsx from the preceding
exercise

1. Choose Page Layout>Print Arear>Clear Print Area to make sure there
is no print area set from a previous exercise.
2. Choose File=>Print.

3. Click the Portrait Orientation button to open a menu and choose
Landscape Orientation.

As in Figure 7-27, the print preview changes to show the new orientation.

4. Click the Letter 8.5" x 11" button to open a menu and choose B6
4.92" x 6.93".

Figure 7-28 shows the menu.

Lesson 7 Theme Formatting.xlsx - Excel 2 - 8 X

Faithe Wempen ~

Print

Copies: |1 =

Printer

|/ Brother MFC-9320CW Printer
D Reacy

Printer Properties

Settings

Print Active Sheets
Only print the active shests

2o B

Collated
123 1,23 123

Account

Options

Landscape Orientation -

Letter

85" x11"

Normal Margins

Lef: 0.7" Right 0.7"

o g4

Mo Scaling

Ll
g

Print sheets at their actual size

Page Setup

1 Jofl @

Figure 7-27
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Account

Options

Lesson 7 Theme Formatting xisx - Excel ? -

Faithe Wernpen
A6 =

413" %5.83"

Japanese Envelope Chou #3
472" x9.25"

B6 (JIS)
504" % 707"

Japan Envelope You #4
413" x8.25"

g X

16K(195%270 mm)
7.67"x10.63" T

16K(184x260 mm)
7.24"x10.23"

16K(197%273 mm)
775" x10.75"

=
=
a

B6

482" x w?‘ e
3x5
3"x5"

Ad Long
8.26"x15.94"

[

IMore Paper Sizes.

Lefr 0.7 Right: 0.7
7 Mo Scaling

CJws  print sheets at their actual size

Page Setup

[1 lef1

mE

Figure 7-28

The paper size changes in the preview to the smaller size. This change,
shown in Figure 7-29, bunches up the text in the header so that the text
overlaps unattractively.

Price List

Barbecue Chick
Lemon Chicken
Grilled Halibut
BeefWellington
Ribeye Steak
Prime Rio
Surfand Turf

Lesson 7 Theme FormattinB.alston Catering Price List

Ralston Catering

No job is too large or too am aif

&n

1of1

Figure 7-29




263

Printing Worksheets

5. Click the Page Setup hyperlink.
The Page Setup dialog box opens.
6. Click the Header/Footer tab and then click the Custom Header button.

The Header dialog box opens, as shown in Figure 7-30.

Header ?

Header

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Picture button.

Al BR Be| |28 |k
Left section: Center section: Right section:

&[File] ‘ Ralston Catering Price List

0K Cancel

Figure 7-30

7. Delete the code in the Left Section box to remove that element from
the header, click OK to close the Header dialog box, and then click
OK to close the Page Setup dialog box.

8. Click the Normal Margins button and choose Narrow.
9. Click the No Scaling button and choose Fit Sheet on One Page.

Steps 8 and 9 aren’t necessary for this worksheet because it all fit on one
page already, but you might have a worksheet in the future that won't fit
on one page unless you use these options.

10. Click Print to print the worksheet.

11. Save the workbook and close it.

Exit Fxcel.
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Summing Up

Here are the key points you learned about in this chapter:

»” You can adjust the sizes of rows and columns by dragging the dividers
between row or column headers or by double-clicking the dividers to
auto-size.

v To add a background to a worksheet, choose Page Layout=>Background.

v Choose Insert=>Header & Footer to create headers and footers that
repeat on each page of a printout.

v Themes standardize the fonts, colors, and effects across multiple
workbooks. To apply a theme, choose Page Layout~>Theme.

»* Formatting a range as a table enables you to apply the table-formatting
presets from the Home tab.

v You can format the text in a cell in much the same way as in Word:
Use the controls in the Font group on the Home tab or on the Mini
toolbar.

»* When you print from Excel, you can print the active worksheet or select
only a range of cells to print by setting the print area.

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Start Excel, open the file Lesson 7 Try It Table.xlsx, and save it
as Try It Table Final.xlsx.

2. Adjust the column widths so that no text is truncated.

3. Format cells A10:F12 as a table, using your choice of table styles.

4. In the center of the worksheet’s footer, place the text Thank You for
Your Business. Then return to Normal view.

5. Apply the Organic theme or another theme of your choice.
6. Print one copy of the worksheet in Landscape orientation.

7. Save the workbook and close Excel.
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Know this tech talk

footer: Repeated text at the bottom of each page of a printout.
header: Repeated text at the top of each page of a printout.

print range: A defined range of cells that prints whenever the active
worksheet is printed, rather than the entire worksheet printing.

table: In Excel, a range that has been marked as a single logical unit for
data storage and retrieval.

theme: A formatting preset that you can apply to an entire worksheet,
consisting of fonts, colors, and effects.

worksheet background: A picture that appears behind the cells of a
worksheet.
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Chapter 8
Managing E-Mail with

Outlook

o : = +# Outlook allows you to send and receive e-mail from
: : your e-mail accounts at specified intervals.

» You can compose an e-mail message in Outlook to
anyone whose e-mail address you have.

= - = v You can include file attachments along with text-
based e-mail messages.

v The Reading pane, which you can set to appear
either at the bottom or right of the message list,
enables you to preview message content.

v When you reply to a message, the subject and recipi-
ent are filled into the message composition window.

v+ You can manage incoming messages efficiently by
organizing them into folders.

v Create message handling rules to automatically sort
messages into the folders you specify.




. How do you set up an e-mail account in Outlook?

FiNd OUt ON PAZE ....uveeiviiiieiiieieeietctete ettt

. Can you use Outlook to get mail from web accounts such as
Gmail?

FiNd OUt ON PAZE ...cuveevieiiiiiiiiecieteteeeeee ettt saeesae e

. How do you compose an e-mail message?

FiNd OUt ON PAZE ....eveeviiiiiiiieieieteteeeee ettt

. How do you attach a file to a message?

FiNd OUt ON PAZE ...cuveevieiiieiiiieeictct ettt sttt saeesae e

. Can you change the interval at which Outlook checks
for new mail?

Find out ON PAZE ...cccviiiiiiiiieieeceeetcceceece et

. How do you save a received e-mail attachment to your
hard drive?

FiNd OUt ON PAZE ....uveeiviiiiiiiieieeietcteeeee ettt

. How do you configure the Junk Mail filter in Outlook?

Find OUt ON PAZE ...cveeieeiieiiieieciectectt ettt teeaeee e s e e s e e saeesaeenne



utlook is a multipurpose program. It's an address book, a calendar,

a to-do list, and an e-mail handling program, all in one. The most

popular Outlook feature, though, is the e-mail handling. Millions of
people use Outlook as their primary e-mail 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 e-mail account in Outlook and
then how to use it to send and receive e-mail messages.

Touring the Microsoft Outlook Interface

Outlook 2013 is like other Office 2013 applications in many ways. For
example, 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 application’s content.

The unique thing about Outlook is that it has several diverse areas, 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.) You click a button in the lower-left corner of the
Outlook application window to switch to the area you want to work with, as
shown in Figure 8-1.

Even though this chapter covers only the e-mail 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.

In the following exercise, you switch among the different areas of Outlook to see
what they have to offer.
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Expand the Folder Pane button Message list (Inbox) Reading pane
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ITEMS: 5 UNREAD: 1

More People Calendar Mail
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Figure 8-1
Files needed: None

1. Start Outlook from the Start screen.

If Outlook hasn’t been used previously on this PC, a dialog box prompts
you to set up an e-mail account. Skip to the “Setting Up Outlook for
E-Mail” section, later in this chapter; then come back here to finish the
tour after you've set up your e-mail.

If anyone has used Outlook previously on this PC, you see the area of the
program that was displayed the last time the program was closed.

2. In the lower-left part of the Outlook window, click Mail.

The Mail interface appears. (Refer to Figure 8-1.) Your messages will
be different, obviously, and you’ll probably have different folders than
those shown in the figure.
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3. If the mail folder names appear vertically, as on the left in Figure 8-1,
click the Expand the Folder Pane button at the top of the Folder pane.

The mail folders appear, as shown in Figure 8-2. By default, the Inbox
folder appears. You can switch to viewing a different folder, such as
Sent Items, by clicking the folder name in the Folder pane. If you want
to widen the Folder pane, drag the divider between the Folder pane and
the adjacent pane.

When you’re viewing Mail, the message list appears in the center, and
the selected message appears in the Reading pane, which can be either
to the right of (as in Figure 8-2) or below the message list. You can
switch the orientation of the Reading pane by clicking the View tab and
then the Reading Pane button. (Choose Right, Bottom, or None.)

The Folder pane shows all the available mail folders; the Favorites list
shows a subset of folders that you (or some other users on this PC) have
hand-picked to be placed there. Your Favorites list may not have any
folders in it yet. You can drag and drop a folder from the Folder pane to
the Favorites list to place it there.
L R Inbox - faithewempen@comeastnet - Outlook T ®m - 8 X
HOME SEND / RECEIVE FOLDER VIEW
loml,  lgnore D (,] T3 B2 Meating | Moveto:? YiMover | (3 Unread/Read |Search People =%
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ew  New et Reply Reply Forward [ pore ~ - end/Receive
Email ltems - S Junk~ Y E@More- Y Team Email 7 MoneNote I Followupr Y FilterEmail= A Forders
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Junk E-mail Southwest Airlines Rapid Rewards
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T
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Drag divider between panes to increase
width of Folder pane.

Figure 8-2
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4. Click one of the messages in the message list.

A preview of that message appears in the Reading pane, as shown in
Figure 8-2.

5. Click the Calendar button in the lower-left corner of the Outlook
window.

If you don’t see a Calendar button, click the More button (. . .) to see a
list of other services and then select Calendar from there.

A calendar appears, as shown in Figure 8-3. Figure 8-3 shows a dentist
appointment on May 1st. This is how appointments appear on the
monthly calendar.

6. Choose Homer>Day.

The calendar changes to Day view, as shown in Figure 8-4. Each calendar
has a number of views available.
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4« v May 2014 New York, NY + <3 9° . i " Search Calendar (Ctrl+E) o
SU MO TU WE TH F y 54°F/38°F 56°F/43°F
27 28 29 30 1 SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY SATURDAY -
405 6 T & apro7 28 29 30 2 3
1 12 13 14 15 1 '3:30am Dentist
18 19 20 21 22 appointment
25 26 27 28 29 :
June 2014 4 5 6 7 g 10
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12 3 4 5
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15 16 17 18 19 :
R (11 12 13 14 15 16 17
2% 3 1 2 3
6 7 & 9 101
4 My Calendars
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Calendar
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Calendar More

Figure 8-3
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Calendar views
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Figure 8-4

Q&S’“CE
< For more practice, click each of the other views in the Arrange group on
the View tab to see how they display a calendar.

7. Click the People button in the lower-left corner of the Outlook
window.

If you don’t see a People button, click the More button (. . .) to see a list
of other services and select People from there.

A list of any contacts you’ve already set up in Outlook appears. Contact
listings provide names, addresses, e-mail addresses, phone numbers,
and so on for people you want to keep in touch with. Notice the letters
along the side of the listing, as in Figure 8-5:

¢ You can click a letter to jump quickly to the people with last names
starting with that letter.

* You can double-click any listing to see its full record in a separate
window.
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Contacts list Details of selected contact
98- Contacts - faithewempen@comcast.net - Outlook 7 @m - & X
HOME SEND / RECEIVE FOLDER VIEW
o® =1 v [mh - ¥ Move - [EJ Forward Contact ~ 1 Catqgorize - |Search People
El e & x DD Y @ | & Mail Merge Share Contacts I|l>l FollpwUp~  EZ Address Book
New NewContact New  Delete Meeting More Peoble | Business C 5| @ o o oo St Comacte sk
Contact  Group ltems = - i, OneNote pen Shared Contacts rivpte
New Delete Communicate Current View Actions Share T4gs Find ~
N Search Contacts (Ctrl=E) pel
4 My Contacts .
= 1:3 J— Ashley Colvin
Connect to a social network b
« Kris Ratekin Edit +ee
¢ CONTACT | NOTES
f
g View Source
i
.
! In Figure 8-5, you can't read the
. full contact information because
o the columns are too narrow. Try
q . . .
. increasing the zoom by dragging
: the Zoom slider to the right (in the
t .
. lower-right corner of the Outlook
w window); this action increases the
) width of the columns so that more
: of each entry is visible.

Figure 8-5
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For more practice, double-click one of the contacts to browse its full
information. Then close its window.

8. Choose Homer>Business Card. (It’s in the Current View group.)
The contacts appear as business cards rather than in a list.

9. In the lower-left corner, click the More button (. . .) to see a list of
other services and then select Tasks.

A list of any to-do items you have already set up in Outlook appears.

10. Click the More button (. . .) to see a list of other services and then
select Notes.

A list of any notes you have already set up in Outlook appears.

11. Click the Mail button to return to the Mail folders.

Leave Outlook open for the next exercise.
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The first time you start Outlook, you're
prompted to complete several setup operations.

The most important of these is to set up your Your e-mail account is the unique
e-mail account. The following exercise walks you e-mail address that you use to
through the process. send and receive messages. Your
Internet service provider (ISP)
Outlook supports POP3 and IMAP mail probably provided you with at
accounts. These are different kinds of mail least one e-mail account, and you
servers. You need to know which type you have may have other accounts too.

before you start setting up your e-mail account
in Outlook. Ask your Internet service provider if
needed. If that information is not available, try
POP3 first; it’s by far the more common type.

A third kind of e-mail 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). Outlook doesn’t support this type of e-mail
account. Some workarounds can force Outlook to recognize certain
HTTP mail accounts, but they aren’t covered in this chapter.

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 e-mail from anywhere (and review old messages
from anywhere), butit'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 e-mail from different PCs.

Most of the exercises in this book use fictional information and scenarios, but
in this case, I ask you to use your own e-mail information. After all, it’s your
e-mail that you want to send and receive and not some fictional person’s,
right?

In this exercise, you configure Outlook to send and receive e-mail from your
primary e-mail address.
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Files needed: None

1. Start Outlook if it isn’t already open.

2. If this is the first time you’ve started Outlook, a Welcome to Microsoft
Outlook 2013 dialog box opens. Click Next.

\P . .
p If you don't see that dialog box, someone might have already started

Outlook on this PC before. Choose Filec>Account Settings=>Account
Settings to open a list of the accounts that are already set up. If your
e-mail account is listed, you're done; close the dialog box. If not, click
New and then pick up at Step 4.

3. When asked whether you want to create a new e-mail account, click
Yes and click Next.

4. In the Add Account dialog box, shown in Figure 8-6, fill in your name,
e-mail address, and password and then click Next.

Add Account “

Auto Account Setup
Outiook ¢an automatically configure many emai accounts.

(®) E-mail Account

Your Name: Faithe

Example: Ellen Adams

E-mail Address: faithewempen@margiestravel.com

Example: ellen@contoso.com

Password: | sesssssss
Retype Password: |+sssesss

Type the password your Internet service provider has given you.

() Manual setup or additional server types

< nac Conce

Figure 8-6

Outlook attempts to determine the name of your mail server and then
contact it to set up your accounts, using an encrypted connection.
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5. If the encrypted connection works, a mes-
sage appears, telling you so; in that case,
proceed to the next step. If the encrypted
connection doesn’t work, a message to
that effect appears. Click Next, and it tries
to connect unencrypted.

If Outlook can determine the right settings
(and it does in most cases), it logs in to the
mail server and sends a test message to
you. Wait while all this goes on.

If, after trying an unencrypted connection,

Encryption is a security mea-
sure that encodes the message
content so that it can't be read
if intercepted on its way to its
destination. Outlook supports
both encrypted and unencrypted
e-mail connections.

you still see a Problem Connecting to Server message, start at
Step 3 of “Troubleshooting mail setup problems,” later in this chapter.

6. Check to make sure Outlook correctly detected the account type

(probably POP3).

You should see a message that says Your POP3 account has been
successfully configured. If it says IMAP but you don’t actually
have an IMAP mail account, skip ahead to the next section, “Changing

account settings during setup.”

7. Only if the mail server type was correctly identified, click Finish; oth-

erwise, see the next section.
Leave Outlook open for the next exercise.

\\J

If the test message fails, see the later section “Troubleshooting mail

setup problems.”

Changing account settings during setup

If Outlook can’t successfully detect your mail settings after you follow the
steps in the preceding section, you may have to change the settings

manually.

If you're configuring a POP3 e-mail account and you see a message saying
Your IMAP account has been successfully configured, you need
to change the account type, which is part of the manual settings you can
adjust. You also need to specify a data file in which to store the messages.
(IMAP accounts don’t require a data file because they store messages only

on the server.)
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You must change the mail server type before clicking Finish as you're
configuring the new account. Qutlook won't let you change the server
type afterwards.

Picking up from Step 6 in the previous section, follow these steps to manually
configure settings:

1. In the Add Account dialog box, select the Change Account Settings
check box (if it isn’t already selected) and click Next.
The Choose Service screen of the Add Account dialog box appears.

2. Select POP or IMAP and click Next.
The POP and IMAP Account Settings screen of the Add Account dialog

box appears, as shown in Figure 8-7.

Account type

Add Account “

POP and IMAP Account Settings
Enter the mail server settings for your scount.

User Information Test Account Settings

Your Name: Faithe We recommend that you test your account to ensure that
the entries are correct.
Email Address: faithewemgen@comeast.nel

Server Information

Test Account Settings ...

Account Type: POP3 v
| Automatically test account settings when Next
Incoming mail server: mail.comcast.net i 9
Outgoing mail server (SMTPE | smtp. comeast, net Deliver new messages to: .
) Data file
Logon Information () New Outlook Data File B S I .
(®) Existing Outlook Data File selection

User Name: taithewempen
pasworts [ C\Users\Faithe\Documents\Outlook! | Browse
[¥] Remember password

[]Require logon using Secure Password Authentication
SPA)
(321 More Settings ...

o Cone

Figure 8-7

3. Open the Account Type drop-down list and select POP3 if it isn’t
already selected.

4. In the Deliver New Messages To area, specify a data file in which to
store your messages. Select one of these two options:

¢ Existing Outlook Data File: Select this option and then click Browse
and locate the existing data file to save to.

If Outlook 2013 was installed from scratch on this PC, or if it
replaced Outlook 2010 as an upgrade, the path to your existing
data file is probably C: \Users\username\Documents\
Outlook Files\Outlook.pst or C:\Users\username\
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AppData\Local\Microsoft\Outlook\e-mail-address.ost
(where username is your login name in Windows and e-mail-
address is an e-mail address you have already set up).

If you upgraded to Outlook 2013 from Outlook 2007 or earlier,
the path probably is C: \users\username\AppData\Local\
Microsoft\Outlook (where username is your login name in
Windows).

\
) If the AppData folder doesn't appear, you have to enable the display

of hidden files and folders in Windows. To do so in Windows 8, open
any File Explorer window and, on the View tab, select the Hidden ltems
check box. In Windows 7, open a Computer window (Start=>Computer)
and choose Organize=>Folder and Search Options. The Folder Options
dialog box appears. On the View tab, select the option labeled Show
Hidden Files, Folders, and Drives and then click OK.

e New Outlook Data File: Select this option if you want to allow
Outlook to create a data file just for the messages you receive from
this account.

5. Complete the setup by using the correct server type and settings, click
Next, and then click Finish

Leave Outlook open for the next exercise.

\P . _— By
) Should you create a new Outlook data file or use an existing one? That's

up to you. Some people prefer to have a separate Outlook file for each
e-mail address they have; others like all their POP3 accounts to be stored
in a single file.

Setting up additional mail accounts

If you have other e-mail accounts, you can set them up in Outlook. If you have
a separate account for a home-based business or hobby, for example, you
might want to be able to get the mail for that address at the same time you
retrieve the mail for your main account.

In this exercise, you set up an additional e-mail account in Outlook. You need
an additional account of your own for this exercise because it doesn’t provide a
sample account.

Files needed: None

1. Choose File=>Info=>Account Settings=>Account Settings.

The Account Settings dialog box opens.
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2. On the E-Mail tab, click New.
The Auto Account Setup screen appears. (Refer to Figure 8-6.)

3. To complete the setup process, follow Steps 4-7 in the earlier section
“Setting Up Outlook for E-Mail.”

4. When you finish setting up the account, click Close to close the
Account Settings dialog box.

Leave Outlook open for the next exercise.

Troubleshooting mail setup problems

Each e-mail service has its own quirks for setting up the account in Outlook
(or any mail program) to properly send and receive messages. Outlook can
automatically detect the settings in many cases, but it can’t always detect
every service correctly.

If Outlook wasn’t able to successfully send a test message (see the earlier
section, “Setting Up Outlook for E-Mail”), you need to do some troubleshooting.
Don’t panic, though. It’s not that difficult. If you get stuck, you can always call
your ISP’s tech support line and get help.

N\\J , . . . .
If you're using a web-based e-mail provider such as Yahoo! Mail or

Gmail, it might not work with Outlook. This is a known issue. Some
services have workarounds that you can follow to make them work in
Outlook; check the tech support section at the website where you get
your web-based mail to see whether there is anything you can do.

To troubleshoot mail problems, make sure you have the following
information handy. If you don’t have it, contact your ISP. It may also be
available on the ISP’s website.

+ Your e-mail address and password: You probably have this already from
your earlier attempt.

v The incoming and outgoing mail server addresses: They might be the
same.

<\P . .
The server address is usually whatever comes after the @ sign in your

e-mail address, preceded by the word mail. For example, if your e-mail
address is tom@myprovider. com, the mail server might be
mail.myprovider.com. If there are separate servers for incoming
and outgoing mail, the incoming one might be pop . myprovider. com,
and the outgoing one might be smtp.myprovider.com. Those are
just guesses, though; you need to get that information from your ISP.
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+* Information about whether an encrypted connection should be used.

v Information about whether your outgoing mail server requires
authentication: If it requires authentication, you also need to know
whether the outgoing server requires a different username and
password than your regular one.

Armed with all that information, follow these steps to troubleshoot:

1. Choose File=>Account Settings—>Account Settings.
The Account Settings dialog box opens.
2. Double-click the e-mail account you want to troubleshoot.

The Change Account dialog box opens, as shown in Figure 8-8.

Change Account “

POP and TMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: Faithe We recommend that you test your account to ensure that
the entries are correct.

Email Address: faithewempen@comcast.nel

Server Information

Test Account Settings ...
Account Type: POP3

Incoming mai server e ﬁu(tﬁu(rzi;lcal\y test account settings when Next
Outgoing mail server (SMTPE: [smtp comeast.net

Logon Information

User Name: faithewempen

Password:  [eveseeeen

[+] Remember password

["]Require logon using Secure Password Authentication

SR More Settings ...

Figure 8-8

3. Check all the information in the dialog box to make sure it matches
the information you have about your account.

In particular, check the Account Type, Incoming Mail Server, and
Outgoing Mail Server (SMTP).

You may not be able to change the account type. If you can't, and it's
wrong, you need to delete that account from Outlook and set it up again
as if it were a new account.
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4. Select or deselect the Require Login Using Secure Password
Authentication (SPA) check box, whichever is different from the
current setting.

5. Click the Test Account Settings button to see whether that fixed the
problem. If it did, skip the rest of the steps. If it didn’t, go back to the
original setting and go on to the next step.

6. Click the More Settings button.
The Internet E-Mail Settings dialog box opens.

7. Click the Outgoing Server tab and then select the My Outgoing Server
(SMTP) Requires Authentication check box, as shown in Figure 8-9.

8. Try each of the three options. After each one, click OK and then click
the Test Account Settings button to check whether it helped. If one of
the options works, skip the rest of the steps.

If you select the Log On Using radio button, fill in your username and
password in the boxes provided. For the username, use your complete
e-mail address. If that doesn’t work, try using only the part of your e-mail
address before the @ sign. Try it with the Require Secure Password
Authentication (SPA) check box deselected and then try it with that
check box selected.

Internet E-mail Settings

General | Qutgoing Server | Advanced

My outgoing server (SMTP) requires authentication
(®) Use same settings as my incoming mail server
() Log on using

+ Remember password

Require Secure Password Authentication (SPA)

() Log on to incoming mail server before sending mail

0K Cancel

Figure 8-9
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9. If you closed the Internet E-mail Settings dialog box, click the More
Settings button again to reopen it. Then on the Advanced tab (see
Figure 8-10), drag the Server Timeouts slider closer to the word Long

(that is, farther to the right).

This change can help give more time to a mail server that is slow to
respond. A timeout delay of more than two minutes isn’t usually needed.

Some mail servers use different port numbers for incoming and/or
outgoing mail. Check with your service provider to make sure that it uses
the defaults of 110 for incoming and 25 for outgoing, and make changes
on the Advanced tab if needed. If you use an encrypted connection, the
incoming server's default is 995. Check with your provider to find out

for sure.

10. Click OK and click the Test Account Settings button.

11. If you got Outlook to successfully complete a test message, great.
Close all dialog boxes. If not, contact your e-mail service provider’s
tech support and find out what setting you need to change to make

it work.

Leave Outlook open for the next exercise.

General | Outgoing Server | Advanced

Server Port Numbers

Incoming server (POP3): 995} Use Defaults
This server requires an encrypted connection (S5L)
Qutgoing server (SMTF): | 587

Server Timeouts

Internet E-mail Settings ﬁ

Use the following type of encrypted connection:  None v

Short Long 1 minute
Delivery

[¥] Leave a copy of messages on the server
Remove from server after | 14 |2 days

|_| Remove from server when deleted from 'Deleted Items’

oK Cancel

Figure 8-10

Server timeout
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Composing a New Message

You can send a new e-mail message to anyone for whom you have an e-mail
address. Just fill in the recipient, subject, and message and then send it off.

In the following exercise, you send yourself an e-mail message. By doing so,
you’ll then have a received message later so you can practice reading and
replying to it.

Needed: An e-mail account set up in Outlook

1. With the Inbox displayed onscreen, click the Home tab and then click
the New E-Mail button.

A new Untitled — Message window appears, as shown in Figure 8-11.

EHd ] Untitled - Message (HTML) ?2 B - B X
MESSAGE | INSERT ~ OPTIONS ~ FORMATTEXT  REVIEW
gz U attachFile |» Fallow Up -
B I U 07 Attach ltem= ! High Importance
Paste \ Names Zoom | Start
- . ~ [¥signature~ 4 Low Importance Inking
Clipboard Basic Text Include Tags % Zoom | Ink ~
To..
=1
Can
Send
Subject
Figure 8-11

2. In the To text box, type your own e-mail address.

If you want to send mail to multiple recipients, separate their e-mail
addresses with commas in the To box. You can use the Cc box for
additional recipients who should get a courtesy copy. (Both To and Cc
recipients get identical messages.)

You can choose a recipient from Outlook’s Address Book by clicking the
To button. I don’t cover that skill in this chapter, but you can experiment
with it on your own.
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Composing a New Message

3. In the Subject text box, type Reminder.

Including an appropriate subject line is important to alert the recipient
about the topic you're writing about.

4. In the body area, type the following:

Make sure you remember to order the tickets to the graduation ceremony
tonight.

If you want to, you can format the body text in your message. Use the
formatting buttons in the message composition window, such as Bold,
Italic, Font, Font Size, and so on, just as you do in Word and other Office
applications.

5. Check the message to make sure it looks like Figure 8-12 (except with
your own e-mail address in the To box rather than the dummy one
shown in the figure).

BEHdH® & 7 Reminder - Message (HTML) 7?7 BH - 0O %
MESSAGE | INSERT ~ OPTIONS  FORMATTEXT  REVIEW

EE | B g

B I U

Paste at Names Include Tags 7Zoom Start
- : - - - Inking
Clipboard = Basic Text Zoom Ink ~

To.. eliza @cuntusu.currd Re C | p | e nt
=

Ceu
Send

Subject Reminder Sub]ect

Make sure you remember to order the tickets to the graduation ceremony tonight.

Message body

Figure 8-12
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6. Click the Send button.

The message is sent. Depending on your Outlook settings, it may go out
immediately, or it may wait until the next scheduled send/receive operation.

7. To make sure that the message goes out, click the Send/Receive tab
and then click the Send/Receive All Folders button.

The message should appear in your Inbox as a new message. If the message
doesn’t appear, repeat the Send/Receive operation after a few minutes.

Leave Outlook open for the next exercise.

The Three Rs of Mail: Receiving,
Reading, and Replying

After you configure your e-mail 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.

Sending and receiving e-mail 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.

Here are the three ways you can manually send Send/Recieve All Folders
and receive e-mail in Outlook:

BE S8 -

v Click the Send/Receive All Folders button HOME | SEND 7 RECEVE
on the Quick Access toolbar, as shown in Y
Figure 8-13. £ o Foe X

ean Up ~

v Click the Send/Receive tab and then click Eb:::i'l ufr:": L& junk- Delete
the Send/Receive All Folders button. - Delete

v Press F9. Figure 8-13

Leave Outlook open for the next exercise.
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A\
If the Send/Receive All Folders button doesn't appear on the Quick

Access toolbar, click the Send/Receive tab, right-click the Send/Receive
All Folders button, and choose Add to Quick Access Toolbar.

Setting the send/receive interval

By default, the automatic send/receive interval is 30 minutes. You might
prefer a different interval. For example, because I need to respond quickly to
business requests via e-mail, [ have mine set to check every 5 minutes.

In the following exercise, you change the interval at which Outlook
automatically sends and receives mail.

1. Click the Send/Receive tab, click the Send/Receive Groups button,
and then choose Define Send/Receive Groups.

\\J
Alternatively, you can press Ctrl+Alt+S.

The Send/Receive Groups dialog box opens.

2. In the Setting for Group “All Accounts” section, make sure that the
Schedule an Automatic Send/Receive Every X Minutes check box is
selected.

3. Click the down increment arrow on the text box to change the
number of minutes to 5, as shown in Figure 8-14.

4. Click the Close button.

Leave Outlook open for the next exercise.
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Set the send/receive

interval here.

Send/Receive Groups

= - A Send/Receive group contains a collection of Oufllook accounts and
%Ij folders. You can specify the tasks that will be perfgrmed on the group

during a send/receive.

5end/Receive when
Online and Offline

Group Mame
All Accounts

Setting for group "All Accounts”

Include this group in send/receive (F3).

Schedule an automatic send/receive every | 5

[ ] Perform an automatic send/receive when exiting.
When Qutlook is Offline

[#] Include this group in send/receive F3).

|:| Schedule an automatic send/receive every 30

Mew...
Edit...
Copy...
Remove

Rename

minutes,

minutes.

Figure 8-14

Reading an e-mail message

In the dialog box, under the When
Outlook Is Offline heading, you
find a duplicate of the Schedule
an Automatic Send/Receive Entry
Every X Minutes option. That set-
ting applies only when you aren’t
connected to the Internet. You
can have a differentinterval when
offline than when online.

You can read messages in the Reading pane, or you can open each message

in its own separate window.

In the following exercise, you read an e-mail message.

Needed: An e-mail account set up in Outlook and the Reminder e-mail message
that you sent yourself in the preceding exercise

1. Click the View tab, click the Reading Pane button, and choose Right to
turn on the Reading pane at the right if it isn’t already there.

2. Click the Reading Pane button again and choose Bottom to move the

Reading pane below the Inbox.
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3. Click the Reminder message in the Inbox pane.
This is the message you sent to yourself in the preceding section.
The message appears in the Reading pane, as shown in Figure 8-15.

4. Double-click the message in the Inbox pane to display the message in
a separate window, as shown in Figure 8-16.

Click the Close (X) button in the message window to close it.

Leave Outlook open for the next exercise.

Message content in

Reading pane Selected message
o= = Inboy - faithewempen@comecast.net - Outlook 2 HE - 8 %
HOME SEND / RECEIVE FOLDER VIEW
=1 | E"\j Er\ﬂ E"\a E .7 P - Search Peaple b
= s )l:ﬁ\gnora x ((_ 3 2 Mesthg QMDMD_ Move ? nread/ Read = pl C
N N Clean Up ~ e o R Fom 3 To Manager -|  “HRules~ I Qategorize~ [ Address Book 5 E
ew  New elete  Reply Reply Forward [f . - end/Receive
Email ftems - S lunk~ Al EBMore |3 Team Emai °| MoneNot: I RollowUp- Y FikerEmail= AllForders
New Delete Respond Quick Steps 5} Move Tags Find Send/Receive A
<
4 Favorites All Unread Search|Current Mailbox (Ctrl=E) 2 | Current Mailbox =
Inbox 2 k| D@ |FrOM SUBJECT RECEIVED SIZE CATEGORIES k4 -
Sent ltems. 4 Date: Today
Deleted ltems 10 Faithe Reminder Mon 47172013 . T KB
Make sure you remember tq order the tickets to the graduation ceremony tonight. <end>
Southwest A... Register to Ern Double Points and Double Tier Qualifying Points! Mon 4/1/2013 . 49 KB
4 faithewempen@comcast.net If you are having trouble vipwing this email, dlick here
Inbox 2 4 Date: Last Week
eo0li Micrasoft 0. Microsoft Oftiook Test Message Fri 3/28/2013 2., SKB
Deleted ltems 10 This is an e-mail message sdnt automatically by Microsoft Outlook while testing the settings for your account. <end>
Drafts
4 Date: Older
Junk E-mail
! I/ vLartz, Jennif... MOAC Officd 2013 template Tue 12/11/2012 .. 224K5
Outbox Hi authors, | noticed therejwere a couple style errors in the Office 2013 template, so | wanted to send you an updated
RSS Feeds

Search Folders

€ Reply (B2 Reply All 5} Forward
Mon 4/1/2013 7:44 PM
Faithe <faithewempgn@comcastnet>
Reminder 1

To faithemempen@comeast.net

Make sure you remember to order the tickets to the graduation ceremony tonight.

ITEMS: 7 UNREAD: 2

Figure 8-15
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=] T Lo Reminder - Message (HTML) 72 @ - 0O X
MESSAGE
Iy SeRepy [ Movetor? R C)\
2 Reply Al €3 To Manager 2l = |em
& - Delete €, Forward EE~ £ Team Email - ?ve avgs \v\ng Zoom

Delete Respond Quick Steps [ Zoom ~
Mon 4/1/2013 7:44 PM
Faithe <faithewempen@comcastnet>
Reminder

To faithewempen@comeast.net

Make sure you remember to order the tickets to the graduation ceremony tonight.

) 5= morzaboutFaithe. D ~

Figure 8-16

Replying to a message

Replying to a message is quick and easy because you don’t have to look up
the recipient’s e-mail address. It’s already filled in for you.

In the following exercise, you reply to an e-mail message.

Needed: An e-mail account set up in Outlook and the Reminder e-mail that you
sent yourself earlier in this chapter

1. In the Inbox pane, click the Reminder e-mail message.

2. On the Home tab, click the Reply button.

\P
) If multiple people had received the e-mail and you wanted to reply to

them all, you could click the Reply All button in Step 2. In this exercise,
you were the only recipient, so it's a moot point.

In place of the Reading pane, a reply pane appears with the original mes-
sage quoted in the body area, your e-mail address filled in on the From
text box, and the original sender (also you) filled in on the To line. In the
Subject text box, the original subject appears with RE: in front of it.



291

The Three Rs of Mail: Receiving, Reading, and Replying

3. At the top of the message body area, type your reply: Thank you, I will.
See Figure 8-17.

4. Click the Send button.
The reply is sent.

Leave Outlook open for the next exercise.

Draft indicator appears when reply Click here to
FE 9L - COMPOSE TOOLS  Inbox - faithewempen(@comcast.nef - Outlook ?2 @ - x
HOME SEND / RECEIVE FOLDgR VIEW MESSAGE
X ° o s ame
Cut [.—, ! :.7‘@ BJ (] *‘Z ! High Importance s s
Eg Copy & Low Importance e
Paste BIu W-4- Address Check | Attach Attach Signatufe Bcc  From
- Format Painter - Book Names File |tem~ -
Clipboard 5 Bask Text & Mames Indude Tags % Show Fields -
<
4 Favorites All Unreafd Search Current Mailbox (Ctrl=E) 2 | Current Mailbox =
Inbox 1 2 00 [Flom | sussecT |RECEVED =~ [SIZE |CATEGORES | -
Sent Items 4 Date:Todyy
Deleted ttems 10 [Diaft] Faithe Reminder Mon 4/1/20137... 7KB N
Make sure you remember to arder the tickets to the graduation ceremony tofiight. <end> |
Southwest A... Register to Eam Double Points and Double Tier Qualifying Points!  Mon 4/1/2013 .. 43 KB
4 faithewempen@comcast.net If you are having trouble viewing this email, dlick here >
nbox 1 4 Date: Last Week
L2 Micrasoft O... Microsoft Outlook Test Message Fri 3/28/2013 2., SKB
Deleted ltems 10 This is an e-mail message sent automatically by Microsoft Outlook while testig the settings for your account. <end> >
Drafts
4 Date: Older
Junk E-mail
! Il Lartz, Jennif... MOAC Office 2013 template Tue 12/11/2012 ... 224KE . -
Qutbox
RSS Feeds
Search Folders 7 PopOut X Discard N
To.. | |aithe <faitt net ‘
=1
e | | |
send
subject |RE Reminder
Thank you, I will.
From: Faith® [maitto:faith net]
Sent: Monday, April 1, 2013 7:44 PM
To: faithewpmpen@comcast.net
Subject: Reminder -
= A2 ees @ 5o morezoaufFaithe D “

ITEMS: 7 UNREAD: 1

Type reply text here.

Figure 8-17
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Working with Attachments

You can attach a file to an e-mail so that the file travels along with the
message to the recipient. The recipient can then open the attachment
directly from the Inbox or save it to her hard drive for later use. In the
following exercises, you send and receive attachments.

Attaching a file to a message

Attach a file to a message when you want the
recipient to have a copy of the file. Sending a file

does not delete that file from your local PC; it Some e-mail messages have
sends a copy. attachments, which are

additional files that travel along
In the following exercise, you send yourself an with the e-mail message as it is
e-mail message that contains an attachment. By sent and received.

doing so, you'll then have a received message
with an attachment later to practice reading.

Needed: An e-mail account set up in Outlook
1. With the Inbox displayed onscreen, click the Home tab and then click
the New Email button.
A new Untitled — Message window appears.
2. In the To text box, type your own e-mail address.
3. In the Subject text box, type Map.

4. In the body area, type the following: Please refer to the attached map
for directions to the party.

5. Click the Message tab and then click the Attach File button.
The Insert File dialog box opens.

6. Navigate to the folder containing the data files for this chapter and
select Lesson 8 Map.xps.

See Figure 8-18.
7. Click the Insert button.

8. Check the message to confirm that it looks like Figure 8-19 (except
with your own e-mail address in the To box).

9. Click the Send button.

The message is sent. Depending on your Outlook settings, it may go
out immediately, or it may wait until the next scheduled send/receive
operation.
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= Insert File “
®© v 4 |l « Lesson08 » Data v & | SearchData o
Organize = New folder =~ [0 @
% Recentplaces A [ Name . Date modified Type
|\ Books s
Lesson 8 Map: 2/9/2011 11:43 AM  XPSFil
& s [M@ Lesson & Mapxps ile
B Deskiop
4 Libraries
[=] Documents
& Music
|| Pictures
B videos
#d) Homegroup
1 Faithe Wempen
18 Computer
€ Network vl >
File name: | Lesson & Mapaps v [anfites ¢ v]
Figure 8-18
EH®S O+ ¢4 - Map - Message (HTML) ? EH - 0O %
MESSAGE  INSERT ~ OPTIONS  FORMAT TEXT  REVIEW Attach Fil
P ach rie
% [catbriBody)  <|11 <[ A A z| D AtachFie - f_,)‘ butt
= k—k fa
e B I U =3 07 attach Item ~ . utton
Paste Tags  Zoom  Start
- W - A~ @S\gnature' - Inking
Clipboard Basic Text ] Include Zoom Ink ~
To.. | |Faithe <faithewempen@eomcast.net; |
=1
e || |
send
Subject ‘Map |
Aftached || |ass0n 8 Map.ps (678 KBl I AttaChment

Please refer to the attached map for directions to the party.

) 5e= more aboutFathe. D -

Figure 8-19

10. To make sure that the message goes out, click the Send/Receive tab
and then click the Send/Receive All Folders button.

The message should appear in your Inbox as a new message. If it
doesn’t, repeat the Send/Receive operation after a few minutes.

Leave Outlook open for the next exercise.
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Viewing and saving an e-mail attachment

Using attachments, people can exchange all types of files with one another,
such as files from Word, Excel, and PowerPoint.

vg‘“\NG! _ _
S Some types of attachments can carry viruses. (Pictures are generally
safe, though.) If you have any doubts about the safety of any file you
receive, do not open it.

In the following exercise, you read an e-mail message that has an attachment,
and save the attachment to your hard disk.

Needed: An e-mail account set up in Outlook and the Map e-mail that you sent
yourself earlier in the chapter
1. In the Inbox pane, click the Map message to select it.

The paper clip icon, shown in Figure 8-20, indicates that the e-mail has
an attachment.

Paper clip icon indicates on attachment. Attachment
[zl & Inbos - faithewempen@comcast.net - Outlook 7 EH - & %
HOME  SEND/RECEWE  FPLDER  VIEW
1 G a ff\i E”\a E -7 t - Search People i
= -"T‘El i Ignare x E ((_ 3 2 Mesting Move to: 7 Move 31 Ufread/ Read = Pl ﬁljl
ver N 7 Clean Up - o 5 I — €4 To Manager -| “SRules-  MiCjtegorize- [ Address Book o ece
ew  New clete  Reply Reply Forward fg . - end/Receive
Ermail Hems - & Junk~ i E@Mere~ B3 Team Emai 7| Monenote I FdiowUp- Y FiterEmails ) Forders
New Delete Respond Quick Steps 5 Move Tags Find Send/Receive  ~
<
4 Favorites All Urread Search Qurrent Mailbox (Ctrl=E) 2 | Current Mailbox +
Inbox 3 14 [ DY [FRom SUBJECT RECEIVED SIZE  |CATEGORIES ¥ -
Sent ltems. 4 DateYfoday
Deleted ltems 10 i Faithe Map Wion 4/1/2013 .. 685 KB
Please refer to the attached map for directions to the party. <end>
Faithe RE: Reminder Mon 4/1/2013 ... 9KB
4 faithewempen@comeast.net Thank you, | will
Inbox 3 € Faithe Reminder Mon 4/1/2013 7... 7KB
Sent ltems. Make sure you remember to order the tickets to the graduation ceremony tonight. < ehds
Deleted ltems 10 Southwest A... Register to Earn Double Points and Double Tier Qualifying Points! Mon 4/1/2013 ... 49KB
Drafts If you are having trouble viewing this email, dick here
IrafsfEone] 4 Date: Last Week -
Outbox
RSS Feeds
Search Folders 2 Reply (G2 Reply All 5 Forward

Mon 4/1/2013 813 PM
Faithe <faithewempen@comcastnet>
Map

To ‘Faithe’

Message [ Lessan 8 Map.xps (679 KE]

Please refer to the attached map for directions to the party. 1

28 .. € seemore oo Fane D -

ITEMS: 9 UNREAD: 3

Figure 8-20
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In the Reading pane, notice the two files listed above the message. One
is called Message, and the other is the attached file’s name (Lesson 8

Map .xps).

. Click Lesson 8 Map.xps in the Reading pane.

A warning appears, stating that you should preview files only if they
come from a trustworthy source.

. Click the Preview File button.

A preview of the attachment appears in the Reading pane.

If the file type isn't one that Outlook can preview, a message appears and
tellsyou This file cannot be previewed because there
is no previewer installed for it.

4. Click Message to return to seeing the message in the Reading pane.

5. Double-click Lesson 8 Map.xps.

\\J

An Opening Mail Attachment dialog box Opening Mail Attachment [ ]
appears, as shown in Figure 8-21. @ oo cnvoen archments om a rstwortysource
. Attachment: Lesson & Map.xps from Inbox -
. Click the Open button. faithewempen@comcast.net - Outlook
If you’re using Windows 8 and haven’t set a Would you like to open the file or save it to your computer?
default for XPS files, a dialog box asks how Open cancel
yOU want tO Open thlS type Of flle | Always ask before opening this type of file
. Click XPS Viewer. Figure 8-21

The map opens in the XPS Viewer application.

The XPS Viewer comes free with Windows.

8. Click the Close button (X) to close the XPS Viewer application.

9. In the Reading pane, right-click the Lesson 8 Map.xps file and

10.

11.

choose Save As.
The Save As dialog box opens.

Navigate to the location where you’re storing your completed work
for this chapter.

Click Save.

The attachment is saved.

Leave Outlook open for the next exercise.
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Managing Incoming Mail

If you receive a lot of e-mail, you may want to set up some systems for keep-
ing it organized. Your system can include creating folders to store e-mail that
you want to keep for later reference, moving messages from one folder to
another, deleting e-mail that you no longer need, and flagging an e-mail for
later follow-up. You can also configure Outlook’s Junk E-Mail filter to be more
or less aggressive in trying to filter out unwanted advertisements.

Creating folders for managing mail

Outlook starts with a basic set of folders, which you can see on the Folder
pane when viewing the Inbox:

» Inbox: Incoming mail

+* Sent Items: Copies of sent messages
RSS (Really Simple Syndication)
feeds enable you to receive

updated content from websites
v Junk E-Mail: Messages that the Junk Mail automatically in Outlook, without

filter has identified as possible junk your having to visit those sites.

 Deleted Items: Messages you have deleted
from other folders

+* Outbox: Messages waiting to be sent

” RSS Feeds: Any RSS feeds you've sub-
scribed to

You can create new folders if you like and then either manually drag and drop
messages into them for storage or create mail-handling rules that automatically
place messages into those folders upon receipt.

In the following exercise, you create a mail folder.

Needed: An e-mail account set up in Outlook

1. In the Folder pane to the left of the Inbox pane, right-click Inbox and
choose New Folder.

A blank text box appears, as shown in Figure 8-22.

2. Click in the text box and type Short-Term, and then
press Enter.

4 |Inbox 2

The new folder is created below the Inbox folder on the  Figure 8-22
Folder pane, as shown in Figure 8-23. There may also be
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New folder

4 Favorites

Sent ltems

Deleted ltems 10

4 faithewempen@comdast.net

4 |nbox 3

Short-Term <«——
Sent ltems
Deleted ltems 10
Drafts
Junk E-mail
Outbox
RSS Feeds

Search Folders

Figure 8-23

other folders already beneath the Inbox folder, depending on whether
anyone has created others on this PC already.

3. Click the new Short-Term folder to select it.

Its content appears. It’s empty, so both of the panes on the right are
blank.

Leave Outlook open for the next exercise.

Moving a message to a folder

One way to move messages to another folder for storage is to drag and drop
them there. You can drag individual messages or select multiple messages at
once and drag them as a group.

In the following exercise, you move a message into a different folder.
Needed: An e-mail account set up in Outlook, the Short-Term folder created in

the previous exercise, and the Reminder e-mail that you sent yourself earlier in
this chapter



298

Chapter 8

1. In the Folder pane to the left of the Inbox pane, click Inbox to return
to the Inbox folder.

N

. If the Short-Term folder isn’t visible below the Inbox folder in the

Folder pane on the left, click the triangle to the left of Inbox to expand
its list of subfolders.

3.

in the chapter.

4.
there.

The message is moved into that folder.

5.

Click the Short-Term folder to display its content.

In the Inbox, click the Reminder e-mail that you sent yourself earlier

Drag the Reminder e-mail to the Short-Term folder and drop it

It now contains the message you just placed there, as shown in
Figure 8-24.

Leave Outlook

Short-Term folder selected.

open for the next exercise.

Folder contains one message.

[o I L Short-Term - faithewempen@comecagt.net - Outlook ? H - x
HOME ~ SEND/RECEWE  FOLDER  VIEW
1| = N ~ v N Yy . Search Peopl N
= ."T"El T lgnore x &@_ &_/]) 2 Mesting Move to: 7 Move 1 Unread/ Read corch People mljl
Ner M| Gt ke Foad 3 To Manager | fERulesw  MiCategorize~ | [ Address Book oo
e New elete  Reply Reply Forward [ . - end/Receive
Ermail tems] & Junk~ Al EgMore~  |E3 Team Email 7| MoneNote [ FollowUp- W FierEmails )| Forders
Hew Delete Respond Quick Steps 5 Move Tags Find Send/Receive A
4 Favorites ¢ All Unread Search Short-Term (Ctrl=E) 2 | Current Folder ~
Inbox 1 1 Do [FrRom SUBJECT RECEIVED SZE  |CATEGORES  |¥
Sent ltems 4 Date: Today
Deleted teths 10 Faithe RE: Reminder Mon 4/1/2013 7... 9KB
Thank you, | will
4 faithewempen@comeast.net
4 Inbox 1
Short-Term!
Sent Items
Deleted ltems 10
Drafts
Junk E-mail L
Outbox
RSS Feeds (2 Reply 2 Reply All £} Forward

Search Folders

Figure 8-24

Man 4/1/2013 7:52 PM
Faithe <faithewempen@comcastnet>
RE: Reminder

To Faithe'

Thank you, | will.

From: Faithe [mail net]

Sent: Monday, April 1, 2013 7:44 PM
To: faithewempen@comcast.net

Suhiact- Reminder
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Creating a rule that moves messages

You can create message-handling rules, which are instructions that execute
automatically to carry out your wishes for certain situations. For example, a
rule can move messages from a certain person or with a certain word in the
subject line to a specified folder.

In the following exercise, you create a message-handling rule that moves
messages based on a word in the subject line.

Needed: An e-mail account set up in Outlook, the Short-Term folder created in an
earlier exercise, and the Map e-mail that you sent yourself earlier in this chapter
1. Choose File~>Info>Manage Rules & Alerts.
The Rules and Alerts dialog box opens.
2. Click the New Rule button.
The Rules Wizard dialog box opens.

3. In the Stay Organized section of the Step 1 pane, select Move Messages
with Specific Words in the Subject to a Folder.

See Figure 8-25.
Rules Wizard “

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized
P Move messages from someone to a folder
T Move with specific words in the subject toafolder <————— Select this Option.

P Move messages sent to a public group to a folder

|" Flag messages from someone for follow-up
¥ Move Microsoft InfoPath forms of a specific type to a folder
P Maove RSS items from a specific RSS Feed to a folder
Stay Up to Date
Display mail from someone in the New [tem Alert Window
#i Play a sound when | get messages from someone
Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
*=1 Apply rule on messages | send

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives

with specific words imethestbjeet Click the hyperlink.

move it to the specified folder
and stop processing more rules

Example: Move mail with Project in the subject to my Project folder

Cancel < Back Finish

Figure 8-25
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4. In the Step 2 pane, click the underlined phrase specific words.
The Search Text dialog box opens.

5. In the text box labeled Specify Words or Phrases to Search For in
the Subject, type Map and then click the Add button to add it to the
Search list.

Figure 8-26 shows the word already added to the search list.

Search Text n_

Specify words or phrases to search for in the subject:

Search list:
“Map'

Remove

OK | Cancel

Figure 8-26

6. Click OK to return to the Rules Wizard dialog box.
The word Map appears underlined in the Step 2 pane.

7. In the Step 2 pane, click the underlined word specified.
The Rules and Alerts dialog box appears, showing a folder list.

8. Click the triangle to the left of Inbox to expand the list of subfolders
and then click Short-Term.

See Figure 8-217. Rules and Alerts “
9. Click OK to return to the Chaose a folder:
Rules Wizard dialog box. “ r‘ fa't:‘:x;“;j”@‘°m‘a‘t‘”*t Al ox |
Now in the Step 2 pane, the El cancel
rule appears as shown in I%I Deleted Items (10} Newr..
o Calendar
Figure 8-28. ] Contacts
Drafts
10. Click the Finish button. {% Journal
[ Junk E-mail
The rule is created, and it :ottzs
appears in the Rules and Alerts PSS Fonds
dialog box. EE] Suggested Contacts v
11. Click the Run Rules Now .
button Figure 8-27

The Run Rules Now dialog box
opens.
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Rules Wizard “

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
Move messages from someone to a folder
Move messages with specific words in the subject to a folder
Move messages sent to a public group to a folder
|" Flag messages from someone for follow-up
Maove Microsoft InfoPath forms of a specific type to a folder
Maove RSS items from a specific RSS Feed to a folder
Stay Up to Date
Display mail from someone in the New [tem Alert Window
#i Play a sound when | get messages from someone
E Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
*E1 Apply rule on messages | send

¥
*,

%

Step 2: Edit the rule description [click an underlined value)

Ap is rule after the message arrives
withilMapiin the subject
move it to the Short-Term folder The complete rule

and stop processing more rules

Example: Move mail with Project in the subject to my Project folder

Cancel < Back Finish

Figure 8-28

12. Click to mark the Map check box, selecting the Map rule, as shown in
Figure 8-29.

13. Click the Run Now button.

The rule is run, and the message with the Map subject line is moved into
the Short-Term folder.

14. Click Close to close the Run Rules Now dialog box.

15. Click OK to close the Rules and Alerts dialog box.

16. Press Esc or click the Back arrow to return to the Inbox.
Notice that the Map message is no longer in the Inbox.

17. In the Folder pane at the left, click the Short-Term folder.

The Map message appears there.

Leave Outlook open for the next exercise.
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Run Rules Now E

Select rules to run:

[v] Map

[] Clear categaries on mail (recommended)

Select All Unselect All

Rule Description

Apply to message

with “Map” in the subject

move it to the “Short-Term” folder
and stop processing more rules

Runin Folder: | |npox B e
[Tinclude subfolders

Apply rules to: | a)| Messages R

Figure 8-29

Customizing the Favorites list

You can place shortcuts in the Favorites list to
the mail folders you use most frequently, so you

don’t have to wade through a long list of folders The Favorites list is a shortcut
every time you want them. area that appears at the top of

the Folder pane in Outlook when
In the following exercise, you add a folder to the inthe Mail area of the application.

Favorites list.

Needed: An e-mail account set up in Outlook and
the Short-Term folder created in an earlier exercise
1. In the Folder pane on the left, click the Short-Term folder to select it.

2. Drag the Short-Term folder up to the Favorites list and drop it at the
top of the list.

A shortcut to the Short-Term folder now appears on the Favorites list, as
shown in Figure 8-30.
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3. Right-click the Short-Term folder on the Favorites
list.

4. Choose Remove from Favorites from the shortcut
menu.

The Short-Term folder no longer appears on the
Favorites list. The folder itself still exists.

Leave Outlook open for the next exercise.

Deleting e-mail

Even though so far you've been focusing on how to save
e-mail for later reference, there’s nothing wrong with
deleting e-mail after you read it. In fact, as time goes

by, you’ll accumulate way too much e-mail if you don’t
delete most of it.

In the following exercise, you delete an e-mail message
and then retrieve it again from the Deleted Items folder.

Needed: An e-mail account set up in Outlook and the

Short-Term folder created in an earlier exercise, containing

the Map and Reminder e-mails you sent to yourself earlier
in the chapter

303

4 Favorites
Inbox 1
Sent |tems
Deleted ltems 10
Short-Term

4 faithewempen@comcast.net

4 |nbox 1
Short-Term

Sent ltems
Deleted Items 10
Drafts
Junk E-mail
Outbox
RSS Feeds
Search Folders

Figure 8-30

1. In the Folder pane on the left, click Short-Term to display that folder if

it isn’t already displayed.
. Click the Map e-mail message.
. Press the Delete key to delete it.

. Click the Reminder e-mail message.

S U1 oAe W N

. In the Folder pane, click the Deleted Items folder.
The display switches to that folder.

. Click the Home tab and click the Delete button to delete it.

7. Click the Received column heading to sort by that column.

A down-pointing triangle should appear on that column heading.

\\J

If an up-pointing triangle appears there, click the Received column

heading a second time to change the sort order.

Your two deleted messages appear there, as shown in Figure 8-31.
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Deleted items folder Deleted messages
oI R Deleted items - faithewempen@comcast.nat - Outlool 7T E - 85 X
HOME ~ SEND/RECEVE  FOLDER  VIEW
5 NN N ¥ ) Y Search Peopl i3
= T Ignore x & (E (l f _; B2 Mesting Move to: 7 Mave ) Unread/ Read corch People %
e CleanUp~ S 3 To Manager < i=Rules| M Categorize~  EZAddress Book s
ew  New elete  Reply Reply Forward [5 . - end/Receive
Email ltems~ o Junk - Al EgMore- [ Team emai 7 BoneNdie | 1 Follow Up  Fitter Email = ) Folders
New Delete Respond Quick Steps & Move Tags Find Send/Receive | A
<
4 Favorites All Unread \mrm Deleted ftems (Ctrl+E) P | Curent Folder ~
Inbox 1 VL B0 [FROM | suBJECT |RECEIVED ~  [SIZE | CATEGORIES
H i Faithe Wiap Wion 4/1/3013 &:... 686 KB
Exfilims H Please refer to the attached map for directions to the party. <end>
Deleted ltems
Faithe RE: Reminder Mon 4/1/20137-... 9 KB
Thank you, | will.
 faithewempen@comcast.net Microsaft Out... Microsoft Qutiook Test Message Fri 3/29/2013 2:4... 5KB
alnbox 1 This is an e-mail message sent automatically by Microsoft Outloak while testing the settings for your account. <end>
Short-Term
Sent ltems
Deleted ltems:
Drafts
Junk E-mail Iy
Outbox
RSS Feeds €2 Reply 2 Reply All (& Forward
Search Folders Mon 4/1/2013 8:13 PM
Faithe <faithewempen@comcast.net>
Map
To ‘Faithe’
Message [ Lesson 8 Map.xps (679 KE)
Please refer to the attached map for directions to the party.
25 ses @ Se=more about Faithe. D A

Figure 8-31

8. Click the Reminder e-mail to select it.
9. Hold down the Ctrl key and click the Map e-mail to select it.

10. Drag the selected e-mail messages to the Short-Term folder in the
Folder pane on the left.

The messages are moved back into the Short-Term folder.

11. Click the Short-Term folder to display its content and confirm that the
two messages now appear there.

Leave Outlook open for the next exercise.
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Flagging an e-mail

You can assign different flags to a message
depending on when follow-up is due. When a
flagged message is overdue, the entire message
appears in red text on the message list. After
you’ve done whatever it was you needed to do,
you can mark the message as completed.

Sometimes when you receive an
e-mail, you don’t have time to deal
with it appropriately at that time.
You can flag an e-mail to remind
yourself that you need to take
action on it later.

In the following exercise, you flag an e-mail and
then mark it as completed.

Needed: An e-mail account set up in Outlook and the Short-Term folder contain-
ing the Map and Reminder e-mails sent to yourself earlier in the chapter

1. In the Short-Term folder, click the Map message to select it.

2. Click the flag outline in the Flag column (on the far right edge of the
message list).

The flag changes from transparent to bright red. Figure 8-32 shows a
flagged message. The default flag is a Today flag, indicating you should
follow up on it today.

[ D)0 [FROM SUBJECT RECEIVED SIZE | CATEGORIES  |v
4 Date: Today

W Esine iiap
Please reter to the attached map for directions to the party. <end>

Nion 471/2013 8. 686 KB
»

Faithe RE: Reminder Mon 4/1/2013 7... 9 KB
Thank you, | will

Flagged message

Figure 8-32

3. Click the red flag.

It changes to a check mark, indicating the action has been completed on
the message.

4. Right-click the check mark and, from the shortcut menu that appears,
choose Next Week.

The flag reappears and changes to a pink flag, indicating a lower priority.
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CE
03} For more practice, try selecting each of the other flags on the shortcut
menu to assign them to the message.

5. Right-click the flag choose Clear Flag from the shortcut menu.

The flag goes back to being transparent, as it was when you began.

Leave Outlook open for the next exercise.

Configuring the Junk Mail filter

You can adjust the sensitivity of the Junk Mail
filter in the Outlook options. If you set it to be

very aggressive, fewer junk messages will get Outlook comes with a Junk Mail
through, but it might sometimes mark legitimate filter that removes some of the
messages as junk. If you set it to be less more obvious junk messages
aggressive, you'll get more junk in your Inbox. from your Inbox before they

have a chance to annoy you.
In the following exercise, you configure the Junk The Junk Mail filter relies on
Mail filter in Outlook. internal rules that Outlook

receives from Microsoft.
Needed: An e-mail account set up in Outlook Occasionally Microsoft sends out

updates for it, which you receive
1. Click the Home tab, click the Junk button, as Windows Updates. The Junk
and choose Junk E-Mail Options. Mail filter is far from perfect, but

it does catch some items.

The Junk E-Mail Options dialog box
appears.

2. On the Options tab, click the option
button that best represents the level of
filtering you want. See Figure 8-33.

e No Automatic Filtering: Turns off the filter.
® Low: Moves most obvious junk e-mail.

e High: Catches almost all junk e-mail but also may catch some
regular mail.

e Safe Lists Only: Allows only e-mail on your Safe Senders List. (If you
choose this option, you must then configure the lists on the Safe
Senders and Safe Recipients tabs.)

3. Click OK to accept the new setting.
4. Exit Outlook.
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Junk E-mail Options - faithewempen@comcast.net (1) n

Options | Safe Senders | Safe Recipients | Blocked Senders | International

. Outlook can move messages that appear to be junk e-mail into a
_Q special Junk E-mail folder.

Choose the level of junk e-mail protection you want:
::::- Mo Automatic Filtering. Mail from blocked senders is still moved
to the Junk E-mail folder.

(® Low: Maove the most obvious junk e-mail to the Junk E-mail
folder.

.':::- High: Most junk e-mail is caught, but some regular mail may be
caught as well, Check your Junk E-mail folder often,

() Safe Lists Only: Only mail from people or domains on your Safe

Senders List or Safe Recipients List will be delivered to your
Inbax.

[ | Permanently delete suspected junk e-mail instead of moving it to
the Junk E-mail folder

Z| Disable links and other functionality in phishing messages.
[recommended)

[¥] Warn me about suspicious domain names in e-mail addresses,
[recommended)

oK Cancel Apply

Figure 8-33

@ Summing Up

Here are the key points you learned about in this chapter:

+* Sending and receiving e-mail in Outlook requires a valid e-mail account.

1 Most e-mail accounts are of the POP3 type; IMAP is a less-common but
also supported type.

v Outlook doesn’t work with most web mail accounts.
v To compose a new e-mail message, choose Homer>New E-Mail.

v To attach a file, from the e-mail composition window, choose Messager>
Attach File.

v To manually send and receive, click the Send/Receive All Folders button
on the Quick Access toolbar or on the Send/Receive tab, or press F9.

»* You can set the Reading pane to appear below or to the right of the
message list. Click View and then Reading Pane to change its position.
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v To save an e-mail attachment, right-click it and choose Save As.

v To create new e-mail folders, right-click the Inbox folder and choose
New Folder.

+* To move a message to a folder, drag it there.
v To add a folder to the Favorites list, drag it there.

v To create message handling rules, choose Filew>Infor>Manage
Rules & Alerts.

v To delete an e-mail, press the Delete key or choose Homer>Delete.
v To flag an e-mail, click the flag symbol to its right on the message list.

v To configure the junk mail filter, choose Home=>Junk=>Junk
E-Mail Options.

Try-it-yourself lab
For more practice with the features covered in this chapter, try the following
exercise on your own:
1. Ask several friends for their e-mail addresses.

2. In Outlook, compose a new e-mail message and address it to at least
three people. Separate the addresses with commas in the To box.

3. In the Subject text box, type Best Joke Ever.

4. In the message body, type your favorite joke. End the message by
asking your friends to send a joke back to you using Reply All. Ask
them to put the word Joke in the subject line.

5. Click Send.
6. Create a new folder called Jokes.

7. Create a message-handling rule that sends any incoming jokes to that
folder. (Hint: Use the word Joke in the subject line as the criterion.)

8. Sit back and enjoy the jokes that your friends send back to you.

Know this tech talk

attachment: A file that travels along with an e-mail message.

e-mail account: The unique e-mail address that you use to send and
receive messages.
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encryption: A security measure that encodes the message content so
that it can’t be read if intercepted.

Favorites list: A shortcut area that appears at the top of the Folder pane
in Outlook when in the Mail area of the application.

flag: To mark an item to remind yourself to take action on it later.

HTTP: HyperText Transfer Protocol, a web-based Internet protocol. This
is the protocol that most web-based mail services use, such as Hotmail
and Gmail.

IMAP: Internet Mail Access Protocol, an alternative to POP3 where the
messages remain on the server.

Internet service provider (ISP): The company that provides your
Internet service.

Junk Mail filter: A feature in Outlook that removes some of the more
obvious junk messages from your Inbox.

POP3: Post Office Protocol 3, the most common type of e-mail account.
This type works on a store-and-forward basis, with messages transferred
from the server to your local PC and then deleted from the server.

rule: A message-handling instruction that executes to carry out your
wishes for sorting and managing e-mail.



310

Chapter8



Chapter 9
Using Outlook Contacts

and Tasks

v Contacts store information you need to keep in touch
with people.

e v The File As property for a contact controls how it is
alphabetized in the Contacts list.

v E-mailing contact information to others can save
them time in data entry.

Select Names: Contacts |

v Creating tasks for the things you need to accom-
plish helps you prioritize tasks and track your
progress toward their completion.

v You can set a reminder so that a pop-up box opens
(((((( and lets you know when it’s time to work on a task.
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utlook is much more than just an e-mail program. It excels at

storing information that you need for your daily business and

personal dealings, such as contact information and to-do lists. If

you can't keep yourself organized with all these tools available to you, don't

blame Outlook!

In this chapter, I show you how to enter and use contact information in the
People area of Outlook. I also show how to create and manage tasks and

to-do items in the Tasks area.

Storing Contact Information

Outlook stores complete contact informa-
tion about the people you want to keep in
touch with. You can store not only mailing
addresses but also phone numbers, e-mail
addresses, pager numbers, and personal
information such as birthdays, spouse
names, departments, and professions.

Adding and editing a contact

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. In earlier versions of
Outlook, this area was called Contacts.

You may not have any contacts yet in the People area of Outlook. Don’t worry

about that, though, because it’s easy to add one.

In the following exercise, you create a contact in Outlook.

Files needed: None

1. In Outlook, click the People icon in the lower-left corner of the

application window.

The Contacts pane appears. You may or may not have any contacts in it.

2. Choose Home=>New Contact.

The Untitled — Contact window opens.
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3. Enter the information shown in Figure 9-1.

Ink

BEH® 1+ i~ Terry Strong - Contact T =
CONTACT  INSERT ~ FORMATTEXT  REVIEW
el x B Save & New - ) Details —a r| = ..,! 9‘.' @ 1ii Categorize -
Ly : ¢
- EJ Forward - R Centificates B ted X @ | = |> Follow Up -
Save & Delete General Email Meeting More Address Check  Business Picture Zoon
Close T, OneNote E Al Fields - Book Mamies | Card Private
Adtions Show Communicate Names Options Tags Zoom
Full Name... Terry Strong Tarry Stiong
- ACME Corporation
Company ACME Corporation Manager
Sales
Jab title Manager
31 ark

File a5 Strong, Terry - ten g cmecorporation.com

. 108 Ponting Street
TN Macon, IL 62544

EZE-mail.. ~ | |terrystrong@myacmecorporation.com
) Notes
Display as Terry Strong (terrystrong@myacmecorporation.com

Web page address
IM address

Phone numbers

0 X

The card in the upper-right corner
of the contact window shows a
- preview of how the card will look

Business.

- 317) 555-1492

Home...

Business Fax...

Mobile...

Addresses
Business. ‘ =

| This is the mailing
address

720 E. Warren St.
Macon, IL 62544 a4
Ty

Map It

- in the Contacts list.

Figure 9-1

4. Choose Contact~>Details.
Additional fields appear.

Depending on the window width, you might need to click a Show button
to open the collapsed group to find the Details button.

5. Enter the additional information shown in Figure 9-2.
6. Click the Save & Close button on the Ribbon.

The contact closes, and a card for it appears on the Contacts list, as
shown in Figure 9-3. If you’ve already entered other contacts, they
appear there also.

7. Double-click the contact you just created.

It reopens.
8. Change the job title to Vice President for the contact.
9. Click the Save & Close button.
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H S O+ ¢ 3- = Terry Strong - Contact 7T - 0O X
CONTACT INSERT FORMAT TEXT REVIEW
7 B Save & New ~ ) Details o 2! o3 18 Categorize -
2| A =l 2 N 23 o= g Categy Z
. x (23 Forward - R Cetificates E ED t : V@ 5 |™ Follow Up -
Save & Delete m General Email Meeting More Address Check Business Picture
Close 3, OneNote El Al Fields - Book Names| Cad ~ Private
Actions Show Communicate Names Options Tags ~
Department Saies Managersname | Alice Liddell
Office Cypress Assistant’s name
Profession
Nickname Spouse/Partner Beth
Title ~| Birthday None
Suffix - | Anniversary None =
Internet Free-Busy
Address
ﬂ Saa rmoce 30 P
Figure 9-2
[o3] S8 s Contacts - faithewempen@comcast.net - Outlook 7 @m - & X
HOME SEND / RECEIVE FOLDER VIEW
°® 7 & Email ® = ¥ Move - [&5 Forward Contact i Categorize~ | Search People
Y | =
E aF & x [ Meeting &n J ~| 3 Mail Merge [> Follow Up~ [T Address Book
New NewContact New Delete People  |BusinessCuu |
Contact Group ftems~ % More - T, OneNote Private
New Delete  Communicate Current View Actions Tags Find ~
N Search Contacts (Ctrl<E) pel
4 My Contacts
(oo 125 [Colvin, Ashiey Ratekin, Kris
? Ashley Colvin Kris Ratekin
Connect to a social network b
720 E Warren 108 Ponting Street
« Bethany, IL 62522 Macon, IL 62544
.
f - - o
. Depending on the view you're
n using, the card may look different
ij Strong, Terry
i o than shown here. On the Home
* e tab, in the Current View group,
m Sales o o
" o click Card or Business Card to
o T0E wamen s e switch between the two types of
§ Macon, IL 62544 . .
cards you can display. Figure 9-3
;
: shows Business Card view. There
‘ are also a few other views avail-
N able: People, Phone, and List.

ITEMS: 3

Figure 9-3
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10. If you don’t already have other contacts entered, enter the two

contacts shown in Figure 9-4.

Later exercises assume you have multiple contacts entered.

Leave Outlook open for the next exercise.

Colvin, Ashley Ratekin, Kris
Ashley Colvin Kris Ratekin
720 E Warren 108 Ponting Street
Bethany, IL 62522 Macon, IL 62544
Figure 9-4

Navigating the Contacts 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. You can change the
view of the Contacts list in several ways. You can jump to a particular letter
of the alphabet by clicking a letter along the left side of the display. You can
set viewing options on the View tab, and you can display or hide the Folder
pane. The following exercise practices all those skills.

In the following exercise, you change the way contacts are displayed in Outlook.

Files needed: None

1. Choose View=>Folder Pane and then choose
Minimized from the Folder Pane button’s
drop-down list.

This step minimizes the Folder pane so that
it appears only as a thin bar on the left side
of the screen. You can expand it any time you
need it by clicking the arrow at the top of the
bar, as shown in Figure 9-5.

2. On the Home tab, click the More button in
the Current View group.

You can click this arrow to

expand or minimize the
Folder pane.

,":

.;f "]
Chenge View  Reset

- Settings View
Current View

’ All Unread
Vx| D@ |FROM
4 Date: Yesterday

HOME SEND / RECEIV

Show as

Conversa

Mes

Sent ltems

EJ Lois Lowe

4  Date: Last Week

Figure 9-5
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The Communicate group also has a More button, but that's not the button
you want for this step. The More button for the Current View group is the
down-pointing arrow with the horizontal line over it.

The gallery that appears contains five options: People, Business Card,
Card, Phone, and List.

3. Click each of the views to try them out. Apply the Card view last so
that you end up in Card view.

Notice the gray vertical bar that's separating the columns in Card view. You
can drag this bar to increase or decrease the width of the column so that

each card’s details show fully or partially.

4. Drag the vertical bar to the right until all the text in each card is fully
displayed, as shown in Figure 9-6.

5. Choose Viewr>Reading Paner>Right to turn on the Reading pane.

The selected contact’s full information appears in the Reading pane to
the right of the list, as shown in Figure 9-7.

Drag vertical bar.

B & L Contacts - faithewempen@comcast.net - Qutiaok ?2 @3 - 3
HOME ~ SEND/RECEVE  FOLDER  VIEW
[l .‘o‘ y.—\ x &) Email e { o] ¥ Move~ [z Forward Contact - 1ii Categorize = |Search People
@ & [Z) Meeting = e $iMsilMerge | Ef sha [P Follow Up - [ Address Book
New NewContact Mew  Delete Card Phone =
Contsct  Group  lems~ % More ~ | T, OneNote Op Private
New Delete  Communicate Current View Actions Share Tags Find -~
¢ Search Contacts (Ctri<E) L
4 My Contacts
(Frrir=n 12 Colvin, Ashley
a Full Name: Ashley Colvin
Connect to a social network b Business: 720 E Warren
Bethany, IL 62522
cd
Ratekin, Kris
© Full Name: Kris Ratekin
f Home: 108 Ponting Street
Macon, IL 62544
9
h Strong, Terry o 9
Full Name Tery strong Dragging the vertical bar changes
i Job Title: Vice President 4+ o
o | Company ACUE Corporation all columns equally when there is

Figure 9-6

Sales

720 E. Warren St
Macon, IL 62544
(317) 555-1492

Department:
Business:

Business:
E-mail:

more than one column.
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Reading Pane button Reading pane

[olE] L Contacts - faithewempen@comcast.neff - Outloak R E - x
HOME  SEND/RECEVE  FOLDER  VIEW

( 23 i 11 Reverse Sort . pm El r’ﬂ [:,
i Add Columns FHpi= = 0 -8
Change View Reset  Message - - Folder Reading To-Do  People  Reminders Open in New  (flose
View~ Settings View  Previen Expand/Collapse©  pane~ Paner Barv  Paner  Window  Window  Allftems
Current View Arrangement Layout People Pane Window ~
Searcn Contacts (Ctri=E} P Full Name... Ashley Colvin
4 My Contacts
123 =
Contacts Colvin, Ashley
a Full Name: Ashley Colvin
Connect to a social network b Business: T20E Warren
Bethany, IL .. File a Colvin, Ashley -
cd
Ratekin, Kris
© Full Name: Kris Ratekin E-mail... -
§ Home: 108 Ponting ¢
Macon, IL ...
g
N Strong, Terry
Full Name: Tery Strong
i | Job Title: Vice Presid...
x Company: ACME Corp...
Department: Sales
! Business: T20E Warrer [T -
n Macon, IL 6.
Business: B17) 555-1.., ome -
n
E-mail: temystrong...
_— Business Fax.. | -
op
a Mobile... -
.
s Business.. - | 720 Warren
Bethany, IL 62522 iad
t This is the mailing e
w srldress Map it
w
x
y
z

Figure 9-7

6. Choose Viewr>Reading Pane= Off to turn off the Reading pane again.
7. Choose Viewr>To-Do Bar->Calendar.

A monthly calendar appears.
8. Choose Viewr>To-Do Bar->Tasks.

Any items you have set up in your To-Do list (covered later in this
chapter) appear. See Figure 9-8.

9. On the View tab, click the To-Do Bar button and choose Off to close
the To-Do Bar.

10. On the View tab, click the Reverse Sort button to change the sort
order of the contacts to Z to A.

11. Click the Reverse Sort button again to change the sort order back to
the default (A to Z).

Leave Outlook open for the next exercise.
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To-Do Bar button Calendar
=R Contacts - faithenempen@comcast.net - Outlopk T ®m - 8 X
HOME SEND / RECEIVE FOLDER VIEW
6 F © lwsie 2 [ LB T |m
ol atcowms | o LS s =T
Change View Reset Message - - Folder Reading To-Do  People  Reminders Open in New| Close
View~ Settings View  Previen Expand/Collapse™  pane~ Panev Bar~  Paner  Window  Window Al tems
Current View Arrangement Layout People Pane Window -
x
Search Contacts (Ctri+E} pel _
My Contacts Il April 2013 »
o B e SU MO TU WE TH FR SA
a Full Name: Ashley Colvin 3 13 4 5 6
Connect to a social network b Business: T20 E Warren 7 8 9 10 11 12 13
Bethany, IL ...
D —— 14015 16 17 18 19 20
Ratelin. Kris 21 22 23 24 25 26 27
Full Name: Kris Ratekin
T Home: 103 Ponting ¢ #2918
Macon, IL ... 5 6 7 8 910 1
T
" Strong, Terry You have nothing scheduled today.
- Full Name: Tery Strong
u Job Title: Vice Presid...
K Company: ACME Corp.
Department: Sales
! Business: 720 E. Warrer
n Macon, IL 6.
Business: 1317)555-1..,
n E-mail: temystrong...
op x
q Arrange by: Flag: Due Date | Today
. Type a new task
. We didn't find anything to show here,
t
uv
w
x
¥
z

Tasks list

Figure 9-8

Changing 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.

Yes, so far the contacts you've worked with have been alphabetized by last
name, but that’s just a coincidence. They’'ve been done that way because
that’s how they’re set to be filed. The File As setting determines the sort
order in the Contacts 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.
Set it to whatever way you think you will search for that contact in the future.

In this exercise, you change a contact’s File As setting to the business name.

Files needed: Terry Strong contact created earlier in the chapter
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1. Double-click the Strong, Terry contact to reopen it.

2. Open the File As drop-down list and select ACME Corporation, as
shown in Figure 9-9.

B H® g o= Terry Strong - Contac
CONTACT INSERT FORMAT TEXT REVIEW
=3 W2 Save & New ~ T Details r =z T NI EAFY)
SFJ& 35 65 Forwerd- GE‘ 8 Carfcates F‘Q MED Nl If you want both the company name and the
Close A;'“mw“m E'h"”'*"“ . e person’s name to show, choose one of the File
—— o Sioms As options that includes both. The one that
campeny AN Camporaton appears first will be how it is alphabetized. For
sob il example, Strong, Terry (ACME Corporation)
I o oo : alphabetizes by Strong but also includes
EEE E‘f'"‘/":t‘w:msut] ACME Corporation in the title.
S e an am oy :
Web page address
Figure 9-9

3. Click the Save & Close button.

The contact closes. Notice that it now appears alphabetized in the A sec-
tion, at the top of the contact list, and that ACME Corporation appears
as the top line.

Leave Outlook open for the next exercise.

Deleting and restoring 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.

\‘&N\BER
& Deleted contacts go to the Deleted Items folder in Outlook until the next
time you empty the Deleted Items folder, so you can retrieve them from

there if you make a mistake.

In this exercise, you delete a contact and then retrieve it from the Deleted Items
folder.

Files needed: ACME Corporation contact created earlier in the chapter
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()

. Click the ACME Corporation contact to select it.
2. Press the Delete key or click the Home tab and then the Delete button.

3. If the Folder pane is minimized, click the arrow at the top of the
minimized pane to expand it to normal size.

4. At the bottom of the Navigation pane, click the More button (. . .) and
click Folders.

The Navigation pane changes to show the Folder pane.
5. In the Folder pane, click Deleted Items, as shown in Figure 9-10.

If you see the deleted ACME contact on the list, skip to Step 7.
Otherwise, continue to Step 6 to find it.

6. Click in the Search text box and type ACME. Press Enter.
The list of deleted items is filtered to show items containing that word.
The deleted contact is included on that list.

Deleted Items folder

[0 = [ Deleted Items - faithewempen@comcast.net - Outlook 7 @A - %
HOME SEND / RECEIVE FOLDER VIEW
i ~ S~ o~ ¥ . ¥ - Search Peopl b
= o Igrfore x ((_ 3 Meeting Short-Term Move 21 Unready/ Read E:rt eople C
N ‘N' cionup- ¥ Rt(ﬂ‘ EI F& . €3 To Manager -] TERules~ | I Categorize~  [Z} Address Book . d/IjR
ew  New elete  Reply Reply Forward Ejpiore- |27 = end/Receive
S ore - .
Email ltems - s Jufkes Al Z Team Email R, OneNote Follow Up Y Filter Email All Folders
New Delete Respond Quick Steps ) Move Tags Find Send/Receive A
<
All Unread Search Deleted Items (Ctrl~E) P | Current Folder ~
4 faithewempen@corpeast.net
12y [0 |FROM SUBJECT RECEIVED SIZE | CATEGORIES
b =1 Inbox 1
E  Faithe Terry Strong Tue 4/2/2013 4:3... 6KB
7 Drafts
Microsoft Out... Microseft Outlook Test Message Fri 3/20/2013 24... 5KB
(=7 Sent ltems This is an e-mail message sent automatically by Microsoft Outlook while testing the settings for your account. <end>
{5 Deleted ltems
[E Calendar
[E= Contacts
{7 Journal
e Junk E-mail
Notes
[3] Outbox
RSS Feeds
[25] Suggested Contacts
| Tasks Full Name... Temy Strong Terry Strong
O Search Folders ACME Corporation
Compan ACME Corporation Vice President
Sales
Vice President
(317) 555-1492 Work
ACME Corporation - terrystrol acmecorporation.com
720 E. Warren st.
Macon, IL 62544
E-mail... - | terystrong@myacmecorporation.com
Temy Strang (terrystrong@myacmecorporation.com)
BUsiness. - | (31715551482

Figure 9-10
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7. Drag the contact to the Contacts folder in the Navigation pane and
drop it there.

It is moved from the Deleted Items folder back to the Contacts folder.

8. Click the Contacts folder in the Navigation pane to display its
contents.

Note that the ACME contact is restored.

Leave Outlook open for the next exercise.

Using Contact Information

Storing contact information is all well and good, but you’ll probably want to
do something useful with it.

If you need the information for some offline task, such as addressing an enve-
lope by hand or looking up a phone number to dial, you can just browse the
Contacts list and double-click the desired contact to open all its details.

You can also perform some actions on the PC with the stored contact infor-
mation. For example, you can use contact information to address e-mail
messages, and you can send contact information to other people.

Sending an e-mail message to a contact

You can easily address an e-mail message to a contact in your Contacts list.
You can initiate this process either from the Contacts area of the program or
from the Mail area.

In this exercise, you start an e-mail message to a contact using two different
methods.

Files needed: ACME Corporation and Terry Strong contacts created earlier in the
chapter

1. In the Folder pane, click Contacts.

2. Click the ACME contact to select it.

3. On the Home tab, click the E-Mail button.

A new e-mail message opens with the ACME contact’s e-mail address
filled in.
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4. Click the Close (X) button on the new e-mail message’s window to
close it without sending it.

5. When prompted to save changes, click No.

6. At the bottom of the Folder pane, click the Mail icon, switching to the
Mail section of Outlook.

7. Click the New Email button.
A new e-mail message window opens.
8. Click the To button.

The Select Names: Contacts window opens, as shown in Figure 9-11.

Select Names: Contacts

Search: (® Nameonly () Maore columns  Address Book

Go Contacts - faithewempen@comcast.net (1) w Advanced Find

| Name Display Name E-mail Address |
Notice thatthe names are listed in
First, Last order, without the busi-
ness name, regardless of the File
g As setting.
To -=
Ce->
Boc->
oK
Figure 9-11

9. Double-click the listing for Terry Strong.
The address is added to the To line.
10. Click OK.
The address is added to the To line in the new message window.

11. Click the Close (X) button on the new e-mail message’s window to
close it without sending it.

When prompted to save changes, click No.

Leave Outlook open for the next exercise.
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Attaching contact info to an e-mail

You can share a contact with another e-mail
user by attaching the contact record to an

e-mail. Business card: The attachment
is in vCard format (. vcf), a stan-

In this exercise, you attach a vCard to an e-mail dard format for personal data that

you're composing. many programs can accept.

Outlook contact: The attachment
is an Outlook contact, which only
Outlook can accept.

Files needed: ACME Corporation contact created
earlier in the chapter

1. Redisplay the Contacts list, if needed, by Text message: The contact infor-
clicking the People icon in the bottom-left mation appears in the body of
corner of the Outlook window. the message as plain text, so any

recipient can read it.

2. Click the ACME Corporation contact.

3. Choose Home~>Forward Contact—>As a
Business Card.

A vCard version of the contact is inserted in the message, as shown in

Figure 9-12.
S| & ™ 5 TeryStrong - Message (HTML) T EH - O X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
Es WJ Attach File |y
B I U U Attach Item ~
Paste . Mames Tags  Zoom | Start
- - D’S\gnatura' - Inking
Clipboard = Basic Text Include Zoom Ink ~
To..
=1

Cc...
Send

Subject Terry Strong

Attached | & Terry Strong.vef (2 KBJ

Terry Strong

ACME Corporation

Vice President

Sales

(317) 555-1492 Work
terrystrong@myacmecorporation.com
720 E. Warren St.

Macon, IL 62544

Figure 9-12

4. Type your own e-mail address in the To text box.
5. Click the Send button.

The contact is sent via e-mail (to you).
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6. On the Quick Access toolbar, click the Send/Receive All Folders button.

The e-mail containing the attached contact should arrive within a few
minutes. Repeat the Send/Receive operation if needed.

7. When you receive the e-mail containing the contact, double-click the

message to open it.

8. Double-click the Terry Strong.vcf attachment to view it.

9. Click the Save & Close button.

If a Duplicate Contact Detected dialog box opens, click Cancel.

GCE
&

For more practice, send yourself a copy of the contact by using the As an

Outlook Contact option on the Forward Contact button’s menu.

Leave Outlook open for the next exercise.

Using Tasks and the To-Do List

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 e-mails that assign certain

tasks to other people.

Displaying the Tasks list

To view the Tasks area of Outlook, click
More (.. .) in the lower-left part of the
Folders pane and then click Tasks. Any tasks
or to-do items that you may have already
created appear there.

In the upper part of the Folder pane, in the
My Tasks section, you can click either To-Do
List or Tasks to specify which set of activi-
ties you want to look at. For the purposes of
this book, [ assume that you choose Tasks.

It's important to understand the differ-
ence in Outlook between Tasks and the
To-Do list.

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.

The To-Do list contains everything from
the Tasks list as well as other items you
have marked for action, such as e-mail
messages you flag for follow-up.
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In the following exercise, you display Tasks items in the Tasks area of Outlook.
Files needed: None
1. In the lower-left corner of the Outlook window, click More (. . .) and
then click Tasks.
2. Under My Tasks in the upper-left corner, click Tasks.
The list changes to show only tasks, not other to-do items.

3. Choose Viewr>Reading Paner>Right to open a reading pane on the
right side of the screen.

If you already have some tasks created, they appear; if not, both panes
appear blank, as shown in Figure 9-13.

Leave Outlook open for the next exercise.

[0z =] & - Tasks - faithewempen@camcast.net - Qutlaok 7 H - 8 %
HOME  SEMD/RECEVE  FOLDER  VIEW
P o ] Bomn s O (B 3 -
G 4§ v Cusgores P sunpme | I feeSon BT = = g
Change View Reset Message | I* pue Date F‘T!pe - i Folder Reading To-Do  People  Reminders Openin New Close
View~ Settings View  Preview~ Expand/Collapse © pane~ Pane- Bar~  Pane~  Window  Window Al tems
Current View Arrangement Layout People Pane Window -~
<
Search Tasks [Ctrl<E) yel
4 My Tasks
() SUBJECT DUE DATE CATEGOR...|
To-Do List Click here to add a new Task
Tasks

We didn't find anything ta show here,

ITEMS: 0

Figure 9-13




327

Using Tasks and the To-Do List

Creating a task

As with Contacts, you can enter as much or
as little information as you like about each
task, depending on what you want to track
and how closely you want to monitor it.

In this exercise, you create a task.

Files needed: None

Atask is a database record that contains
information about something that you
need to accomplish. For example, when
| was writing this book, | used a task in
Outlook to keep track of my deadlines

and progress.

1. With the Tasks area of Outlook dis-
played, choose Home=>New Task.

An Untitled — Task window opens.
2. In the Subject text box, type Data Conversion Project.

3. Click the down arrow in the Start Date box and click today’s date on
the calendar.

4. Click the down arrow on the Due Date box and select a date two
weeks from today.

5. Open the Status drop-down list and select In Progress.

6. In the Body area of the task window, type Data conversion between the
UNIVAC system and Windows Server.

7. Open the Priority drop-down list and select High.

Higher-priority tasks appear at the top of the list in certain views or if
you sort by priority.

Figure 9-14 shows the completed task window.

v H ®© L =
TASK  INSERT  FORMAT TEXT

?E - 0 X%

Data Conversion Project - Task

REVIEW

o o
HXSQEEBVRBE O EBPF
2> 'S & 5 1
Save & Delete Forward OneMote  Show  Mark  Assign Send Status  Recurrence  Categorize Follow Zoom | Start
Close Complete Task  Report - Up~ Inking
Actions Manage Task Recurrence Tags Zoom Ink ~

@ Duein 14 days.
Subject Data Conversion Project
Start date Tue 4/2/2013 E' Status In Progress
Due date Tue 4/16/2013 [ eriority  [igh % Complete | 0%

Reminder None E MNone - dpy Owner Faithe

Data conversion between the UNIVAC system and Windows Server.

Figure 9-14
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8. Click the Save & Close button.
The task appears in the Tasks list.
9. Click the new task.
Its details appear in the Reading pane, as shown in Figure 9-15.

10. Choose Viewr>Change View button and choose Detailed to switch to
Detailed view.

This action enables you to see the task’s priority in the Priority column.

High-priority tasks appear with a red exclamation point in that column;
low-priority tasks show a blue down-pointing arrow there. See Figure 9-16.
Notice that in Detailed view, the Reading pane no longer appears. The
setting doesn’t carry over when you switch views.

Selected task Task details
[o: =] A Tqsks - faithewempen@comeast.net - Outlook 2 HE - 8 %
HOME ~ SEND/RECEVE ~ FOLDER  VIEW
% New Task x Ef\‘ \/ |p;( P Today | Netweek ¥ %ﬂ n Search People
3 Mew Email > | Tomarrow [ Mo Date S |BE  EE address Book
. Delete | fieply feply Fomard [, — Mark  Remove Change  Move OneMote Chtegorize
3 New Items - Al Complete fhm List | ThisWeek | [* Custom View - - - +
New Delete Respond Manage fask Follow Up Current... Adtions Tags Find A
<
Search Tasks (Ctrl=E) Fs) @ Duein 14 days.
4 My Tasks
[0 || suesect DUE DATE CATEGOR...|? Data Conversion Project
To-Do List Click here to add a new Task Starts on 4/2/2013, due on 4/16/2013
Tasks ¥ ] Data Conversion Project Tue 4/16/2013. | o In Progress Priority High e omplg
Owner Faithe

Data conversion between the UNIVAC system and
Windows Server.

ITEMS: 1

Figure 9-15
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Change View High-priority task

P [E] L Tasks - faithewempen@comcast.net - Outlook 7T B - x
HOME  SEND/RECEIVE  FO[DER  VIEW

(9 .d? B Categofes 1™ Start Date T Reverse Sort E IE FE rr.'m

- | &= Add Columns

Change View Reset  Message | [® puepafe = Type Folder Reading To-Do  People  Reminders Openin New Close

View~ Settings View  Preview~ Expand/Collapse ©  paner Paner Barv  Paner  Window  Window Al tems
Current View Arrangement Layout People Pane window ~
<
Search Tasks (Ctri+E) £
4 My Tasks
Ot | sussect STATUS | DUE DATE M. | DATE COMPLETED  |INFOLDER | CATEGORIES ¥
To-Do List Click here to add 2 new Task
1ED 77% T " Data Conversion Project In Progr... Tue4/16/2013 Tu.. None [

Figure 9-16

Leave Outlook open for the next exercise.

Updating a task

As your work on a task progresses, you may want to update its status in
Outlook. You might also want to flag it for follow-up, change its due date, or
mark it as completed.

In this exercise, you change a task’s settings, including updating its progress and
changing its due date.

Files needed: Data conversion task created in previous exercise

1. In the Tasks area of Outlook, click the task you created in the previ-
ous exercise if it isn’t already selected.
2. Select the check box to the left of the task.

It’s marked as completed. It turns gray, and a strikethrough line is drawn
through it, as shown in Figure 9-17.

=GR Tasks - faithewempen@comcast.net - Outlook T E - X
HOME ~ SEND/RECENE ~ FOLDER  VIEW
F o B B P e |0 [B [T z
(€% o Categories Start Date ! T E = = FE
- | = Add Columns
Change View Reset  Message | [® pue Date = Type = - Folder Reading To-Da  People  Reminders Openin New Close
View~ Settings View  Preview~ Expand/Collapse™  pane~ Paner Bar~  Paner  Window  Window Al tems
Current View Arrangement Layout People Pane Window ~
N Search Tasks (Ctrl=E) yel
My Tasks
Oftw | susiect STATUS DUE DATE M... | DATE COMPLETED IN FOLDER | CATEGORIES ki
To-Do List Click here to add a new Task
Tasks 5T T Baks Comerion roject Complaty, Tuatii6a01s Tu, Tue 420093 v
Mark the check box. Task is marked as completed.

Figure 9-17
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\3 . . . .
) Completing a task does not automatically delete it. Depending on the

view, a completed task might disappear from the Tasks list, but it's
not gone.
3. Click the View tab, click the Change View button, and choose Active.

This view displays only active tasks, and the completed task is no longer
active, so it doesn’t appear.

4. Click the Change View button again and choose Detailed.

This view returns to showing detailed information about each task. The
completed task appears here.

5. Click the task’s check box again to toggle the task’s status back to
being incomplete.

6. Double-click the task to reopen its window.
7. Open the Status drop-down list and select In Progress.

8. Click the up increment arrow on the % Complete box to set the
percent to 25%.

Figure 9-18 shows the task at this point.
9. Click the Save & Close button.

The task closes.

Set completion percentage.

= | L Data Conversion Project - Task 7 @ - 0O X
TASK  INSERT ~ FORMATTEXT  REVIEW

EXSHESVREBE O B P

Save & Delete Forward Onehote Show Mark  Assign Send Status Recurrence  Categorize Follor Zoom | Start
Close T Complete Task Report - up~[ ¥ Inking
Actions Manage Task Recurrence Tags Zoom | Ink ~

@ Duein 14 days.
Subject [pata Conversion Project
Start date Tue 4/2/2013 [ status In Progress
Due date Tue 4/16/2013 [ Priority | High «| % Complete |25%

Reminder  Hone 8 None « | d@d owner Faith?y

Data conversion between the UNIVAC system and Windows Server.

Figure 9-18
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10. On the Tasks list, click the task’s status (In Progress). A menu opens.
From the menu, choose Deferred, as shown in Figure 9-19.

[0zl R Tasks - faithewempen@comcast.net - Outlook 7 B - 8 X
HOME ~ SEND/RECENE  FOLDER  VIEW
= [T}
g ‘ﬁ? 7] M Categories  [* Start Date T4 Revesse Sort E |__I|1 r,_—'
- - - | = Add Calumns = O 8
Change View Reset Message | [* pueDate 2 1ype ) Folder Reading To-Do  People  Reminders Openin New Close
View~ Settings View  Preview~ Expand/Collapse”  pane~ Panev Bar=  Paner  Window  Window Al ltems
Current View Arrangement Layout People Pane Window ~
<
Search Tasks [Ctrl=E) ye)
4 My Tasks
0|0 |suskect STATUS DUE DATE W...| DATE COMPLETED | IN FOLDER | CATEGORIES |%"
To-De List Click here to add a new Task
jasks (1% 1" Data Comversion Praject InProgress | ve 4/16/2013 Tu... None |
Not Started
In Progress
Completed
Waiting on someone else
Deferred

11. Choose Homer>This Week.

This step changes the follow-up flag on the task to this week. It also
changes the Due Date field.

12. On the Home tab, click the No Date button.

This step sets the task to have no due date at all. (That’s appropriate
because its status is now Deferred.)

\J . . . .
You can also right-click the flag in the Flag column on the task list and

choose a different follow-up flag if you prefer that method.

Leave Outlook open for the next exercise.

Setting a task reminder

You may want to set a reminder to help you stay on top of your task
assignments. Reminders pop up at the time you specify to let you know
it’s time to pay attention to a task. You can also enter your own custom
reminder text.

A\ . , :
Set your reminder to occur before the task’s actual due date to give your-

self some time to work on it. For example, set a budget's reminder for two
weeks prior to the date.
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In this exercise, you set a reminder for a task.
Files needed: Data conversion task created earlier in this chapter

1. In the Tasks area of Outlook, double-click the task you created earlier.
It opens in its own window.
2. Select the Reminder check box under the due date.

3. Today’s date may already appear in the Date box. If it doesn’t, open
the Date drop-down list and select today’s date.

. Open the Time drop-down list and select a time that is 3 minutes from
now. If the exact time isn’t one of the choices, close the drop-down
list, click in the Time box, and manually type the time.

See Figure 9-20.

Type or select the
reminder date.

Type or select the
reminder time.

E = B L (A Data Chrversion Project - Task ? E - O %
TASK | INSHRT  FORMATTEXT  REVIE

— ~ o o

XS EEVRBEBE O TP

2> s sal b= 1

Save & Delete Forward OnfNote Show  Mark  Assign[Send Status Recurrence Categorize Follow Zoom  Start

Close Complete Task | Report - Up- Inking
Adtions Manage fask Recurrence Tags Zoom Ink ~

© roliow up.

Subject Data Convrsion Project

Start date None FA| status Deferred

Due date None [ Priorityy, |High % Complete | 25%

/| Reminder | Tue 4/2/2013 = seem 2 Owner Faithe

Data conversion between the UNIVAC system and Windows Server.

Figure 9-20

A default-assigned sound plays when the reminder occurs. To change
the sound, you can click the Sound button (it looks like a speaker) and
browse for a different sound file.

5. Click the Save & Close button.

6. Wait 3 minutes for the reminder box to pop up.

See Figure 9-21.
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7. Click the Dismiss button.

The reminder is dismissed. V| Data Conversion Project

6:16 PM Tuesday, April 2, 2013

| Data Conversion Project Now
A\

You could have clicked
Snooze instead to make it dis-
appear temporarily but pop
up again later.

Dismiss
Leave Outlook open for the next U DT ST

exercise. it 7 | Soore e

Figure 9-21
Deleting a task

As [ 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.

In the following exercise, you delete a task in three different ways.
Files needed: Data conversion task created earlier in this chapter

1. In the Tasks area of Outlook, select the task you created earlier.
2. Choose Home=>Delete.
The task is deleted.

3. Click the Undo button on the Quick Access toolbar to undo the
deletion.

4. Select the task and then press the Delete key.
The task is deleted.

5. Click the Undo button on the Quick Access toolbar to undo the
deletion.

6. Right-click the task and choose Delete.
The task is deleted.

Close Outlook when you're finished with this exercise.
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@ Summing Up

Here are the key points you learned about in this chapter:
v A contact (or record) is the information about a single person, business,
or family that you store in the Contacts area of Outlook.

v To add a contact, view the People section of Outlook and then choose
Homer>New Contact.

v To change the view of the Contacts list, you can choose Homer>Current
Viewm>More and then click the desired view.

v To turn the Reading pane on or off, click View, Reading Pane and then
click the position you want (Right, Bottom, or Off).

v To change how a contact is filed alphabetically, set its File As setting.

v To delete a contact, select it and press Delete. You can restore it from
the Deleted Items folder if you change your mind.

v To send an e-mail to a contact, select the contact and then choose
Home=>E-Mail.

» You can attach contact information to an e-mail in any of three formats:
Outlook contact, vCard, or text message. Choose Home>Forward
Contact and choose the desired format.

v The Tasks area of Outlook can display either Tasks (tasks only) or the
To-Do list (tasks plus other items that have due dates or are flagged for
follow-up).

v To create a task, in the Tasks area, choose Homer>New Task.
v To update a task, double-click it to reopen its window.

v To delete a task, select it and press the Delete key.

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. In Outlook, use the Tasks section to create a list of all the assignments
and readings that are due in your classes in the next two weeks. (If
you aren’t in any classes, use to-do items for your work or personal
commitments instead.) Prioritize them and set appropriate due dates.

2. Use the People section to enter contact information for yourself and
two other people.
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Know this tech talk

contact: A set of contact data (name, address, phone, and so on) for a
person, family, or business. Also called a record.

File As: The setting in a contact’s properties that controls how it appears
in the alphabetical sort of the Contacts list.

record: See contact.

reminder: A timed pop-up window that appears at a certain date and
time to remind you of a task or other item to deal with.

tasks: Iltems you create in the Tasks area of Outlook, containing informa-
tion about a job or responsibility to be accomplished.

To-Do list: A list of things to accomplish in Outlook that includes both
tasks and other items that require follow-up, such as e-mail to be
answered.

vCard: A standard format for personal data (.vcf).



336

Chapter9 '



Chapter 10
Getting Started with

PowerPoint

——
W'lmnlﬁll

Welcome to PowerPoint

‘Comstar mdu.strieg.
| ——

Copyright 2014 Comstar Industies

v Presentations provide visual aids for live or remotely
delivered speeches.

v+ PowerPoint lets you create presentations you can
print, deliver onscreen, e-mail, or distribute on CD.

v PowerPoint views enable you to work with the
program in different ways as needed.

v The Filew>New command enables you to create a
new presentation, either blank or based on a

template or theme.

v Templates provide a headstart on both formatting
and content.

v Adding new slides to a presentation enables you to
expand its scope and add more content.

v Duplicating a slide saves time by avoiding repetitive
data entry:.

» Manually created text boxes enable you to place
additional text where no placeholders exist.



1. Which view is best for viewing the entire presentation
at a glance?

FiNd OUt ON PAZE ..c.eveeiiiiiiiiiiiecieteeeteeee ettt
2. How do you start a new blank presentation?

FiNd OUt ON PAZE ...cuveenvieiiiiiieieeietet ettt sie e sbeesaeesaesbeens
3. What's the difference between a template and a theme?

FiNd OUt ON PAZE ..c.eveeniiiiiiiiiieieteteeee ettt

4. How do you create a new slide with a different layout
than the default?

FiNd OUt ON PAZE ..cuveeiiiiiiiicieeieectce ettt ebeens
5. How do you delete a slide?

Find OUt ON PAZE ...couviiiiiiiieeie ettt
6. How do you create extra text boxes on a slide?

FiNd OUt ON PAZE ..cvveeiiiiiiiiieieeietctee ettt sttt et ebeens
1. How do you move an object on a slide?

Find OUt ON PAZE ...coviiiiiiieiieeiieceeeeeeee ettt e
8. How do you resize a text box?

FiNd OUt ON PAZE ...uveeeiiiiiiiieiecieteeee ettt st ebeens



owerPoint is the most popular presentation software in the world.

Presentation software creates support materials for people who

give speeches. You can project PowerPoint 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 chapters, you learn how to add other

types of content and special effects to a show.

Exploring the PowerPoint Interface

In PowerPoint, you work with slides and presen-
tations rather than pages and documents (as

in Word) or worksheets and workbooks (as in
Excel).

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 10-1.
(You may or may not see the rulers onscreen,
depending on your settings.)

v The Slides pane is the bar along the left
side. Thumbnail images of the slides

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 pre-
sentation is a collection of one or

more slides saved in a single data
file.

appear here. It is sometimes called the thumbnails pane.

v 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.

+* The 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).
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Slides pane Slide pane

BRSO EBL - Meals. pptx - PowerPoint T E - 8 %
INSERT ~ DESIGN ~ TRANSTIONS ~ ANIMATIONS ~ SLDESHOW  REVIEW  VIEW Faithe Wempen ~ H
AD X [ Layout Tz <& x| tel: - @’) Df D < Shape Fil i Find
Em - 129 Reset - U e L7 Shape Oftline - 2fc Replace ~

New A . pa- v Shapes Arrange Quick
Side- ‘BSection- B 1 U S el fan A e e Styles + @ Shape Effects = [y Select~

Fant Drawing Editing ~

Slides.

]

«nlil

| Welcome to “Meal Planning for Seniors.” | am Diane Davidson, a Registered Dietitian, and Il be leading today’s
session.

SUDE10F5 [ GLISH [UNITED STATES) = NOTES Bl COMMENTS

Notes pane

Figure 10-1

Moving around in a presentation

You can navigate a presentation in many of the same ways you moved
through other applications’ content. The Page Up and Page Down keys scroll
one full screen at a time, and you can drag the scroll bars to scroll as well.
You can also select slides from the Slides pane.

In this exercise, you open a presentation file and move around in it.
Files needed: Lesson 10 Meals.pptx

1. Start PowerPoint and open the file Lesson 10 Meals.pptx. Save the
file as Lesson 10 Meals Tour.pptx.

Refer to Chapter 1 if you need help starting Office applications or open-
ing and saving files.
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2. Click the thumbnail image of slide 3.

That slide becomes active. In other words, it appears in the Slide pane
(the large pane on the right), where you can edit it. See Figure 10-2.

3. Press the Page Down key.
The next slide (slide 4) becomes active.

4. In the vertical scroll bar on the Slide pane, click in the blank area
above the scroll box.

The previous slide (slide 3) becomes active.
5. Press the Home key.

Slide 1 becomes active.

Selected slide appears
Click slide 3 to select it. here for editing.

ER S O FBL&- - Lesson 10 Meals Tour.pptx - PowerPoint
HOME | INSERT  DESIGN |~ TRANSTIONS  ANIMATIONS — SUDESHOW  REVIEW

7 m - 5 %
Faithe Wempen ~

—

1 &

Shide Format

Size~ Background

Themes Customize A

4

The little stars below some slide
numbers indicate that transitions
and/or animations have been
applied to the slide. Transitions
and animations are covered in
more detail in Chapter 12.

= 1 cup milk
= 1 cup fruit/vegetable (full strength juice)
= 2 grain/bread

+ 2 meat/cheese

Click to add notes

SUDE3OF5 [2 ENGLISH [UNITED STATES) = NOTES  BE COMMENTS B

Figure 10-2
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6. Press the End key.
Slide 5 (the last slide) becomes active.

7. Click below slide 5, in the Notes pane, and type Thank the audience for
their attention.

8. Save the presentation.

Leave PowerPoint open for the next exercise.

Understanding PowerPoint views

PowerPoint provides several views for you to work with. Each view is useful

for a different set of activities. Normal view (refer to Figure 10-1), the default,
is the most commonly used view. You can switch to one of the other views in
either of these ways:

v Click one of the View buttons in the bottom-right corner of the
PowerPoint window. (Not all the views are represented there.)
+* On the View tab, click a button for the view you want.
Figure 10-3 shows Slide Sorter view and also points out the two places where
you can switch views: on the View tab and on the status bar. Slide Sorter

view is best for rearranging slides and viewing the entire presentation at a
glance.

In this exercise, you try several views in PowerPoint.

Files needed: Lesson 10 Meals Tour.pptx, already open from the previous
exercise
1. Choose Viewr>Slide Sorter.
The presentation changes to Slide Sorter view, as shown in Figure 10-3.
2. Choose Viewr>Notes Page.

Notes Page view is available only from the View tab (not the status bar).
See Figure 10-4. In Notes Page view, you can see any notes that you've
entered for the active slide.
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Views
RS 0O§BL |- Lessan 10 Meals Tour,pptx - PowerPoint 7 B - x
HOME  INSERT y DESIGN  TRAMSTIONS ~ ANIMATIONS  SLDESHOW  REVIEW  VIEW Faithe Wempen ~
[@ [@ = o D Ruler q B Color r’ﬂ B Amange Al EEI'_J D
Gridlines = Grayscale [l & Cascade
ormal Outline Slide  Notes Reading| ~Slide Handout Notes ) Notes Zoom Fitto New N Switch  Macros
View Sorter Page View | Master Master Master Guides Window wm Blackand White  wingow =i Move Split  windows -
Presentation Views Master Views. Show Zoom Color/Grayscale Window Macros ~

MEAL PLANNING FOR
SENIORS

A Baaa iy s okt do Dty umiicn,

SUDESOF5 [ ENGLISH (UNITED STATES)

Normal | Reading Slide Show
Slide Sorter
Figure 10-3

¥ . . .
Use the Zoom slider in the bottom-right corner to zoom in to see the
notes more clearly if desired.

3. Choose View=>Outline View.

Outline view (see Figure 10-5) is just like Normal view except the left
pane contains a text outline instead of thumbnail images of the slides.
Only text in the slides’ text placeholders appears on the outline; text
from manually placed text boxes does not.
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BER S O BL - Lesson 10 Mesls Tour.pptx - PowerPoint 7 B - 8 %X
HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLDESHOW  REVEW  VIEW Faithe Wempen ~
EE]| = /| Ruler Q B color = B Arange All g} 1
ElEE = EIEEEE = ==
Gridlines = Grayscale 3 Cascade
Mormal Outline Slide Notes Reading  Slide Handout Notes Motes  Zoom Fitto New Switch  Macros
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Thank the audience for their stention.

NOTESSOF5 [12  ENGLISH (UNITED STATES)

Any notes appear here; Use Zoom slider to zoom in
click to edit. if desired.

Figure 10-4

4. On the status bar, click the Normal button.
The presentation switches back to Normal view.
5. On the status bar, click the Slide Show button.

The presentation opens in Slide Show view. The slide fills the entire
screen.

6. Press Esc to leave Slide Show view.

N

. Look on the View tab and notice that there’s no button for Slide Show
view there.

8. Click the Slide Show tab on the Ribbon.

Notice that there are two buttons here for entering Slide Show view:
From Beginning and From Current Slide. See Figure 10-6.
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DESIGN

FE S C§B&a s
HOME INSERT

EE B & [E B8 | E

Normal Qutline Slide MNotes Reading  Slide| Handout Notes
View  Sorter Page View Mastey Master Master

TRANSITIONS

Presentation Views Master Views

1 MEAL PLANNING FOR SENIORS
A Meal-by-Meal Guide for Daily Nutrition
2 BREAKFAST
=1 cup milk
= ¥z cup fruit/vegetable (full strength juice)
« 1 grain/bread:
51 serving comnbread, muffin, roll or biscuit
(whole grain or enriched meal or flour)
% cup cold dry cereal (whale grain, enriched or
fortified)
¥ cup hot cooked cereal
o¥% cup pasta or rice

3 LUNCH
=1 cup milk
= 1 cup fruit/vegetable (full strength juice)
» 2 grain/bread
* 2 meat/cheese
4 DINNER
« 1 cup milk
« 1 cup fruit/vegetable (full strength juice)
- 2 grain/bread
- 2 meat/cheese
5] SNACK
« Any two of the following:
=1 cup milk
= 1 cup fruit/vegetable (full strength juice)
= 2 grain/bread
* 2 meat/cheese

ISH (UNITED STATES)

Thank the audience for their attention.
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These buttons open
Slide Show view.

1
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Start Slide Show
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Timings

Use Presenter View

Monitors

Figure 10-6

9. In the Slides pane, click slide 4 to make it active.
10. Click the Slide Show tab and then the From Current Slide button.
Slide 4 appears in Slide Show view.

11. Press Esc to return to Normal view.
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12. Click the Save button on the Quick Access toolbar to save it.

13. Choose File=>Close to close the presentation.

Leave PowerPoint open for the next exercise.

Creating a New Presentation

You can create a new presentation in several ways. You can create a blank
one, or you can base a presentation on a template that contains formatting
specs, sample content, or both.

Creating a blank presentation

When you start PowerPoint and then press Esc or click the Blank Presentation
template, a new blank presentation appears, containing a single slide. The
fastest and simplest way to create a new presentation is to start with a blank
one. You can then add text to the presentation, including additional slides.

In this exercise, you create a new blank presentation.
Files needed: None

1. Choose File->New.

Backstage view opens, displaying tiles for various types of presentations
you can create. See Figure 10-7.

2. Click the Blank Presentation tile.
A new blank presentation opens.

3. Choose File=>Close to close the new presentation.
Don’t save changes if prompted.

4. Press Ctrl+N.

A new blank presentation opens.

A\
This is an alternative method of doing the same thing as in Steps 1 and 2.

5. Choose File~>Close to close the new presentation.

Leave PowerPoint open for the next exercise.



347

Creating a New Presentation

Blank Presentation tile

PowerPoint ?7 - 8 X

Faithe Wempen - [l
New

Search for online templdtes and themes Fel

Suggested searches:  Busifiess  Calendars  Charts and Diagrams ~ Education  Medical Nature  Photo albums

FEATURED CUSTOM

Take a @
tour

Blank Presentation lon ‘Welcome to PowerPoint

— OEA0IC j‘ BANDED

Metropalitan Organic

Account

Options

Metropolitan

Depth

Depth

Figure 10-7

Creating a presentation with a template

PowerPoint templates give you a jump start to
creating complete presentations. Each template

employs one or more themes. A theme is a col- A template is a reusable sample
lection of settings including colors, fonts, back- file that includes a background,
ground graphics, bullet graphics, margins, and layouts, coordinating fonts, and
placement. other design elements that work

together to create an attractive,
In this exercise, you create a new presentation finished slide show. Templates
based on a theme. may (but are not required to)

contain sample content, too.

Files needed: None

1. Choose File>New. (Refer to Figure 10-7.)

Backstage view opens, displaying tiles for various types of presentations
you can create.
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2. Click the Welcome to PowerPoint tile.

An information box appears for that template, as shown in Figure 10-8.

x

Welcome to PowerPoint

tzsign and seliver beaut ul ereseniations wik

Create

4 Mare Images  »

Figure 10-8

3. Click the Create button.

A new presentation is created based on that template. It includes a
theme and five sample slides, as shown in Figure 10-9.

—— Section headings

BHS C§BL - Presentationd - PowerPoint T E - 8 %
HOME | INSERT ~ DESIGN  TRANSITIONS  ANIMATIONS — SLDESHOW  REVIEW  VIEW Faithe Wempen n
X - . el g ) Pas
j [ Layout = Aol r‘Q) DD ‘_hap?F\H i Find
e 2] Reset. L? Shape Outline - | 33 Replace ~
Paste N B I UGS Gash.-a-|A Shapes Arange Quick
¥ Slider [Section~ - o N = Styles~ @ ShapeEffects~ | I Select~
Clipboard & Slides Font Drawing Editing ~
[=] [EE SRR ERE) TRRNRRRY | [ EEEERREr TRRREES TRRARERT TERNRNI SEN TR 1

—> « Welcome

Notice that the headings in the
Slides pane are separating the
slides into groups. These group-
ings are called sections and are
optional to use.

[—>t 4 Design, Impress, Work T...

2 B

; Welcome to PowerPoint

- o
Design and deliver beautiful presentations with
L3 4 LeamMore ease and confidence.
5
T
2

SLIDE1OF5  ENGLISH (UNITED STATES) = NOTES BN COMMENTS B

Figure 10-9
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4. Save the presentation as Lesson 10 Sample.

5. Close the presentation by choosing File~>Close.

Leave PowerPoint open for the next exercise.

Creating New Slides

Each new blank presentation begins with one slide in it: a title slide. 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.

Creating a new slide with the Ribbon

The most straightforward way to create a new slide is with the New Slide
command.

In this exercise, you create three new slides: two using the default layout and
one using a different layout.

FHS 0OBT4 Pres,

Files needed: None HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS
|J [l Layout - B
1. In PowerPoint, press Ctrl+N to Paste New R

Side- 5 Section~

start a new blank presentation.

Clipboard & | Office Theme

A single slide appears in it. L

2. Choose Homer>New Slide. Tite Side

Section Header

A new slide appears with the
Title and Content layout.

3. Press Ctrl+M.

Title Only add

Two Content

Another new slide appears with 3 |t

the Title and COI’lteI'lt layOUt. Blank Content with Picture with

Caption Caption

i3 Duplicate Selected Slides

4. Click the arrow below the New B Slcesfrom Outine.
Slide button, opening a menu {3 ReuseSides..
of other layouts, as shown in '
Figure 10-10.

Figure 10-10



350

Chapter 10

5. Click the Two Content layout.

A new slide appears with a title placeholder and two separate content
placeholders, as shown in Figure 10-11.

Click to add title

« Click to add text * Click to add text ) )
Notice that none of the slides
show any content in the Slides
pane. That's because you haven't
placed any content into the place-
holders on the slides yet.

Figure 10-11

6. Close the presentation without saving it.

Leave PowerPoint open for the next exercise.

Creating a new slide in the Slides pane or
Outline pane

In the Slides pane in Normal view, you can click to place a horizontal inser-
tion point between two existing slides or at the bottom of the list of slides
and then press Enter. In Outline view, you click to place a text insertion point
at the beginning of the title of an existing slide in the Outline pane, and then
you press Enter to create a new title (and a new slide).

In this exercise, you create new slides using both the Slides pane in Normal view
and the Outline pane in Outline view.

Files needed: Lesson 10 Comstar.pptx

1. Open the file Lesson 10 Comstar.pptx and save it as Lesson 10
Comstar Practice.pptx.

2. In Normal view, click between slides 1 and 2 in the Slides pane.

A horizontal insertion point appears there, as shown in Figure 10-12.
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Click to place horizontal insertion point line here.
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E @2 OB - Lesson 10 Comstar Practice,ppbs - PowerPoint 7 H - & X
HOME | INSERT  DESIGN | TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW Faithe Wempen -
\_*/ ayout DD pe Fill i Find
New Reset utlin 3 Replace ~

Slide~ 3 Section ™

Clipboard & Slidles Font Paragraph

1

Comstar Industries,

Overview

Click to add notes

SLIDE1OF5  ENGLISH (UNITED STATES) = NOTES BN COMMENTS

Figure 10-12

1apes Arrange Quick

B

oyl pe Effect [} Select~
Drawing Editing ~

.

You can drag the divider between the two panes to decrease the width of
the Slides pane and decrease the size of the thumbnails if desired.

3. Press Enter.

A new slide appears there with the Title
and Content layout.

4. Choose View=~>Qutline View.

Six small rectangles appear, representing
each slide. The text from the slides also
appears. The slide titles appear in bold on
the first line of each slide, and the slide con-
tent appears below it. The line for slide 2
(the newly inserted slide) is blank because
there’s no content in it yet. See Figure 10-13.

Normally a slide inserted this
way uses the same layout as
the one above it. However, if the
slide above it is a Title Slide, the
inserted slide takes on the Title
and Content layout. This setup is
by design because PowerPoint
anticipates that you probably
don’t want two title slides in a row.
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1 Comstar Industries

Qverview
20

3 Sales -

Click to add title

Over 1 million units sold last year
Highly trained sales staff

4 | Service
Gold Star Service Technician program
Constantly collecting customer feedback to
improve service

5 Facilities

6 Distribution 5

Click to add notes

SUDE20F6 [F  ENGLISH (UNITED STATES)

Figure 10-13

5. In the Outline pane, click to )
. . . 1 Comstar Industries
place the insertion point after Oversia
the word staff on slide 3. verview

6. Press Enter.
3 Sales

7.

8.

A new line appears in the con-
tent for slide 3.

Press Shift+Tab to promote the
new line to being a slide title.

A slide icon (4) appears next
to the new line, as shown in
Figure 10-14.

Click to place the insertion
point to the left of the slide title
(Service) on slide 5.

Over 1 million units sold last year
Highly trained sales staff

m |

Service

Gold Star Service Technician program
Constantly collecting customer feedback to
improve service

Facilities

Distribution

Figure 10-14
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9. Press Enter.

A new slide appears before the Service slide. It’s a new slide because it
takes its outline level from the line that the insertion point was on when
you pressed Enter.

10. Save the presentation.

Leave the presentation open for the next exercise.

Duplicating 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).

When you duplicate a slide (or multiple slides), go to the Home tab, click the
New Slide button, and choose Duplicate Selected Slides. You don’t have to
paste, because that command accomplishes both a copy and a paste opera-
tion at the same time. However, you also don’t get to choose where they’re
pasted; they’re pasted directly below the original selection.

In this exercise, you copy a slide and duplicate a slide.

Files needed: Lesson 10 Comstar Practice.pptx, already open from the
previous exercise

. Switch to Normal view.

. Click slide 6 to select it.

. Choose Homer>Copy, or press Ctrl+C.

. Click below slide 8 to place the horizontal insertion point there.

G A W N e

. Choose Homer>Paste, or press Ctrl+V.
A copy of slide 6 appears as the new slide 9.
6. Click slide 1 to select it.
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7. On the Home tab, click the down arrow under the New Slide button
and choose Duplicate Selected Slides.

A copy of slide 1 appears immediately below the original. You should
now have 10 slides in the presentation. On the status bar, the message
Slide 2 of 10 appears, as shown in Figure 10-15.

Original Copy

FES 0B - Lesson 10 Comstar Practice.pptx - PowerPaint T EH - & X
HOME | INSER DESIGN  TRANSITIO ANIMATIONS  SLIDESHOW  REVIEW  VIEW Faithe Wempen ~
LT 8 *‘ [ Layput - r\' ) O i Find

|
(3 B - e 9 Res e Replace ~
[ select~

|
Shapes Amange Oui

ew [: I §
Siide 5 Secfion~
Slides Font Paragraph Drawing Editing A

Clipboard 1

N USTEIES

B Comstar INdUSErieS s

QOverview

N USTEI S5 e (P

Click to add notes

SUDE20F10 [  ENGLISH (UNITED STATES) = NOTES B COMMENTS | DR 2

There are now 10 slides.
Figure 10-15

8. Save the presentation.

Leave the presentation open for the next exercise.

Deleting a slide

Deleting a slide removes it from the presentation. You can delete a slide
either by pressing the Delete key or by right-clicking the slide and choosing
Delete Slide from the shortcut menu.
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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.

In this exercise, you delete some slides.

Files needed: Lesson 10 Comstar Practice.pptx, already open from the
previous exercise

1.

8.

In the Slides/Outline pane, click
slide 2 (which is a duplicate of
slide 1).

. Press the Delete key.

One of the blank slides is now
slide 2.

. Press the Delete key again.

Now slide 2 is the Sales slide.

. Click slide 3 (also blank), hold

down the Shift key, and click
slide 4 (also blank).

. Right-click one of the selected

slides (3 or 4) and choose
Delete Slide from the shortcut
menu.

See Figure 10-16.

. Click slide 6 (the last slide) to

select it.

. Right-click slide 6 and choose

Delete Slide from the shortcut
menu.

The presentation now contains
five slides, all of which have a
title.

Save the presentation.

Delete Slide

Paste

Clipboard &

SUDE3OF8 [[¥  ENGLISH (UNITED STATES)

Figure 10-16

Leave the presentation open for the next exercise.
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Adding Text to a Slide

Adding text to a slide is as easy as clicking in a placeholder box and typing.
You can also type text on the Outline pane in Outline view or create your own
text boxes in addition to the placeholders.

Typing in a slide placeholder

Some placeholders are specifically for text. For
example, the placeholder for each slide’s title is

text-only. Click in such a placeholder and type A slide layout is a combination of
the text you want. A content placeholder, such as one or more content placehold-
the large placeholder on the default layout, can ers. For example, the default slide
hold any one type of content: text, table, chart, layout — Title and Content— has
SmartArt graphic, picture, clip art, or media clip two boxes: a text box at the top for
(video or sound). Later chapters explain some of the slide’s title, and one multipur-
these other types of content in more detail. pose content placeholder in the

middle that can be used for text,
You can type either on the slide itself or in the a graphic, or any of several other
Outline pane in Outline view. Either way, the text content types.

is placed in the slide’s placeholders. Text you
type at the highest outline level on the outline is
placed in the slide’s Title placeholder, and text
you type at subordinate outline levels is placed in the Content placeholder.

In this exercise, you type text into slide placeholders.

Files needed: Lesson 10 Comstar Practice.pptx, already open from the
previous exercise
1. Click slide 5 to select it.

2. In the Slide pane, click in the content placeholder (where it says
Click to add text).

The insertion point moves into the content placeholder, as shown in
Figure 10-17.

3. Type Four warehouses totaling over 40,000 square feet.
4. Choose View=>Outline View.

5. In the Outline pane, click to move the insertion point after the last
word on slide 5 and then press Enter.

6. Type State-of-the-art environmental controls.

The typed text appears both on the slide and in the outline, as shown in
Figure 10-18.



357

Adding Text to a Slide

Insertion point

Distribution

Figure 10-17
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Figure 10-18
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7. Save the presentation.

Leave the presentation open for the next exercise.

Manually placing text on a slide

Whenever possible, you should use the layout placeholders to insert slide
content. However, sometimes you might not be able to find a layout that’s
exactly what you want. For example, maybe you want to add a caption

or note next to a picture, or you want to create a collage of text snippets
arranged artistically on a slide.

The text in such a text box doesn't appear in the outline, so use this type
of text box sparingly if having a comprehensive outline is important to you.

When you place a text box manually (click the Insert tab and then the Text
Box button), you can use two possible techniques: You can drag to draw the
width of the box you want, or you can click the slide and start typing. The
properties of the resulting text box are different for each method, as you see
in the following steps.

In this exercise, you manually place text on a slide.

Files needed: Lesson 10 Comstar Practice.pptx, already open from the
previous exercise

. Switch to Normal view.

. Click slide 1 to select it.

. Choose Insert=>Text Box.

_ W N e

. Click in the gray area at the bottom of the slide.

A text box appears there. It starts out collapsed horizontally, with just
enough room for one character, as shown in Figure 10-19, but it expands
as you type.

5. Type Copyright 2014 Comstar Industries.
6. Click slide 5 to select it.

7. Choose Insert=>Text Box.
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Text box created by
clicking

: This text box doesn't wrap text
Com I automatically tc_)_additi'onal lines.
If you want additional lines, press
Enter to create paragraph breaks
or press Shift+Enter to create line
breaks without paragraph breaks.

Overview

Figure 10-19

8. Near the bottom of the slide, close to the horizontal center, click and
drag to draw a text box that is approximately 2 inches wide.

See Figure 10-20.

Text box created
by dragging

Distribution

Four warehouses totaling over 40,000 square felat

State-of-the-art environmental controls

Figure 10-20
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9. Type Copyright 2014 Comstar Industries.

The text wraps to multiple lines, and the text box increases in height as
needed, as shown in Figure 10-21.

Distribution

Four warehouses totaling over 40,000 square feet

State-of-the-art environmental controls

(=3

L =
Copyright 2014
Comstar Industries

- . ]

Figure 10-21

10. Save the presentation.

Leave the presentation open for the next exercise.

Manipulating Slide Content

Each placeholder box and each manually created text box or other item is a
separate object that you can move around and resize freely. In the next sev-
eral exercises, you learn how to work with the existing content on a slide.

Moving a slide object

To move a text box, position the mouse pointer over the border of the box
but not over a selection handle. The mouse pointer changes to a four-headed
arrow. Click and drag the box to a new location. It works the same when
you're moving nontext objects such as pictures except that you don’t have to
be so fussy about pointing at the border when you drag a nontext object; you
can point anywhere in the center of the object instead if you like.
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a\J . . L
If you want to move or resize a certain placeholder on every slide in your

presentation, do so from Slide Master view. That way, you can make the
change to the layout's template, and the change is applied automatically
to every slide that uses that layout. To open Slide Master view, choose
Viewr>Slide Master.

In this exercise, you move some text boxes.

Files needed: Lesson 10 Comstar Practice.pptx, already open from the
previous exercise

1. Click slide 1 to select it.

2. Click in the Overview text box to move the insertion point into it, so
you can see its boundaries, and then click the border of the text box
to select the box itself.

Q‘&N\BER
& When the insertion point is inside the text box, the border of the box

appears dashed. When the box itself is selected, the border of the box
appears solid.
3. Position the mouse pointer over the border.
The mouse pointer becomes a four-headed arrow.

4. Drag the text box to the top-left corner of the slide, as shown in
Figure 10-22.

Text box moved to
upper-left corner

.
Overview

]

Comstar INdUSTries

Copyright 2014 Comstar Industries

Figure 10-22
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5. Click the Comstar Industries text box to select it.

A\ L o
Make sure the border is solid, indicating that the text box itself is selected.

6. Hold down the Shift key and drag the text box downward so that the
words appear to float slightly above the white line.

See Figure 10-23.

Text box moved
down

Overview

Figure 10-23

\\J
Using the Shift key is optional. Holding down the Shift key constrains

the movement to one dimension so you don't accidentally change the
box's horizontal position as you drag it vertically.
7. Save the presentation.

Leave the presentation open for the next exercise.
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Resizing a slide object

To resize an object, select it and then drag a
selection handle. To maintain the height-width

proportion for the box — its aspect ratio — A selection handle is a circle
hold down the Shift key while you drag one of or square on the border of an
the corner selection handles. object. Each box has eight selec-

tion handles: one in each corner
In this exercise, you resize some text boxes. and one on each side. (The addi-

tional circle arrow handle at the
Files needed: Lesson 10 Comstar top of the selected box is a rota-
Practice.pptx, already open from the previ- tion handle; it rotates it when
ous exercise dragged.)

1. Click slide 5 to select it.

2. Click the text box at the bottom of the slide, which you created earlier
in this chapter.

3. Point to the selection handle in the right Mouse
side of the text box. pointer

The mouse pointer turns into a double-

headed arrow, as shown in Figure 10-24. o

4. Drag to the right, widening the text box » —
until all the text fits on one line. Then 4 Copyright 2014 e
release the mouse button. C ar Industries

Figure 10-25 shows the resized box.

Figure 10-24
If you don’t want a text box to automatically
resize to fit the content, change its Autofit setting.
You learn about that in Chapter 11.

Qo
| 3 L . .
® Copyright 2014 Comstar Industries Notice that the height of the text
L] . box decreased. That's because
- this particular text box is set to
Figure 10-25 auto-size the height of the box as

needed to fit the text, and when
you widened it, you caused the
text to fit on one fewer lines.

5. Click slide 3 to select it.

6. Click the frame of the text box that con-
tains the body content on the slide.
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As you can see when the frame is selected, the frame is much larger than
it needs to be to contain this content. See Figure 10-26.

Service

Gold Star Service Technician program

Constantly collecting customer feedback to improve service

Figure 10-26

There is nothing wrong with leaving the frame at a larger size. Because
it has no border, it isn’t noticeable to the audience. However, for this
exercise, you resize it anyway, just for practice.

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

8. Drag the right side (square) selection handle to the left until it aligns
with the 0" mark on the horizontal ruler.

The text in the placeholder wraps to additional lines as needed, as
shown in Figure 10-27.

Service

Gold Star Service Technician program

Constantly collecting customer feedback
to improve service

Figure 10-27
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\3
p If you resize the placeholder(s) on a slide and then apply a different

layout or design to the slide, everything snaps back to the default size
and location. So make sure you have the right layout and design chosen
before you spend a lot of time resizing or moving placeholders.

9. Save the presentation.

Leave the presentation open for the next exercise.

Deleting a slide object

Deleting a slide object is a lot like deleting a slide except that you select the
object first rather than selecting an entire slide. The easiest way to get rid of
an object is to select it and press the Delete key. You can also right-click the
object’s border, choose Cut to cut it to the Clipboard, and then just not paste
it anywhere.

In this exercise, you delete a text box.

Files needed: Lesson 10 Comstar Practice.pptx, already open from the
previous exercise
1. Click slide 5 to select it.
2. Click inside the Copyright text box at the bottom of the slide.
The insertion point moves into the box.
3. Press the Delete key.

Notice that a single character of text was deleted; the entire text box
was not.

4. Click the border of the text box.
The border becomes a solid line.
5. Press the Delete key.
The entire text box is deleted.

6. Save and close the presentation and exit PowerPoint.
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@ Summing Up

Here are the key points you learned about in this chapter:
1 A presentation is a collection of one or more slides in a single data file. A
slide is an individual page of a presentation.

v Normal view is the default view for PowerPoint. It consists of three
panes: Slides, Slide, and Notes.

v Use the scroll bars to move around in a presentation or use shortcut
keys such as Page Up and Page Down.

v~ Slide Sorter view is handy for browsing all the slides in the presentation
at once and rearranging them.

+* Notes Page view is good for typing and organizing speaker notes.

v Slide Show view is used to display the presentation onscreen in full-
screen mode.

v Reading View is like Slide Show view except it’s in a window rather than
full-screen.

v To create a new blank presentation, press Ctrl+N.

v To create a presentation based on a template, choose File>New and
then choose the template you want.

v A template is a reusable sample file that includes both formatting and
sample slides. A theme is like a template except that it contains only
formatting.

v To create new slides, choose Homer>New Slide or click where you want
the new slide in the Slides or Outline pane and press Enter.

v To delete a slide, select it in the Slides or Outline pane and press Delete.

v A slide layout contains one or more placeholders. To type text in a
placeholder, click in it and begin typing.

v+ To manually create an additional text box on a slide, choose Insert~>
Text Box.

v To move an object on a slide, drag it by its border (but not by a
selection handle).

v To resize an object, drag one of its selection handles.

v To delete an object, select it and press Delete.
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Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Start PowerPoint and create a new presentation based on a template
of your choice.

2. Add and edit text in the presentation to deliver information about
your favorite hobby or organization.

a. Add or delete slides from the presentation as needed to fit the con-
tent you want to present.

b. Add or delete text boxes from slides as needed.

3. Save the presentation as Lesson 10 Hobby.pptx.

Know this tech talk

aspect ratio: The proportion of height to width.

Normal view: The default view, consisting of the Slide pane, the Slides
pane, and the Notes pane.

Outline view: A view similar to Normal view except it contains a text-only
Outline pane instead of the Slides pane.

presentation: A collection of one or more slides saved in a single data file.

selection handle: A circle or square on the border of an object’s frame
that can be dragged to resize the object.

slide: An individual page of a presentation.

slide layout: A slide template that contains one or more content place-
holders.

template: A reusable sample file that includes a background, layouts,
coordinating fonts, and other design elements. Templates may also
include sample content.

theme: A template that includes only formatting and no sample content.
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Presentation

-

= — »* You can use themes to apply consistent formatting to

= all the slides in a presentation.

=] CHRISTY'S DINER _ _

= v Shape styles provide an easy shortcut for formatting

—_ an object with a border, a fill, and an effect combina-
tion in a single step.

v Shape effects apply special formatting to objects for a

Fun Atmosphere professional look.
cntossstax ?52? Serve 1+~ Changing the Autofit setting for a text box lets you
gellydancers on determine what happens when text overflows a text
Tkt ek box.

v The Insert tab contains commands for manually
inserting graphics, for situations where content
placeholders may not be available.

(LA e : 3
& fm s v+ By using SmartArt, you can combine the utility of text
Our Organization with the attractiveness of a graphic.
e
[Text] v SmartArt can easily be converted between layouts for
[TexoBexlext] different looks and meanings.
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ormatting can dramatically increase a presentation’s effectiveness

and impact. In PowerPoint, you can use themes to apply preset

formatting to the entire presentation at once, or you can format indi-

vidual elements. You can apply text formatting just as you do in other Office

applications, from the Home tab, and you can apply background fills and

borders to text boxes as well.

In this chapter, you learn how to apply different themes to a presentation
and how to change its color and font theme settings. You also learn how
to apply a fill and a border to enhance the impact of a text box, as well

as how to insert and format graphics and SmartArt that further enhance

a presentation’s appearance.

Understanding and Applying Themes

All presentations have a theme, but the default
theme — simply named Blank — is so plain that
it’s almost like it isn’t there at all. Blank uses

a white background, black Calibri text, and no
background or design graphics.

Changing the presentation
theme

You can switch to a different theme from the
Design tab. Click the More button in the Themes
group to open the Themes gallery and make
your selection.

A theme is a design set that you
apply to a PowerPoint presenta-
tion to change several elements
at once, including the back-
ground, color scheme, fonts, and
the positions of the placehold-
ers on the various layouts. Word
and Excel also use themes, but
in PowerPoint, the theme feature
is exceptionally strong and full
featured.
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In this exercise, you change a presentation’s theme.

Files needed: Lesson 11 Diner.pptx
1. Open the file Lesson 11 Diner.pptx and save it as Lesson 11
Diner Formatting.pptx.
2. Click the Design tab.

3. Click the More button in the Themes group, opening the Themes
gallery.

See Figure 11-1.

This Presentation

ﬂﬁ Browse for Themes...
=

Save Current Theme...

Figure 11-1

4. Point at several themes with the mouse and check out the previews
for them on the slide behind the open gallery.

5. Click the Main Event theme.

a\\S . ) .
Hover the mouse pointer over a theme to see its name pop upina

ScreenTip.

6. Click each of the slides in the Slides tab to see the effect that the new
theme has on each one’s content.

Figure 11-2 shows slide 1, for example.

7. Save the presentation.

Leave the presentation open for the next exercise.
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Changing the presentation variant and colors

Some themes offer variations on the main
design, called variants. Variants may have dif-
ferent colored background images. Themes
designed for earlier versions of PowerPoint
do not have variants. If available, variants are
found in the Variants group on the Design tab.

Besides applying a different variant, you can
also change the color theme for a presentation.
A color theme redefines the colors used for the
color placeholders in the presentation, resulting
in a different set of colors being applied to any
objects that are formatted with theme colors.
Unlike variants, themes are available in all

presentations regardless of the design used for them.

A variant is a variation on a
theme, usually involving a differ-
ent colored background and dif-
ferent font colors.

A color theme is a preset combi-
nation of colors designed to work
well together.
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In this exercise, you change a presentation’s variant and theme colors and
create your own custom color theme.

Files needed: Lesson 11 Diner Formatting.pptx, already open from the
previous exercise

1. Click the Design tab and, in the Variants group, click the orange
variant.

The current design, Main Event, contains four variants: red, orange,
green, and blue.

2. Click the More button on the Variants gallery and, from the menu that
appears, choose Colors.

The Colors list opens, showing all the colors for each of the available
color themes. Each color theme shows the colors it contains and the
theme name, as shown in Figure 11-3.

3. Point to several different color themes and observe the color changes
on the slide behind the open gallery.

BE S CFL- - Lesson 11 Diner Farmatting.pptx - PowerPaint T 3 - x
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Customize ~
3 4 +

Colors
Custom 1 Fonts
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Grayscale
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Figure 11-3
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Scroll down through the Colors list and select Violet II.

The accent color on each slide changes to violet. In addition, although it
isn’t obvious, the other color placeholders change for the presentation.
For example, the borders around the text boxes on slide 4 change color.

. Click the More button in the Variants group, click Colors, and click

Customize Colors.

The Create New Theme Colors dialog box opens.

. Click the Accent 1 color button.

A menu opens, as shown Figure 11-4.

Theme colors Sample

Create New Theme Colors ?

Text/Background - Dark 1 I:l -
Text/Background - Light 1 |:| -
Text/Background - Dark 2 | [l =

Accent 1 : -

- Hyperlink
Accent 2 Theme Colors perlink
H H EEEEEEEN

Accent 3

Accent 4
T

Accent B Standard Colors

T HE EEEER
perin Recent Colors
Followed Hyperlink [ ]
i'.v Meore Colors...
Mame: | Custom 2
Reset Save Cancel
Figure 11-4
7. Click Plum, Accent 1, Darker 50%.

10.
11.

The background color on the sample in the dialog box shows a deeper
purple as the background.

. Click the Accent 3 color button and click More Colors.

The Colors dialog box opens.

. Click the Custom tab in the Colors dialog box if it isn’t already

displayed.

In the Color Model drop-down list, make sure RGB is selected.
Enter the following values: Red: 78, Green: 48, Blue: 206.

See Figure 11-5.
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?
Colors : “

| Standard | Custom | The Colors dialog box's Standard

Colors: | cance | tab contains color swatches for
' ' many common colors. You may
find it easier to choose a color
from that tab when working on
your own presentations. Custom
colors specified by number, as in
Step 11, are useful when you need
to match a specific color, such as
for an official company logo.

FY

F-l
(1]
m
L3

Color model:
Red:

=)
o

Green:

&
A |4y

Blue:

[
[=3
&

Figure 11-5

12. Click OK to close the dialog box.

13. In the Name box at the bottom of the Create New Theme Colors dialog
box, change the name to Violet III.

14. Click the Save button.

The new color theme is applied to the presentation. Notice that the
purple areas are now darker.

15. Save the presentation.

Leave the presentation open for the next exercise.

Changing the presentation fonts

Each theme has a set of two fonts that it uses:
one designated for headings and one for body

text. You can use the fonts from any other A font theme is a preset combina-
theme available if you don’t like the ones that tion of two fonts: one for headings
your chosen theme provides. You can also and one for body text.

create your own custom font theme.

In this exercise, you change a presentation’s fonts
and create your own custom font theme.

Files needed: Lesson 11 Diner Formatting.pptx, already open from the
previous exercise
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1. Display slide 4 if it is not already displayed, so you can see examples
of both body and heading text.

The title of the slide uses the font currently specified for headings
(Impact), and the text box content uses the font currently specified for
body text (also Impact).

2. On the Design tab, click the More button in the Variants group and
then point to Fonts.

The Fonts menu opens, listing many font themes, as shown in Figure 11-6.

3. Point to several font themes and observe the changes in the slide
behind the open menu.

4. Click the Calibri-Cambria theme.

The fonts from that theme are applied to the presentation. This theme
uses Calibri for the headings and Cambria for the body text.

5. Click the More button in the Variants group again, click Fonts, and
choose Customize Fonts.

The Create New Theme Fonts dialog box opens.
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6. Open the Body Font drop-down list and select Calibri Light.

7. In the Name text box, type Calibri Custom, as shown in Figure 11-7.

?
Create New Theme Fonts :
Heading font: Sample
Calibri W Heading ~
Body font: Body text body text body text. Body
text body text.

Calibri Light v ody v

Mame: | Calibri Custom|

Figure 11-7

8. Click the Save button.

The body text in the presentation changes to reflect the new font chosen
for body text.

9. Save the presentation.

Leave the presentation open for the next exercise.

Formatting Text Boxes and Placeholders

In most cases, presentations look best when they’re consistently formatted.
That means that usually your best bet is to apply formatting by changing the
theme or the variant.

Sometimes, however, you might want to format an individual text box or

object differently from the rest, to make it stand out. In the following sec-
tions, you learn how to format specific text boxes in different ways.

Applying shape styles

The easiest way to apply formatting to an object
is with the Shape Styles command. Depending

on the style you choose, a shape style can Shape styles are formatting pre-
include a border, a fill color, and special effects sets that use the theme colors
that make the shape look shiny, matte, or raised. and effects in the presentation to
Although from the name you might expect shape format objects in multiple ways at
styles to apply only to graphical shapes, they once.

still work with text boxes because PowerPoint
considers a text box to be a shape (a rectangle).
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In this exercise, you apply shape styles to two shapes.

Files needed: Lesson 11 Diner Formatting.pptx, already open from the
previous exercise

1. Display slide 4 if it isn’t already displayed.

2. Click the border of the Early Morning Eye Opener text box to select it.
3. Click the Drawing Tools Format tab.
4.

In the Shape Styles group, click the More button to open the Shape
Styles gallery.

See Figure 11-8.

5. Select Moderate Effect, Plum, Accent 1. The style is applied to the text
box.

It’s the second style in the fifth row.

6. Click the border of the Dessert Special text box to select it.

Moderate Effect, Plum, Accent 1
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7. Click the More button again to reopen the Shape Styles gallery.
8. Select Moderate Effect, Purple, Accent 2.
It’s the third style in the fifth row.

9. Save the presentation.

Leave the presentation open for the next exercise.

Applying a background fill

A text box, by default, has no background fill. Whatever is behind it shows
through. You can apply a number of different background fills to a text box
to make it opaque. You can choose solid colors, of course, from either the
theme colors or the standard colors. You can also choose to apply gradients,
textures, patterns, or even pictures as background fills.

“&N\BER . . . . .
& This exercise demonstrates text box background fills, but this same skill

carries over in other parts of PowerPoint. For example, you can apply a
background fill to graphic objects that have transparent backgrounds
(such as some clip artimages) and to pieces of a chart or a SmartArt
graphic.

In this exercise, you apply a background fill to two shapes.
Files needed: Lesson 11 Diner Formatting.pptx, already open from the
previous exercise
1. On slide 4, select the Quick Lunch text box.
2. Click the Drawing Tools Format tab and then the Shape Fill button.
A palette of colors appears.
3. Select Lavender, Background 2, Darker 50%.

It’s the third color on the fourth row of the Theme Colors section. See
Figure 11-9.

4. Click the Blue Plate Special text box.

5. Click the Drawing Tools Format tab, click the Shape Fill button, and
choose Gradient~>More Gradients.

The Format Shape task pane opens with the Fill controls displayed.
6. Select the Gradient Fill option.
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Lavender, Background 2, Darker 50%
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Figure 11-9

7. Click the Preset Gradients button, and click the Light Gradient -
Accent 1 preset.

It’s the first color in the top row. See Figure 11-10.
8. On the Gradient Stops slider, click the Stop 2 of 4 marker.

See Figure 11-11. Any color changes you make using the controls below
the slider will apply to that particular stop point on the gradient line.

9. Open the Color button’s palette and click More Colors.
The Colors dialog box opens.

10. On the Custom tab, enter the following RGB values: Red 175, Green
103, Blue 219.

11. Click OK to close the Colors dialog box.

12. Click the third marker from the left on the Gradient Stops slider to
select that stop.

13. Click the Remove Gradient Stop button.

The Remove Gradient Stop button is the button with the red X on it to
the right of the slider. The stop is removed, and the middle stop (which
is the one you previously changed) is selected again.

14. Click the up increment arrow on the Brightness box until it reads 30%.
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15. Drag the middle slider to the center of the Gradient Stops slider.

Use the value in the Position text box below the slider to place the stop
at the 50% mark.

16. Close the task pane.

17. Save the presentation.

Leave the presentation open for the next exercise.

Light Gradient - Accent 1
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Applying and removing borders

When you first create them, text boxes don’t

have borders, so they blend in with the slide

background. You can add a border to any A border is a line around the out-
object, choosing a line style (solid, dashed, side of an object.

and so on), line color, and line weight (thick-
ness). You can also remove the border from
a text box at any time.

In this exercise, you remove the borders from two text boxes and apply different
borders to two others.

Files needed: Lesson 11 Diner Formatting.pptx, already open from the
previous exercise
1. On slide 4, select the Quick Lunch text box.

2. On the Drawing Tools Format tab, click the Shape Outline button and
then click No Outline.

3. Repeat Steps 1 and 2 for the Early Morning Eye Opener text box.
4. Select the Blue Plate Special text box.

5. On the Drawing Tools Format tab, click the Shape Outline button
and then select the white square at the top of the palette (White,
Background 1).

See Figure 11-12.

6. Click the Shape Outline button, choose Weight, and choose the 6 point
line.

7. Select the Dessert Special text box.

8. On the Drawing Tools Format tab, click the Shape Outline button and
click Eyedropper.

The Eyedropper tool enables you to pick up a color from another object
on the slide.
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White, Background 1
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9. Click the background of the Quick Lunch text box, picking up that
color.

A border with that color is applied to the Dessert Special text box.
10. Click the Shape Outline button, click Weight, and click 4 1/2 point.

11. Click the Shape Outline button, click Dashes, and click the Round Dot
dotted line.

See Figure 11-13.

CUCE

For more practice, try several other border colors, weights, and styles for
the text boxes. For example, click the Shape Outline button and choose
Weight=>More Lines, click the Line Color tab, and try creating a gradient
line.
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12. Save the presentation.

Leave the presentation open for the next exercise.

Choose a dotted line.
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Applying shape effects

Shape effects are enhancements (such as shadow, reflection, glow, and bevel)
that you can optionally apply to shapes and text boxes to dress them up.
Some of the shape styles (covered earlier in the chapter) apply some of these
effects, and you can also apply the effects separately.

In this exercise, you apply shape effects.

Files needed: Lesson 11 Diner Formatting.pptx, already open from the
previous exercise
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1. On slide 4, select the Quick Lunch text box.

N

. Click the Drawing Tools Format tab, click the Shape Effects button,
and choose Bevel=>Circle.

Circle is the first bevel effect under the Bevel heading. See Figure 11-14.
3. Select the Blue Plate Special text box.

4. On the Drawing Tools Format tab, click the Shape Effects button
and choose Shadow>Offset Diagonal Top Left (the last shadow
in the Outer section).

See Figure 11-15.

(2]}

. Select the Early Morning text box.

Circle bevel effect
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6. On the Drawing Tools Format tab, click the Shape Effects button and
choose Glow=Plum, 11 pt glow, Accent Color 1.

It’s the first option in the third row of the Glow Variations section. See
Figure 11-16.

7. Save the presentation.

Leave the presentation open for the next exercise.
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Turning text Autofit on or off

If you type more text than will fit in that text box (an especially common occur-
rence for a slide title), the text automatically shrinks as much as is needed to
allow it to fit. This feature, called Autofit, is turned on by default in text place-
holders. Autofit is very useful because it prevents text from being truncated.

In manually placed text boxes, a different Autofit behavior occurs by default:
The text box itself gets larger as needed to accommodate the text.

Both of those behaviors can be very useful, but you may sometimes need

to change the Autofit setting for one or more text boxes to achieve certain
effects. For example, you may not want a manually placed text box to shrink
if you delete some text from it, or it might be unacceptable to you for the font
size used in the title of one slide to be different from that of another.

In this exercise, you change the Autofit setting for a text box.

Files needed: Lesson 11 Diner Formatting.pptx, already open from the
previous exercise
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1. On slide 4, select the Blue Plate Do not Autofit
Special text box.

2. Try to enlarge the height of the
text box by dragging its bottom
selection handle downward. SHAPE OPTIONS| TEXT OPTIONS

Format Shape 2

It doesn’t resize. <x> N Iﬁ*

3. Right-click the border of the text
box and click Size and Position. -

The Format Shape task pane opens.

4. Expand the Text Box heading in
the task pane to see its controls.

- POSITION
Text box options appear. 4 TEXT BOX

5. Notice the current Autofit setting: Vertical alignment Top -
Resize Shape to Fit Text.

Text direction Horizontal >

This is the reason the text box
shrinks and grows depending on
the text in it.

® Do not Autofit
Shrink text on overflow

Resize shape to fit text
6. Select the Do Not Autofit option. Left margin o -

See Figure 11-17. Right margin 01 :
7. Close the task pane. T T 00s°  *
8. Drag the bottom selection handle Bottom margin 00s-

on the text box downward to S )
. N . " Wrap text in shape
increase its height by about 4".
Columns...
Use the vertical ruler to gauge the
height. Notice that now the height b ALT TEXT -

is resizable.

Figure 11-17
GCE
o?? For more practice, try typing more
text into one of the slides’ title boxes than will fit and watch how it
shrinks. Then change the text box’s Autofit setting to Do Not Autofit and
see how it changes how PowerPoint handles the text. Then change the
setting to Resize Shape to Fit Text and see what happens.

9. Save and close the presentation and exit PowerPoint.

Inserting Graphics

You learned about inserting graphics in Word in Chapter 4, and inserting
them in PowerPoint is very similar. The commands on the Insert tab in both
applications include buttons for inserting a graphic from a file and also for
inserting online images such as clip art.
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However, PowerPoint has one big difference: placeholders. You have two
ways of inserting graphics in PowerPoint: via the Insert tab (as in Word)
and via the icons in a content placeholder. Depending on which method you

choose, the graphic behaves differently.

The placeholder method offers several advantages. If you insert a graphic

by using one of the content placeholders, the graphic integrates more seam-
lessly with the other content on the slide, and if you change to a layout that
positions that placeholder differently or to a theme that arranges the place-
holders differently, the graphic moves automatically to the new position.

In contrast, if you insert a graphic by using the Insert tab’s commands, it
becomes a fixed, manually placed object on the slide, and it doesn’t automati-

cally shift when the layout shifts.

Inserting an online image from Office.com

In PowerPoint 2013, you access the
Microsoft artwork collection via Office.com
from within PowerPoint itself. This artwork
collection includes both clip art illustrations
(line drawings) and digital photographs. Use
the following exercise to practice clip art
insertion.

In this exercise, you insert an online image by
using a placeholder and using the Insert tab.

Files needed: Lesson 11 Greek.pptx

1. Open Lesson 11 Greek.pptx
and save it as Lesson 11 Greek
Restaurant.pptx.

2. On slide 2, click the Online Pictures
icon in the empty content placeholder
box.

Clip art images are line-based
drawings that are compact in
size and can be resized without
losing quality. They aren't very
realistic looking, though; it's obvi-
ous that they are drawn artwork.

Digital photographs are photos
taken with a digital camera or
scanned into a computer by using
a scanner. They are very realistic,
take up quite a bit of disk space,
and can lose quality if you size
them larger than their original
size.

The Insert Pictures dialog box opens, as shown in Figure 11-18.

3. In the Office.com Clip Art search box, type Greek and press Enter.

Search results appear.

4. Click an image that shows Greek columns, like the one in Figure 11-19,

and then click the Insert button.

The image appears in the placeholder.
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Type the word to search for here.

Insert Pictures

G Office.com Clip Art
Royalty-free photos and illustrations

E Bing Image Search

Search the web

& Faithe Wempen's SkyDrive Browse b

faithe@wempen.com

Also insert from:

..

Figure 11-18

Use this image or one similar to it.

4 BACK TO SITES

Office.com Clip Art
Greek
201 search results for Greek

[¢ _E;l-:xc:pm;rd: ]

Select one or more items. Insert Cancel

Figure 11-19
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. Click slide 5 to display it.
This slide has no placeholder suitable for artwork.
. Click the Insert tab and click Online Pictures.

The Insert Pictures dialog box opens. It’s the same dialog box as shown
earlier in Figure 11-18.

. In the Office.com Clip Art search box, type phone and press Enter.
Images of phones appear.

. Click one of the clip art drawings (not a photograph) that shows a tele-
phone and then click the Insert button.

It appears in the center of the slide.
. Drag the picture to the upper-right corner of the slide, as shown in
Figure 11-20.

Drag the picture here.

Contact Us

= For reservations, call 317-555-1177
« Come see us at
5847 W. 155t Street, Arcadia, IN 46288

Figure 11-20

g“\CE
&

For more practice, try changing to a different theme that positions
the placeholders differently. Notice that the picture on slide 2 is
repositioned automatically. However, the picture on slide 5 stays put
regardless of the theme applied.

10. Save the presentation.

Keep the presentation open for the next exercise.
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Inserting your own pictures

You can also insert pictures you've acquired yourself, either from someone
else or from your digital camera or scanner. These pictures are stored as
separate files on your hard drive or other media. PowerPoint supports many
picture formats, including .tif, .jpg, .gif, .bmp, and .png.

Just like with online images, you can insert a picture either with the Insert
tab’s command or with the placeholder icon.

In this exercise, you insert pictures from files using a placeholder and using the
Insert tab.

Files needed: Lesson 11 Greek Restaurant.pptx, open from the previous
exercise

1. On slide 3, in the content placeholder, click Pictures icon.

See Figure 11-21.

Fun Atmosphere
) 1 .
* Click to add text * Flaming cheese
(saganaki) served
table-side

* Belly dancers on
Friday evenings

* Traditional Greek
music

Picturesicon

Figure 11-21

2. In the Insert Picture dialog box, navigate to the location containing
the data files for this chapter. Select flaming. jpg and click the Insert
button.

See Figure 11-22. The picture of the flaming cheese appears in the place-
holder.

3. Click slide 4 to display it.

This slide doesn’t have a placeholder for a picture.
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4. On the Insert tab, click the Pictures button.

The Insert Picture dialog box opens. It’s the same dialog box as in
Figure 11-22.

Select this picture.

E Insert Picture E
® + ¢ [0 « Lesson11 » Data v ¢ | | SesrchDats »
Organize = New folder =2~ 0O @

8 Downloads ~ ~

%] Recent places

P
1 Books . .o
& SkyDrive e
v P

v
[ Desktop flaming.jpg room.jpg
i Libraries
[# Documents
& Music
|&= Pictures
B videos
& Homegroup
B Faithe Wempen
8 Computer ©

File name: | flaming,jpg v | Al Pictures (emfwmtjpg v

Tools Insert |v Cancel

Figure 11-22

5. Click room. jpg and click the Insert button.

The picture appears in the center of the slide, overlapping the text.
6. Drag the picture below the bulleted list.

See Figure 11-23.

Large Parties are Welcome

= Upstairs meeting room accommodates 50
= No room reservation fees
* Meeting area has its own bar

Place the picture below
the bulleted list.

Figure 11-23

7. Save the presentation and close it.

Leave PowerPoint open for the next exercise.
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Creating SmartArt

SmartArt is a type of artwork

SmartArt enables you to present text in a graph- you can create in PowerPoint or
ical way, bridging the gap between decorative other Office programs. By using
images and ordinary text. With SmartArt, a plain SmartArt, you can place text para-
bulleted list can become much more appealing graphs in shapes and arrange the
to read. You can also use SmartArt to present shapes to add visual meaning to
information conceptually in ways that plain text the text. For example, an organi-
alone can’t achieve. zation chart or a pyramid graphic

conveys information about text by
the text's position in the graphic.

Converting text to SmartArt

The easiest way to create SmartArt is to convert
an existing bulleted list to SmartArt. That way you don’t have to retype the text.

In this exercise, you convert a bulleted list to a SmartArt graphic.
Files needed: Lesson 11 Manufacturing.pptx
1. Open Lesson 11 Manufacturing.pptx and save it as Lesson 11

Manufacturing SmartArt.pptx.

2. On slide 1, click in the bulleted list to move the insertion point there;
then press Ctrl+A to select all the text.

3. On the Home tab, click the Convert to SmartArt Graphic button.
A menu of SmartArt styles opens. See Figure 11-24.

A\ . . ) . .
You can point to a graphic type to see it previewed on the slide before

you commit to a certain type by clicking it.

4. Click the Basic Cycle graphic (the last graphic in the second row).
It’s applied to the bulleted list.

5. Save the presentation.

Leave the presentation open for the next exercise.

Inserting a SmartArt graphic

If the text doesn’t already exist in the presentation, you may find it easier to

create a SmartArt graphic from scratch and then type the text in it as you go.
You can choose from several graphic types, such as Process, List, Hierarchy,
and Matrix. Each is well-suited for presenting a different type of information.
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Figure 11-24

In this exercise, you create a new SmartArt graphic by using the Hierarchy
graphic type.

Files needed: Lesson 11 Manufacturing SmartArt.pptx, already open
from the previous exercise
1. Display slide 2 and then, on the Insert tab, click the SmartArt button.
The Choose a SmartArt Graphic dialog box opens.

A\ . . .
If this slide had contained a content placeholder, you could have clicked

the SmartArticon in the placeholder to start this graphic. This slide didn’t
have a placeholder, so you're creating the graphic from the Insert tab.

2. Click the Hierarchy category.

3. Click the Organization Chart sample.

It’s the first sample in the first row. See Figure 11-25.
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Choose this graphic type.

Choose a SmartArt Graphic ?
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Figure 11-25

4. Click OK.

A blank organization chart appears, as shown in Figure 11-26.
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10.

11.

12.

. Click in the topmost [Text] placeholder and type Janet Green.

The text in the placeholder shrinks to accommodate the text, and the
text placeholders in all the other boxes also change to that same size for

consistency.

. Click the second [Text] place-

holder and press Delete to
remove it from the graphic.

The graphic should now
resemble Figure 11-27.

. Click in the leftmost of the

three [Text] placeholders and
type Kim Fairfield. Press Enter
and then type Director of
Operations.

. Click in the middle [Text]

placeholder and type
Brady Jackson. Press Enter
and then type Director of
Manufacturing.

. Click the rightmost [Text]

placeholder and type
Eve Williams. Press Enter
and then type Director of
Personnel.

The graphic should resemble
Figure 11-28 at this point.

Click the Brady Jackson box
to select it.

Janet
Green

Figure 11-27

Janet Green

1
Eve Williams

|
Brady Jackson

[
Kim Fairfield

Director of
Personnel

Director of
Manufacturing

Director of
Operations

Figure 11-28

Click the SmartArt Tools Design tab and then click the Add Shape

button.

A box for a subordinate appears below Brady.

In the new box, type Ann Rayne. Press Enter and type Quality

Assurance Manager.



13. With the new box still selected,
click the down arrow to the
right of the Add Shape button,
opening a menu of new shape

types.
See Figure 11-29

14. Click Add Shape After.

A new box appears at the same
level of hierarchy as the previ-
ous one.

15. In the new box, type Roger Park.
Press Enter and type Equipment
Manager. Then click away from
the graphic to deselect it.

The slide should look like
Figure 11-30.

16. Save the presentation.

Leave the presentation open for the
next exercise.

Creating SmartArt

Choose Add Shape After.
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Our Organization

Janet Green

1
T

[
Kim Fairfield Brady Jackson Eve Williams
Director of

Personnel

Director of
Manufacturing

Director of
Operations

Ann Rayne

Quality Assurance
Manager

Roger Park

Equipment
Manager

Figure 11-30

Modifying a SmartArt graphic

After creating a SmartArt graphic, you may want to modify it. Modifications can
include changing the graphic type or layout, adding or removing shapes, and
changing the order in which shapes appear.
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In this exercise, you will modify a SmartArt graphic.

Files needed: Lesson 11 Manufacturing SmartArt.pptx, already open
from the previous exercise

1.

On slide 1, click the frame of the SmartArt graphic to select the entire

graphic.

the Layouts group.

. Click the More Layouts button.

. Click the SmartArt Tools Design tab and then click the More button in

The Choose a SmartArt Graphic dialog box opens.

4. Click the Process category.

5. Click the Continuous Block Process layout, as shown in Figure 11-31.

It’s the first layout in the third row.

Continuous Block Process layout

Choose a SmartArt Graphic
~
2 Al . -
= mmg et Gp
% Process
T oyl g EEE e F¢ ¢
o3 Hierarchy
Eg Relationsh =EE!
Relationship s=—NnaE
@ == [T =
&5 Matrix
A Pyramid - - cont .
) GesGloe oz ontinuous Bloc
& Picture = T - Use to show a pi
steps in a task, p
@ officecom Works best with
== 2tedt
v
Figure 11-31
.
6. Click OK.

The new graphic type is applied.

The graphic switches direction.

. Click the Right to Left button again.

It changes back to its original direction.

Not all graphics make sense
when you change to a different
graphic type. In this example, the
text still works logically, but when-
ever you convert SmartArt to a
different graphic type, be aware
of the meaning of the data. For
example, a pyramid or hierarchy
chart wouldnt work very well for
a step-by-step process.

. On the SmartArt Tools Design tab, click the Right to Left button.

. Click the Text Pane button if the text pane does not already appear.

A text pane appears to the left of the graphic, as shown in Figure 11-32.



Creating SmartArt

Text Pane button

- BHL = Lesson 11 Manufacturing SmartArt,pptx - PowerPoint SMARTART TOOLS
HOME  INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW  DESIGN  FORMAT Faithe Wempen ~ H
17 Adf Shape = « Promote Mave Uj > . 0
i ! L | %e® - B ‘:9-@
AN Bulet Demote Move Down || ©-©-0- & @-d- IR |- e am U [
> '~ Change o 20 — Reset Convert
[TetPane & RighttoLeft &% Layout I Colors~ " Graphic  ~
Create Graphic Layouts Smartart Styles Reset ~
[EEEr SRR REE EER R RF TR EREE RN RRET TRRREREE REER R SRR SRR RRRP SR ]
1 [r—
2 P— -
Type your text here x
* Needs Assessment
 Product Development
* Prototyping
* Production
* Quality Inspection
Needs Product 0 . Quality
Prototypin, Production q
\ Assessment Development tyPing Inspection
Continuous Bock Process
Use ta show  progression or sequential
steps in a task, process, or workflow.
Waorks best with minimal Level 1 and
Level 2 text,
Learn more about SmartArt araphics
2
B s
Click to add notes
SUDE1OF2 [2  ENGLISH UNITED STATES) = NOTES WECOMMENTS |5

Text pane
Figure 11-32

10. In the text pane, change the word Production to
Manufacturing.

11.
12.

Click the Close (X) button on the text pane to close it.

On the graphic, click the Quality Inspection shape and press the
Delete key to remove it.

13. Save the presentation.

Leave the presentation open for the next exercise.

401
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Formatting a SmartArt graphic

Various methods for formatting a SmartArt graphic are available. You can
apply SmartArt Styles, for example, that format the entire graphic at once
using a preset format that’s tied in with the document’s theme colors and
effects. You can also change the colors of the graphic as a whole. Finally, you
can apply formatting to specific shapes within a graphic, separately from the
graphic as a whole.

In this exercise, you format two SmartArt graphics.

Files needed: Lesson 11 Manufacturing SmartArt.pptx, already open
from the previous exercise
1. Select the SmartArt graphic on slide 1.

2. On the SmartArt Tools Design tab, click the More button in the
SmartArt Styles group, opening a gallery of choices.

3. In the Best Match for Document section, click the Intense
Effect style.

See Figure 11-33.

Intense Effect style
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Figure 11-33
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4. Click the Change Colors button.

A gallery of color choices appears, as shown in Figure 11-34.
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uses only one color. If you want
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Change Colors button’s menu.
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Figure 11-34

5. Click the Colorful — Accent Colors sample (the first one in the Colorful
section).

The colors in the graphic change.
6. Display slide 2 and select the SmartArt graphic.

7. On the SmartArt Tools Design tab, click the More button in the
SmartArt Styles group, opening a gallery of choices.

8. Click Polished (the first sample in the 3-D section of the list).

9. Click the Change Colors button and select the Colorful — Accent Colors
sample.

The graphic changes to show each level of the hierarchy as a different
color, as shown in Figure 11-35.

10. Click the Janet Green shape at the top of the graphic.

11. On the SmartArt Tools Format tab, click the Shape Fill button and
click the black square in the top row of the Theme Colors section.

That shape becomes black, as shown in Figure 11-36.
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lanet Green

Kim Fairfield Brady Jackson Eve Williams

Director of
Operations

Director of Director of
Manufacturing Personnel

Quality Assurance
Manager

Equipment
Manager

Figure 11-35

12. Save the presentation and close it.

13. Close PowerPoint.

Click the black square.
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a
Summing Up
Here are the key points you learned about in this chapter:

v A theme is a design set that you apply to a presentation to change sev-
eral elements at once, including background, color scheme, fonts, and
the positions of placeholders in the various layouts.

v To change the theme, click the Design tab, click the More button in the
Themes group, and select a theme.

v To apply different colors, choose Design=>Theme Colors. To apply differ-
ent fonts, choose Design>Theme Fonts.

» You can apply shape styles to apply presets that include background fill,
border, and effects all at once. Choose from the Shape Styles gallery on
the Drawing Tools Format tab.

v To format a text box’s fill, choose Drawing Tools Format=>Shape
Fill. To format a text box’s border, choose Drawing Tools Format=>Shape
Outline.

v To apply effects such as shadow, glow, or bevel, choose Drawing Tools
Format=>Shape Effects.

»* You can change a text box’s Autofit setting to determine what happens
when there’s more text than will fit in the box at its current size. To do
so, right-click the text box and choose Format Shape, click Text Box, and
choose an Autofit setting in the dialog box.

» You can insert graphics via the placeholders on a slide’s layout or via
the Insert tab’s buttons for inserting various types of content.

v To insert images from Office.com, click the Online Pictures placeholder
icon or click Online Pictures on the Insert tab.

v To insert a picture from a file, click the Picture placeholder icon or click
the Pictures icon on the Insert tab.

» You can convert existing text to SmartArt by clicking Home, Convert to
SmartArt Graphic.

v To insert a new SmartArt graphic, click Insert, SmartArt or click the
Insert SmartArt icon on a content placeholder.

v The SmartArt Tools Design tab provides options for changing the
graphic type, style, and colors.

+ You can format individual elements of a graphic from the SmartArt Tools
Format tab.
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Try-it-yourself labs

For more practice with the features covered in this chapter, try the following
exercises on your own.

Exercise 1
1. Open Lesson 11 Banking.pptx and save it as Lesson 11
Banking Formatting.pptx.

. Apply the theme of your choice.

. Change to a different set of theme colors.

. Change to a different set of theme fonts.

. On slide 7, format each of the text boxes in a different way.

S U1 e W

. Save the presentation and exit PowerPoint.

Exercise 2

1. Start a new, blank presentation.
2. Change the first slide’s layout to Title and Content.

3. Use the Insert SmartArt Graphic icon in the content placeholder to
start a new graphic.

4. Use a Horizontal Hierarchy graphic to create a tournament bracket
graphic for a single-elimination sports tournament.

Figure 11-37 shows an example, but you can use your own sports teams.

Summer Softball Tournament

Macon
Generals
VIR oungstowr]|
YMCA
| Southside |
Orioles

Southside | Kl
Orioles ‘

Rockford
Chargers

Southside I\
{

Orioles

I Lowe Il

o Generals

|
Sports ‘I Belfry |

sports

/

Keller |
Hardware

Smith &
Fielding

Hardware Keller
Hardware

Figure 11-37
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5. Apply the colors and SmartArt Style of your choice.

6. Save the presentation as Lesson 11 Tournament.pptx and exit
PowerPoint.

Know this tech talk

Autofit: A setting that determines what happens when text overflows
a text box. The box can enlarge or shrink to fit the text, or the text can
change size, or nothing happens and the text is truncated.

border: A line around the outside of an object.

clip art: Line-based drawings that are compact in size and can be resized
without losing quality.

color theme: A collection of color presets.

digital photograph: A photo taken with a digital camera or scanned into
a computer using a scanner.

font theme: A collection of two font presets: one for headings and one for
body text.

shape styles: Formatting presets that change an object’s formatting
in multiple ways at once, such as applying a border, a fill, and special
effects.

SmartArt: A type of artwork you can create in Office programs, such as
PowerPoint. You can use SmartArt to arrange text in ways that give it
additional meaning.

theme: A design set that you apply to a presentation to change several
elements at once, including the background, colors, fonts, and place-
holder positions.

variant: A variation on a theme, often with different background colors
and font colors.
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Chapter 12
Adding Movement and

Sound to a Presentation
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* German composer and

* Composed in several musical

Beethoven

pianist, 1770-1827

genres

— Nine syr p

— Seven concerti

— One opera (Fidelio)

v~ Transitions make the movement more interesting
from one slide to another.

» You can use animations to call attention to specific
objects on a slide.

v Use entrance animations to bring an object onto the

e = slide separately from the rest of the slide’s content.
—‘J v With exit animations, you can remove an object from
o - a slide separately from the rest of the slide’s content.

»* Animations called emphasis effects can draw atten-
tion to an object that is neither entering nor exiting.

» You can place a sound clip on a slide to play back
audio content during the slide show.

» You can place a video clip on a slide so that the
video content is a part of the PowerPoint show.



. What'’s the difference between a transition and an animation?

FiNd OUt ON PAZE ..cuveeiiieiiiiiieieeeteteeeee ettt et eae s 411
. How do you speed up a transition effect?

FiNd OUt ON PAZE ..eouveeeiieiiieiiieieeiectectee ettt et e sae st e ssaesaaesseenseens 414
. Can you assign sounds to transitions?

FiNd OUt ON PAZE ..cuveiniiiiiiiiieieeeteeeeeeete ettt st 414
. How do you reorder the animation effects on a slide?

FiNd OUt ON PAZE ..couveeniieiiieiiieieeiectecttee ettt ete et e sae st e ssaesaeesaeeseens 417
. How do you apply an emphasis animation effect?

FiNd OUt ON PAZE ..cuveeniiiiieiiieieteteteeeeeete ettt sttt 419
. How can you copy the animation from one object to another?

FiNd OUt ON PAZE ..eouveeniieiiieiiieieeieeeeciteeese et eie et e seesaaesreesaeesaeeseens 419
. Can you use a Flash video clip in PowerPoint?

FiNd OUt ON PAZE ..cuveeniiiiiiiieieeeeteeeteee ettt ettt 427



ave you ever heard the phrase “Death by PowerPoint? It means
being bored to death by a dull, long, lifeless presentation, usually
with someone droning on about the slide’s text-heavy content

in too much detail.

To avoid causing this kind of agony for your audience, you can enliven your
slides by adding movement and sound to them. You can set up different tran-
sition effects 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 overboard in the other direction, though; too much
bling can be worse than none at all.)

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.

Adding Slide Transition Effects

You can apply transitions from the Transitions
tab. Some of the transition effects have options

that determine the direction of the action. For Transitions are movements from
example, a Wipe transition might wipe from the one slide to another. The default
left, right, top, or bottom, or from one of the cor- transition effect is None, which
ners. Other effects have no such options because means the slide simply goes away
they can happen only one way. If options are and the next one appears. Some
available, you can click the Transitions tab and of the alternatives include Fade,
choose them from the Effect Options button, Push, Wipe, Split, and Cut, to
which displays a menu when you click it. name only a few.

You can also set several other properties for
a transition. You can assign a sound to it, for
example, and you can control its duration (speed). You can choose when the
transition should occur:

»* On mouse click

v Automatically after a certain amount of time has passed

In the following exercises, you add transitions to slides and customize their
options and properties.
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Applying a transition to a slide

Each transition has default settings, so you can apply a basic transition effect
with just a few clicks. You can then optionally fine-tune those settings later.

In this exercise, you apply several different transitions and then watch the pre-
sentation in Slide Show view to check them.

Files needed: Lesson 12 Diner.pptx
1. Open Lesson 12 Diner.pptx and save it as Lesson 12 Diner
Movement.pptx.
2. Select slide 1 and then, on the Transitions tab, select the Push effect:

e If you see the Push effect in the Transition to This Slide group, as
shown in Figure 12-1, click it.

e Otherwise, click the More button to open a gallery of transition
effects and then click Push. See Figure 12-2.

Push effect More button

EReS O0OFL- - Lesson 12 Diner Movement,ppte]- PowerPaint T ®m - 8 x
HOME  INSERT  DESIGN  TRANSITIONS [ ANIMATIONS ~ SLDESHOW | REVIEW  VIEW Faithe Wempen - 1]
(o) 4, Sound: [[No Sound] - Advance Slide
o 0 W . = 3 y == ba | o
P £ ‘7 ek Duration:  |01.00 3| [ On Mouse Click
None Cut Fade Push Wipe it =] T e D . [oonn 7

Preview Transition to This Slide Timing ~
4 v El i 2 i 1 0 [} i 1 v 2 i 3 i Iy v [=]

CHRISTY’S DINER

SERVING UP GOOD HOME COOKING o

Click to add notes

SUDE1OF4 [  ENGLISH [UNITED STATES) = NOTES Wl COMMENTS E = B =

Figure 12-1
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Push effect in gallery

Subtle
0 m =)
None Cut Fade Push Wipe Split Reveal Random Bars
Shape Uncover Cover Flash
Exciting
Fall Over Drape Curtain Wind Prestige Fracture Crush Peel Off
B ¥ » E B R a
i ) @®
Page Curl Airplane Origami Dissolve  Checkerboa..  Blind: Clock Ripple
-
m ] a
Honeycomb Glitter Vortex Shred Switch FHip Galler Cube
=
Doors Box Comb Zoom Random
Dynamic Content
- B O [a]
W O @
Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through
Figure 12-2

The Push effect is selected and is previewed on the slide. Notice that a
star symbol appears below slide 1 now. This star indicates that a transi-
tion or an animation is associated with the slide.

. Select slide 2 and then select the

Wipe effect:

¢ On the Transitions tab (shown in Figure 12-1), if you see the Wipe
effect in the Transition to This Slide group, click it.

¢ Otherwise, click the More button to open a gallery of transition
effects and then click Wipe.

. Select slide 3, click More on the Transitions tab, and then click the

Cube effect.

. On the Slide Show tab, click the From Beginning button to watch the

show and preview your transitions.

. Click to move through the slides. When you reach the end of the slide

show, click again to return to Normal view.

7. Click slide 3 to select it.
8. Click the Transitions tab and then the Apply to All button.

The transition effect from slide 3 (Cube) is now applied to all the slides
in the presentation.

Using Apply to All is much faster and easier than applying the same
transition effect manually to multiple slides. If you don’t want it to affect
certain slides, you can remove the transition from those slides later by
choosing None as the transition effect for them.
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9. Repeat Steps 5 and 6 to view the presentation and check the
transitions again.

10. Save the presentation.

Leave the presentation open for the next exercise.

Changing a transition’s options

Different transitions have different options available. Some of the transitions
are directional in nature, so you have a choice of which way the transition
moves. The direction could be toward a side of the screen, or it could be
clockwise or counterclockwise.

All transitions have a Duration setting, which governs how quickly they
occur. The longer the duration, the slower the transition. Most transitions
take only a few seconds by default.

Finally, a transition can include a sound or not. PowerPoint has a short list of
preset sounds it provides for your use; you can also specify a sound file that
you have stored on your hard drive if you prefer.

In this exercise, you modify the settings for slide transitions and assign a sound
effect.

Files needed: Lesson 12 Diner Movement .pptx, already open from the
previous exercise

1. Select slide 1 and then, on the Transitions tab, click the Effect Options
button and choose From Top, as shown in Figure 12-3.

The transition is previewed on the slide.

BEE S 0O B4~ s Lesson 12 Diner Movement,ppbx - PowerPaint ? B - x
HOME  INSERT  DESIGN  TRANSITIONS — ANIMATIONS  SLDESHOW  REVIEW  VIEW Faithe Wempen = [}
— — R 4, sound: |[No Sound]  +| Advance Slide
A . - = om0 '
i |§ﬂ m E ‘E D - Et @ Duration: (0120 | [¥] On Mouse Click
review || Effe = :
Vortex Shred Switch Flip Gallery Cube < o B Apply To Al Tl ase lonomoes
Preview Transition to This Slide Timing -~
! 4. 1.3 2 T D Hrom gt 2  RELIDERY TR |
|
’ ekl [ [[’ From Bottom
. @ o
i - — D From Top
i
[ |
—_—

Figure 12-3
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2. Click the down increment arrow on the Duration box once to change
the duration to 1.00 seconds.

3. Open the Sound drop-down list and click Camera, as shown in
Figure 12-4.

wement.pptx - PowerPoint 7 @ - x
[IDESHOW  REVIEW  VIEW Faithe Wempen - |
D = D 4, Sound: |[No Sound] =/ Advance Slide

- @ Duratiof [Ne Sound] = Click

15 Apply 7| [Stop Previous Sound] 0000 -]
Applause

Cube |o| Effect
Optians ~
Arrow
¥ o i3 13
Bomb
Breeze

R To remove a sound effect, open
-y | the Sound drop-down list and
S select [No Sound]. To specify a
i sound stored on a disk, choose
Liser Other Sound and select the sound

JSTY’ S [F’; from the dialog box that appears.

Typewriter

Voltage

Whoosh
SERVING UP GOODB| o

Other Sound...

Loop Until Next Sound

Figure 12-4

4. Click the Apply to All button.

5. Click the Slide Show tab and then the From Beginning button to watch
the show and check your transitions.

6. Click to move through the slides. When you reach the end of the slide
show, click again to return to Normal view.

7. Save the presentation.

Leave the presentation open for the next exercise.

Setting slides to advance manually
or automatically

By default, slides advance 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.)
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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.

In this exercise, you set slides to advance automatically after a certain amount
of time.

Files needed: Lesson 12 Diner Movement.pptx, already open from the
previous exercise
1. Select slide 1 and, on the Transitions tab, select the After check box.

2. Click the up increment arrow on the After text box until the value
reads 00:05:00, as in Figure 12-5.

BROS 0OFL- - Lesson 12 Diner Movement,ppt - PowerPaint 7T ®m - 8 X
HOME  INSERT  DESIGN  TRANSITIONS | ANIMATIONS  SLIDESHOW  REVIEW  VIEW Faithe Wempen -
@ @ IEI D N D 4_'1) Sound: |Camera - Advance Slide
Previen | yortex e Switch Flip Gallery el ] e | @ Dumon: [ou0 2] 0n Mause ek
"/ options - T3 Apply To Al V] After: |00:05.00 *

Preview Transition to This Slide Timing

Apply to All Set the After value.

Figure 12-5

3. Click the Apply to All button.

4. Click the Slide Show tab and then the From Beginning button to watch
the show and check your transitions.

Don’t click; just wait for the five seconds to elapse so that the next slide
will appear.

5. When you reach the end of the slide show, click to return to Normal
view.

6. Save the presentation.

Leave the presentation open for the next exercise.
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Animating Objects

You can create four types of animations in PowerPoint:

»* An entrance animation governs how an
object appears on the slide.

»* An exit animation governs how an object
leaves the slide.

»* 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 sound.

1 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.

Creating an entrance animation

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.

Use an entrance animation whenever you want certain content 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. After creating animations, you
can modify and reorder them from the Animation Pane.

In this exercise, you create some entrance animation effects and order them by

using the Animation Pane.

Files needed: Lesson 12 Diner Movement .pptx, already open from the

previous exercise

1. Select slide 1, and select the text box containing the slide’s title,

Christy’s Diner.

2. Click the Animations tab and then the Add Animation button. In the

Entrance section, select Fly In.

See Figure 12-6.
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Fly In
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Figure 12-6

3. Select the text box containing the slide’s subtitle, Serving Up Good
Home Cooking.

4. On the Animations tab, click the Add Animation button. In the
Entrance section, select Grow & Turn.

\\J
Notice that numbers appear next to the text boxes on slide 1, showing
the order in which the animations will occur.

5. On the Animations tab, click the Preview button to watch a preview of
the animations on the slide.

6. Still on the Animations tab, click the Animation Pane button.

A pane appears to the right of the slide, listing the animations on the
slide.



419

Animating Objects

7. In the Animation Pane, click the

first animation. Animation Pane v X
8. Click the down-pointing b Play From -

arrow t?utton at the top of the 143 ¥ Senving Up G... I

Animation Pane. 275 s Title 1: Christ... [] -

The selected animation moves
down to position 2, so the sub-
title’s animation is before the
title’s animation. See Figure 12-7.

9. On the Animations tab, click
the Preview button to watch a
preview of the animations on
the slide.

10. Save the presentation.

Leave the presentation open for the
next exercise.

Creating an emphasis
animation

An emphasis animation calls attention
to an object on a slide when it is nei-

ther entering nor exiting. PowerPoint Pzl ] 2 4 6>
offers many types of emphasis anima-
tions, including Grow/Shrink, Spin, Figure 12-7

and various color changes.

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.

In this exercise, you create some emphasis animations and copy an emphasis
animation to multiple objects by using the Animation Painter.

Files needed: Lesson 12 Diner Movement.pptx, already open from the
previous exercise
1. Click slide 2 to select it and then click the photo on the slide.

2. Click the Animations tab and then the Add Animation button. In the
Emphasis section, select Grow/Shrink.
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3. Click slide 4 to select it.
4. On the slide, click the Early Morning Eye Opener text box.

5. On the Animations tab, click the Add Animation button. In the
Emphasis section, select Teeter.

See Figure 12-8.
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Figure 12-8

6. On the Animations tab, double-click the Animation Painter button.
The feature turns on and stays on.

7. Click each of the other text boxes on the slide (except the slide title)
to copy the Teeter animation to them.

You can click them in any order you like.
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If you had single-clicked Animation Painter in Step 6, it would have
stayed on for only one usage and then turned off.

8. Click the Animation Painter button to turn off the feature.
9. Click the Preview button to preview the slide’s animation sequence.

10. Save the presentation.

Leave the presentation open for the next exercise.

Creating 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.

When you animate a text box that contains multiple paragraphs, each para-
graph is animated separately, but you can collapse or expand the group of
animations in the Animation Pane. You can format them as a group when
collapsed, or you can expand the group to format an individual paragraph’s
animations separately.

In this exercise, you create an exit animation.

Files needed: Lesson 12 Diner Movement .pptx, already open from the
previous exercise

1. Select slide 3 and select the text box that contains the bulleted list.

Make sure you click the outside of the text box so that its border
appears solid rather than dashed.

2. Click the Animations tab and then the Add Animation button. In the
Exit section, select Fly Out.

The bulleted list is animated. Numbers appear next to each item in

the bulleted list on the slide, indicating their order in the animation. A
single item appears in the Animation Pane, showing the entire animation
sequence. See Figure 12-9.
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Single item in Animation Pane for the entire series
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Figure 12-9

3. Click the Expand button below the animation in the Animation Pane
to expand the list of animations in the group.

See Figure 12-10.

4. On the Slide Show tab, click the From Current Slide button and click
through the slide’s content to see how the exit animation appears.

5. Press Esc to return to Normal view.

6. Save the presentation.

Leave the presentation open for the next exercise.
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Changing an animation’s options

Animation options include the dura-
tion, the delay, and the sound effects Animation Pane v X
assigned to an animation. You can set
all these from the Animations tab. You

P Play Selected

can also set animation options via a 195 ¥ Roasted chick...[] -
dialog box interface. 29 J Country fried ...[]
35 Jr Meatloaf 0
In this exercise, you modify the options 449 S Waffles 0
for animations. 5% % Spaghetti and...[]
615 Y Tunanoodle ... []
Files needed: Lesson 12 Diner 7485 Y Chicken pot pe.[]
Movement . pptx, already open from 875 H Lasagna 0
the previous exercise A

1. Click slide 1 to select it and
then click the Christy’s Diner
text box.

2. On the Animations tab, click
the up increment arrow on
the Duration text box until the
Duration is set to 02.00.

3. Click the up increment arrow
on the Delay text box until the
Delay is set to 01.00.

See Figure 12-11.

4. Click slide 2 to select it and
then
click the photo to select it. Figure 12-10

5. On the Animations tab, click
the Effect Options button. In the Amount section, select Huge.

Seconds ~ 1 @ 2 4 6|»

The animation previews on the slide. The size is too large.

6. In the Animation Pane, right-click the animation for the photo and
choose Effect Options.

The Grow/Shrink dialog box opens.
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Setthe Duration.  Setthe Delay.
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Figure 12-11
7. On the Effect tab, open the Set a custom value.
Size drop-down list and, in the
Custom text box, type 175%. Grow/Shrink ?
See Figure 12-12. [Effect | Timing |
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is more appropriate. Enhancements Horizontal I
. Sound: IE Vertical | <8
10. Save t.he presentatlon and After animation: IE . Both |
close lt. Lnirnate text: |

l:l %% delay bebween [etters
Leave PowerPoint open for the next

exercise.

Figure 12-12
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Inserting Sounds and Videos

Another way to make a presentation more interesting is to include multime-
dia content such as sounds and video clips. You can place clips directly on a

slide and set them up to play either automatically or on click.

Inserting a sound clip on a slide

When you place a sound clip (sometimes called an audio clip) on a slide, a
speaker icon appears to represent it. Playback controls appear beneath the
icon, so you can control the clip during the show. You can set the clip to play

on click or automatically.

\\J
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You can control whether or not the playback controls appear by select-
ing or deselecting the Show Media Controls check box on the Slide

Show tab.

In this exercise, you place a sound clip on a slide and control its playback.

Files needed: Lesson 12 Beethoven.pptx

1. Open Lesson 12 Beethoven.pptx and save it as Lesson 12
Beethoven Clip.pptx.

2. Click the Insert
tab, click the Audio
button, and select
Audio on My PC.

The Insert Audio
dialog box opens.

3. Navigate to the folder
containing the data
files for this chapter.

4. Select Beethoven’s
Ninth.wma (see
Figure 12-13) and
click the Insert
button.

[r3] Insert Audio

© +~ 4 i« Lesson12 » Data v

Organize *  New folder

& Downloads " g Beethoven's Ninthwma
] Recent places
Books

& SkyDrive

I Desktop
i Libraries
[% Documents
& Music
&) Pictures
B videos
& Homegroup
A Faithe Wempen

8 Computer ©

File name: Beethoven's Ninth.wma

Tools =

[ x|
V] Search Data »
5e

v | | Audio Files (*.adts;* adt; " aac™. v

Insert |+ Cancel

Figure 12-13



Chapter 12

A speaker icon appears in the center of the slide, with playback controls
beneath it. See Figure 12-14.

Beethoven

* German composer and
pianist, 1770-1827

* Composed in several rusical
genres '

— Nine Syr p ‘ < 000000
— Seven concerti

— One opera (Fidelio)

Figure 12-14

5. Click the Slide Show tab and then the From Beginning button.
The slide appears in Slide Show view.

6. Hover your mouse pointer over the speaker to see the playback con-
trols and then click the Play button (triangle) in the playback controls.

The clip begins playing.
7. Press Esc to return to Normal view.
8. Select the speaker icon.

9. Click the Audio Tools Playback tab, open the Start drop-down list, and
select Automatically.

See Figure 12-15.

FEES OBL - Lesson 12 Beethoven Clip.pptx - PowerPoint
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW If this presentation contained
W2 Fade Duration [ Start: |On Clic] - . . o
P ot T multiple slides, this sound would

Ply  Add  Remove  Tiim | Volume O Click

Bookmark Bookmark  Audio s Fade Out: |00.00

Preview Bookmarks Editing Audio Jptions

stop playing when you advanced
to the next slide. If you wanted the
sound to continue across multiple

Play A Automatically

Choose Automatically  gjides, you would select the Play
Across Slides check box.

from the Start list.
Figure 12-15
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10. Select the speaker icon and, on the Audio Tools Playback tab, select
the Hide During Show check box.

This step hides the speaker icon in Slide Show view.
11. Click the Slide Show tab and then the From Beginning button.

The slide appears in Slide Show view, and the music starts playing
automatically.

12. Press Esc to return to Normal view.

13. Save the presentation and close it.

Leave PowerPoint open for the next exercise.

Inserting a video clip on a slide

&*

PowerPoint 2013 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.

<MBER

Using a placeholder means that the clip will be resized or shifted as
needed if you change layouts or themes; inserting a clip manually makes
it stay as-is regardless of the layout or theme. To insert a video clip, click
the Insert tab and then the Video button.

In this exercise, you place a video clip on a slide by using a content placeholder,
and you apply a video style to it.

Files needed: Lesson 12 Run.pptx

1. Open Lesson 12 Run.pptx and save it as
Lesson 12 Run Video.pptx.

2. On the content placeholder, shown in
Figure 12-16, click the Insert Video icon.

The Insert Video dialog box opens. T

3. Click the Browse hyperlink next to |
From a File. Insert Video icon
The Insert Video dialog box opens. (This is Figure 12-16

a different dialog box from the one in the
previous step, but they have the same name.)
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4. Navigate to the folder containing the data files for this chapter and

select AgilityRun.wmv.
See Figure 12-17.

[P3] Insert Video
CRORS

Organize =

I <« Lesson 12 » Data v & Search Data

New folder

8 Downloads A~
Ll Recent places
i Books

@& SkyDrive

B Desktop
9 Libreries

[Z Documents

&' Music

[ Pictures.

B Videos
) Homegroup

1 Faithe Wempen
% Computer =

File name: | AgilityRun.wmy v

Video Files (*.asf;*.asc*wpl*w v

Tools Insert || Cancel

=2~ O @

Figure 12-17

5. Click the Insert button.

The clip is inserted on the slide
in the content placeholder.

6. On the Video Tools Format tab,
click the More button to open
the Video Styles
gallery.

7. In the Subtle section, click
Center Shadow Rectangle (the
second style).

See Figure 12-18.

8. On the Video Tools Format tab,
click the Video Shape button
and then click a rounded
rectangle.

The video clip’s frame changes
shape.

9. On the Video Tools Playback
tab, click Volume and then Low.

This clip has a lot of background
noise, and the sound is not inte-
gral to the meaning of the clip.

Center Shadow Rectangle

= B
=

ki ki

ki

ki L

ki L]
ML

7 k]

DHMBioDD0l0N:
O L

=T
==
S0

k]

YRYRY

Figure 12-18
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Summing Up

10. Click the Slide Show tab and then the From Beginning button to open
the slide in Slide Show view.

11. Click the Play button (the triangle) under the video clip to play it.

When you’re done watching the video clip, press Esc to return to Normal
view.

12. Save and close the presentation and exit PowerPoint.

Summing Up
Here are the key points you learned about in this chapter:

v Transitions are movements from one slide to another. You can set up
transitions on the Transitions tab.

v To control the speed of a transition, set its duration. To automatically
allow a transition to occur without a mouse click, set the After value to a
number of seconds.

v By clicking Transitions and then Effect Options, you can specify a direc-
tion or other options for a transition effect.

»* Animations make individual objects move. You can create entrance,
emphasis, exit, and motion path animations.

»* An entrance animation controls how and when an object enters the
slide. If an object isn’t animated, it enters at the same time as the slide’s
background.

v An emphasis animation calls attention to an object that is neither enter-
ing nor exiting. A motion path animation does the same thing, but it
moves the object along a prescribed path.

v An exit animation controls how and when an object exits the slide. If an
object has no exit animation, it exits when you transition to the next slide.

v Using the Animation Pane, you can sequence and fine-tune multiple ani-
mations on a slide.

v Using the Animation Painter, you can copy animation effects between
objects.

v To insert a sound clip on a slide, choose Insert>Audio.

v To insert a video clip, use the Insert Video content placeholder icon or
choose Insert=>Video.

v~ After inserting a video clip, you can use the Video Tools Format tab’s
commands to control the appearance of the video clip frame. Use the
Video Tools Playback tab’s commands to control the clip’s playback.
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Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Open Lesson 12 Greek.pptx and save it as Lesson 12 Greek
Animation.pptx.
2. Apply a different transition to each slide.

3. Apply animation effects to at least three objects on three different
slides.

Know this tech talk

animation: The movement of an individual object on a slide.

emphasis animation: An animation that occurs when an object is neither
entering nor exiting the slide.

entrance animation: An animation that occurs as an object is entering
the slide.

exit animation: An animation that occurs as an object is leaving the slide.

motion path animation: An animation that moves the object along a
predefined path.

transition: A movement from one slide to another.
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Page layout in Microsoft Word

"é" MNotes next to slides

() Blank lines next to slides

() Notes below slides
() Blank lines below slides

() outline only
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Add slides to Microsoft Word document
(@) Paste
() Paste link

v+~ Slide Show view enables you to display a presenta-
tion full-screen on a computer monitor or projector.

v Keyboard shortcuts make it easy to move between

slides and temporarily black out (or white out) the
screen.

v Right-clicking in Slide Show view opens a menu from
which you can jump to any slide.

v The Pen tool enables you to annotate slides with
your own markup.

v The Print command in PowerPoint enables you print
handouts in various arrangements.

v Exporting handouts to Word provides additional
formatting flexibility.
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owerPoint 2013 gives you various methods for delivering your
presentation: You can deliver a presentation live in a meeting room,
broadcast it on the Internet, package it on a writeable CD, or send

it out via e-mail, just to name a few.

This chapter focuses on the most popular delivery method: delivering a live
show to an audience in person. You learn how to display a PowerPoint pre-
sentation onscreen, including how to move between slides and how to anno-
tate slides with the Pen tools. You also learn how to print handouts, either in
PowerPoint or in Microsoft Word.

a\\J _ _ .
For information about some of the other delivery methods, such as cre-

ating 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.

Displaying 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 can see the slides more easily.
(Pressing the Windows key and P connects a notebook PC to a projector or a
second screen.)

In the following sections, you learn how to move around in a presentation,
how to annotate slides, and how to save or discard the annotations
afterward.

Moving between slides

To move from one slide to the next or to trigger the next on-click anima-

tion on a slide, click the left mouse button. That’s all you need to know at

the most basic level. You can also get much fancier than that about moving
around. You can use shortcut keys to move to specific locations, and you can
right-click and use the shortcut menu that appears to move around.
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\3
p Right-click and choose Help in Slide Show view to get a list of the short-

cut keys available.

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 button to open a menu or click the right- or left-
arrow buttons there to move forward and back in the presentation.

In this exercise, you display a presentation onscreen and move around in it by
using various methods.

Files needed: Lesson 13 Opa.pptx

1. Open Lesson 13 Opa.pptx and save it as Lesson 13 Santorinis.
pptx.

2. On the Slide Show tab, click the From Beginning button.
Slide 1 appears in Slide Show view.

. Click to move to slide 2.

. Press the spacebar to move to slide 3.

. Press the right-arrow key to move to slide 4.

S U1 e W

. Press the Enter key to move to slide 5.
You've just seen four different ways of advancing to the next slide.
7. Press the Backspace key to move to slide 4.
8. Press the left-arrow key to move to slide 3.
Now you know two different ways of moving backward in a presentation.

9. Right-click anywhere, choose See All Slides, and then click slide 1.
(Opah

Figure 13-1 shows the thumbnail images that appear when you choose
See All Slides.

A\
Using this method, you can jump to any slide you want, at any time.
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Displaying a Slide Show Onscreen

Figure 13-1
10. Move the mouse pointer to the Show All
lower-left corner of the screen Previous Next Slides Menu
and run the pointer over the | | | |
icons there. { ¢ v 1

Figure 13-2 shows all of the icons.
The first two are Previous and -
Next; you can use them to move T i
between slides as an alterna- Pen Zoom
tive to the keyboard and mouse
methods you learned earlier.

Figure 13-2

The Pen icon opens a menu
from which you can choose a pen tool (Laser Pointer, Pen, Highlighter,
or Eraser) and a pen color. These are covered in the next exercise.

The Show All Slides button provides an alternative to right-clicking and
choosing Show All Slides, as you did in Step 9. It displays a gallery of
slide thumbnails, as in Figure 13-2.

The Zoom button enables you to zoom in on a certain area of the
currently displayed slide.

The Menu button displays a navigation menu from which you can jump
to a custom show, set screen and arrow options, get help, and more.
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‘ Last Viewed

Show Presenter View

Wel| sereen * prinis Greek Restaurant

Arrow Options L3

Help

End Show

Figure 13-3

11. Click the Menu button.
A menu appears. See Figure 13-3.

12. Choose the Last Viewed command from the menu.
Slide 3 reappears.

13. Click the Menu button again, point to Screen, and choose Black
Screen.

The screen turns black. You might use this to temporarily blank out the
screen so you can have a discussion, for example.

14. Right-click the slide and choose Screen=>White Screen.

This step also blanks out the screen, except it turns white instead of black.
15. Press Esc.

The presentation goes back to Slide Show view.
16. Press B.

This is a keyboard shortcut for the Screent>Black Screen command. W is
the keyboard shortcut for making the screen white.

17. Press Esc.

Slide Show view closes, and you're returned to Normal view.

Leave the presentation open for the next exercise.
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Annotating slides with the pen tools

Two pen types are available:

+* The Pen tool draws a solid, thin line. As you're giving a presenta-
tion, you may want to make
some notes on the slides, such
as circling a word, underlining a
phrase, or highlighting a key con-
cept. The Pen tools enable you to
do all those things. Making these
changes is called annotating.

1~ The Highlighter draws wide, semi-
transparent highlighting.

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.

The Laser Pointer pen leaves no annotations on the slide. You can use it to
point to areas of the slide as you're speaking.

In this exercise, you display a presentation onscreen and move around in it
using various methods.

Files needed: Lesson 13 Santorinis.pptx, already open from the previous
exercise

1. On the Slide Show tab, click the
From Beginning button to open

slide 1 in Slide Show view. '
2. In the lower-left corner of the p a n
screen, click the Pen icon,
opening the Pen menu.

Winleama +a Santorinis

3. Choose Pen. P
v Laser Pointer
See Figure 13-4. The mouse % pen
pointer changes to a colored dot. ¢ vighighter
4. Drag on the slide to underline
the word Opa!.
It’s underlined in red (the default EEE EEEEN
pen color). \
5. Click the Pen icon and click /)
Eraser. Figure 13-4

The mouse pointer turns into an
eraser.
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6. Click the line you just drew.

The entire line is erased. (You can’t erase a portion of a line; it’s all or
nothing.)

7. Click the Pen tool again and then click the Pen command on the menu.
8. Click the Pen tool again and then click the green square.
The pen color changes.
9. Draw a green line under the word Opa!.
10. Press Esc to cancel the pen and return to the arrow pointer.

11. Click the left mouse button to advance to slide 2.

12. Right-click anywhere on the

slide and choose Pointer Next
OptionsEDHighlighter. Previous
This is an alternative way of Lastyfieied
accessing the Pen tools. See SeeAlSTEes
Figure 13-5. Zoom

13. Drag the mouse pointer across
the word Saganaki,
highlighting it with the default
highlighter color (yellow).

Show Presenter View
Screen 3

Pointer Options L _’ Laser Pointer

Help 7_6 Pen
14. Press Esc to turn off the 2| Highlighter
highlightel‘. End Show Ink Color y =
15. Click repeatedly until you get to
the end of the presentation.
Arrow Options 4

A box appears, asking whether
you want to save annotations.

16. Click the Keep button. Figure 13-5

The presentation appears in
Normal view with the ink
annotations on the slides.

17. On slide 1, click the green
underline to select it, as in

Figure 13-6. Then press Delete. O ! ;: a !

18. Switch to slide 2 and select the o
yellow highlight annotation Welcome to Santorinis Greek Restaurant
there.

19. Drag the yellow highlight anno- Figure 13-6
tation up so that it’s over the
word Baklava.

See Figure 13-7.
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20. Save the presentation.

: . * Moussaka
Leave the presentation open for the next exercise.

* Spanakopita

. * Gyros
Creating Handouts  BEkES
When you print in PowerPoint, you have a choice * Saganaki

of the type of printout you want. (Technically you
can use any of these printout types as handouts,
although the Handouts type is obviously Figure 13-7
custom-made for that purpose.) Here are the

choices available:

v~ Full Page Slides: A full-page copy of one

slide per sheet.
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

1 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.

v Outline View: A text-only version of the can also write on the handouts
presentation, structured as an outline, to make their own notes. (Some
with the slide titles as the top-level outline handout layouts even include
items. lines for writing.)

1 Handouts: Multiple slides per page (two
to nine, depending on your choice of set-
tings), suitable for giving to the audience to take home.

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.

You can print the handouts directly from PowerPoint, or you can export them
to Word for further formatting.

Printing handouts

When you print handouts from PowerPoint, the Handout Master’s settings
determine the details of how the handouts appear. You may want to custom-
ize 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.
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In this exercise, you customize the Handout Master and then print handouts from
PowerPoint.

Files needed: Lesson 13 Santorinis.pptx, already open from the previous
exercise
1. On the View tab, click the Handout Master button.
The Handout Master opens. It’s a blank layout.

2. On the Handout Master tab, click the Slides Per Page button and
choose 3 Slides from the menu.

The layout changes to show placeholders for only three slides per page.
See Figure 13-8.

3. Deselect the Date check box on the Handout Master tab.
The placeholder for the date disappears from the layout.

4. Still on the Handout Master tab, click the Handout Orientation button
and choose Landscape.

The layout changes to show the three slides side by side. See Figure 13-9.

BES 0O§BHi- - Lessan 13 Santorinis,pptx - PowerPoint 7T E - 8 X
HANDOUTMASTER ~ HOME  INSERT ~ REVIEW  VIEW Faithe Wempen -

ID 7 Header (7] Date B Calors - 3] Background Styles - E

[A]Fonts~ Hide Background Graphics

Handout  Slide SidesPer [ rooter (4] Page Number  Themes  — Close
Orientation - Size+ Page~ g - [ effects - Master View

Page Setup [ 1Slide aceholders Edit Theme Background 5 Close ~
2 Slides 3 2 1 0 1 2 3

3 Slides
4 Slides
£ Slides

[ Hetar ! sr2n013 |

oo oo i

822 000 OO 000

5 9 Slides
Slide Qutline

HANDOUTMASTER 2 ENGLISH (UNITED STATES)

Figure 13-8
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BEEE S C§BL- - Lesson 13 Santorinis.pptx - PowerPaint 72 @ - & X
HANDOUT MASTER | HOME  INSERT ~ REVIEW  VIEW Faithe Wempen ~
pOIEY - -
ID 9 Header [ Date [ Colors - 73] Background Styles a
o Side Slioes p - [A]Fonts~ Hide Background Graphics o
jandout ide SlidesPer ] Fogter [v] Page Number emes _ ose
Orientation = Size* Page~ g - D ffects - Master View
Placeholders Edit Theme Background 1) Close -~
D Portrait 4 [ 3 [ 2 [ 1 ' [ ' 1 | 2 [ 3 [ 4

= —

HANDOUT MASTER  [[2  ENGLISH (UNITED STATES)

Figure 13-9

5. Click the Close Master View button.
6. Choose File>Print.

7. Click the Full Page Slides button to display its menu and then choose
3 Slides.

The Print Preview shows the first handouts page with the layout you
customized earlier. See Figure 13-10.

8. Click the Print button.

The handouts print on your default printer.

Leave the presentation open for the next exercise.

Exporting 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.

In this exercise, you export handouts to Word and customize them there.
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Lesson 13 Santorinis.pptx - PowerPaint 7 - 8 X

Faithe Wempen -

Print

Copies: | 1 et

I+]

=

Print

Printer

. Brother MFC-9320CW Printer -
Ready

Printer Properties

Settings
= Print All Slides v‘ o

Print entire presentation

sides [ @

3 Slides

Account

Handouts (3 slides per page)

Collated
123 123 123

EE
D Landscape Orientation -

i ‘

Color -

Edit Header & Footer

a1 Jer2» % - +

Figure 13-10

Files needed: Lesson 13 Santorinis.pptx,
already open from the previous exercise

1. Choose Filec>Export=>Create Send to Microsoft Word  ?
Handouts=>Create Handouts.

Page layout in Microsoft Word
m @ Motes next to slides

The Send to Microsoft Word dialog box
opens. See Figure 13-11.

O Elank lines next to slides
2. Select the Blank Lines Next to Slides option. 5
Motes below slides
3. Click OK.

. O Blank lines below slides
The new Word document that opens contains

the slides. The slides are placed in a three- O Qutline only
column table:

. . . Add slides to Microsoft Word document
The first column contains the slide numbers, ® paste

the second column displays the graphics, ) paste link

and the third column has lines for writing
notes. See Figure 13-12.

Figure 13-11
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B H S = Document! - Word TABLE TOOLS T E - x
HOME  INSERT ~ DESIGN ~ PAGELAYOUT — REFERENCES ~ MAILINGS ~ REVIEW  VIEW  DESIGN  LAYOUT Faithe Wempen -
= P - i Find -
- - . B .
D Calibri (Body) - |11 A A Al Gl AaBbCcDc AaBbCeDe AgBhCc AaBbCcl 2 ep
| %cReplace
Paste o B I U -aex,x A-¥-A- TNormal | TNoSpac.. Heading 1 Heading2 [=| o
Clipboard Font F) Styles ) Editing ~
L 1 ﬂg P B 4 5 6 #. 7 -

Slide 1

N Slide 2 Traditionsl Greek Ravorites

-

PAGE1OF2 45WORDS [2 ENGLISH (UNITED STATES) %3 B2 B - + 100%
0= =] ] . —

Figure 13-12

4. Point the mouse pointer at the top of the rightmost column so that the
pointer turns into a black arrow pointing downward. Click.

The entire column is selected. See Figure 13-13.
5. On the Home tab, choose Line & Paragraph Spacing~1.15.

See Figure 13-14. The spacing of the blank lines in the rightmost column
tightens up somewhat.

6. In Word, choose Filec>Print.

7. Click the Print button to print one copy of the handouts with the
default settings.

8. Save the document in Word as Lesson 13 Handouts.docx.
9. Exit Word.
10. Return to PowerPoint.

11. Save the presentation and exit PowerPoint.
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Mouse pointer
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Figure 13-14
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Summing Up
Here are the key points you learned about in this chapter:
v To enter Slide Show view, use the From Beginning or From Current Slide

button on the Slide Show tab.

v To move to the next slide, you can press Enter, press the spacebar, press
the right-arrow key, or click the Next Slide button in the lower-left corner
of the slide.

v+ To move to the previous slide, you can press Backspace, press the left
arrow key, or click the Previous Slide button in the lower-left corner of
the slide.

v To jump to a certain slide, you can right-click, click See All Slides, and
click the desired slide.

v To black out the screen, press B. To white out the screen, press W.
To cancel either one, press Esc.

v To annotate a slide, right-click, click the Pen icon in the lower-left corner,
choose Pen or Highlighter, and then drag on the slide.

v To print handouts, choose File=>Print. Select a number of handouts per
page and then click Print.

v To export handouts to Word for further editing, choose FilewExport=>
Create Handouts=>Create Handouts.

Try-it-yourself lab

For more practice with the features covered in this chapter, try the following
exercise on your own:

1. Open Lesson 13 Airline.pptx and save it as Lesson 13 Airline
Final.pptx.
2. Watch the entire presentation in Slide Show view.

3. Export the handout to Word by using the Notes Next to Slides layout.

-

. Make any changes you like in Word to make the handout more read-
able and attractive.

. Print one copy of the Word document on the default printer.
. Save the Word document as Lesson 13 Airline Final.docx.
. Exit Word.

QW N & O

. Return to PowerPoint, save the presentation, and exit PowerPoint.
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Chapter 13

Know this tech talk

annotate: To mark up a slide with the Pen or Highlighter tool in Slide
Show view.

handouts: Hardcopy printouts designed for distribution to an audience.
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A

A4 paper size, 66
Absolute Position text box, 166
absolute referencing, 213-214, 233
access code, 4
Account Settings dialog box, 279-281
Account Type drop-down list, 278
accounts, e-mail, 275-283, 309
active cell, defined, 181, 201
Add Account dialog box, 276, 278
Add Animations button, 417-424
Add Shape button, 398
Add Subtitle box, 24
Add Title box, 24
adding
borders to documents, 109-112
contacts, 313-316
e-mail accounts, 279-280
shading to paragraphs, 112-114
slide transition effects, 411-416
text to slides, 23-25, 356-360
Address Book, 284. See also contacts
adjusting
columns, 237-238, 240-241
page settings, 62-66, 260-263
rows, 237-239
advancing slides, 415-416
After line spacing setting, defined, 106
Align Left button, 16
Align Right button, 16
Align Text Left, 100-102
Align Text Right, 100-102
alignment, text, 100-102
all caps text attribute, 77
Animation Painter button, 420-421
Animation pane, 417-424
animations
changing options, 423-424

defined, 417, 430

emphasis, 419-421

entrance, 417-419

exit, 421-422
annotating slides, 437-439, 446
AppData folder, 279
application, defined, 9, 54
Apply to All button, 413-414
applying

background fill, 380-382

backgrounds to worksheets, 242-244

borders, 382-385

horizontal alignment, 100-102

shape styles and effects, 378-380, 385-388

styles, 83-85, 121-124, 378-380
text attributes, 77
transitions to a slide, 412-414
Apps list, 11
argument, defined, 215, 233
aspect ratio, defined, 169, 172, 363, 367
Assign button, 130
Attach File button, 292
attachments
contact information in e-mail, 324-325
defined, 88, 94, 292, 308
file attachments to e-mail, 292-295
Send As Attachment button, 89
viruses, 294
attributes
defined, 77, 94
text, 76-80
Audio button, 425
audio clip, defined, 425
Audio Tools Playback tab, 426
AutoFill, 192-193
Autofit text option, 388-389, 407
AutoRecover feature, 51-53
AutoSum button, 216
AVERAGE function, 221, 233
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B Subject text, 285
To, 90
background bulleted list
filling in with color, 380-382 changing bullet characters, 115-118
for shading, 112-114 creating, 114-121
worksheet, 242-244, 265 defined, 115, 141
Backspace command, 69 Bullets button, 115, 117
Backstage view, 19, 41, 45, 54 Bullets tab, 129 .
Before line spacing setting, defined, 106 business card option for contact, defined,
Bing (website), 157 324
Bing Image Search box, 160 buttons o
blank document, creating, 13, 59-62 Add Animations, 417-424

Blank Document command, 13 Add Shape, 398

Blank Document icon, 60 Align Left, 16
blank presentation, creating new, 23, Allgﬂ Right, 16
346-347 Animation Painter, 420-421

Blank Presentation template, 23, 346 Apply to All, 413-414

Blank Workbook template, 180 Assign, 130
blank worksheet in Excel, 20, 180 Attach File, 292
BMP file format, 26 Audio, 425
Body Font drop-down list, 378 AutoSum, 216
Bold button, 16 From Beginning, 413-414, 434
bold text attribute, 77 Bold, 16
Border button, 110 Border, 110
borders Box, 110
adding to text, 109-112 Bullets, 115, 117
defined, 141, 153, 172, 382, 407 Calendar, 272
presentation slides, 382-385 Center, 16, 100
table, 153-156 Change Colors, 403
Borders and Shading command, 110 Change View, 328, 330
Borders and Shading dialog box, 155 Clear All Formatting, 84
Box button, 110 Clear Formatting, 80
boxes Close Master View, 441
Absolute Position text, 166 Collapse Dialog, 219
Add Subtitle, 24 Convert to SmartArt, 395
Add Title, 24 Create, 22, 37, 62, 348
Bing Image Search, 160 From Current Slide, 345
Cc, 284 Custom Header, 263
Clip Art text, 118 Custom Margins, 64
Copies, 92 Delete, 196, 303
Due Date, 327 Dismiss, 333
File Name, 43 Draft, 36
Name, 181 Editing, 19

Online Templates, 61 Effect Options, 423

Overview text, 361 Email, 89
Search for Online Templates, 35 Equation, 14
Start Date, 327 Expand, 422



Expand dialog, 219
Expand the Folder Pane, 271
Fill, 194

Finish, 300

Font, 119

Font Color, 75, 131
Format, 126, 129, 254
Format Painter, 131-132
Full Page Slides, 441

Go, 218

Handout Master, 440
Handout Orientation, 440
Header, 15

[Mlustrations, 27

Increase Font Size, 75
Increase Indent, 103
Insert, 27-28, 195, 197, 242, 292
Junk, 306

Justify, 16, 101

Keep, 438

Landscape Orientation, 261
Letter, 261

Line and Paragraph Spacing, 106
Line Spacing, 106, 108
Manage Versions, 21
Margin, 63

Margins, 64

Maximize, 19

Menu, 435

More, 84, 122

More Layouts, 400

New Email, 292, 323

New Rule, 299

New Sheet, 199

New Style, 128

No Date, 331

No Scaling, 263

Normal, 344

Normal Margins, 263
Numbering, 115, 119
Open, 295

Orientation, 65

Outline View, 38

People, 273

Picture, 117

Pictures, 26-27, 394

Play, 426

Portrait Orientation, 261

Index

Position, 166, 167

Preset Gradients, 381
Preview, 418

Preview File, 295

Print, 92, 257, 441

Print Active Sheets, 258-259
Print Selection, 259

Read Mode, 36

Reading Pane, 271, 288
Remove Gradient Stop, 381
Reply, 290

Reply All, 290

Restore Down, 17

Reverse Sort, 318

Right to Left, 400

Run Now, 301

Run Rules Now, 300

Save, 43

Save & Close, 314

Select All, 186

Send, 90, 286, 291, 292
Send As Attachment, 89
Send/Receive All Folders, 286, 293
Shadow, 110

Shape Effects, 386

Shape Fill, 380

Shape Outline, 382

Size, 65

Slide Show, 344

Slide Sorter, 38

Slides Per Page, 440
SmartArt, 396

Symbol, 117

Test Account Settings, 282-283
Text Box, 358

Text Effects and Typography, 78
Text Pane, 400

Theme Colors, 82

Theme Fonts, 81

Themes, 81

To, 323

Today, 68

To-Do Bar, 318

Undo, 17, 333

Video, 427

Video Shape, 428

Wrap Text, 164

Zoom, 181
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C

calculating with formulas, 205-207
Calculator tab, 198
Calendar button, 272
Calibri Light-Constantia font theme, 82
Card view, 317
Cc box, 284
cell address, defined, 181, 201
cell cursor, 25, 54, 181, 182-183, 201
cells
active, 181, 201
AutofFill, 192-193
copying data between, 190-191
defined, 23, 179, 201
deleting, 196-197
editing, 188-195
extracting with Flash Fill, 193-195
formatting, 254
formulas, referencing in, 207-209
inserting, 196-197
moving data between, 190-191
named ranges, 222-226
numbers in, 186-188
printing selected, 257
referencing on other sheets, 209-210
typing in, 186-188
cells cursor, defined, 25
Center alignment setting, 100-102
Center button, 16, 100
Change Account dialog box, 281
Change Colors button, 403
Change View button, 328, 330
changing
animation options, 423-424
bullet character, 115-118
column width, 240-241
e-mail account settings, 277-279
numbering style in list, 118-121
presentation fonts, 376-378
row height, 238-239
saving locations, 45-49
transition options, 414-415
vertical spacing, 105-109
views, 35-39
worksheet structure, 195-197
character styles, defined, 124, 141
characters
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changing bullet, 115-118
formatting text, 73, 94, 124, 141
Charts tab, 228
Clear All Formatting button, 84
Clear Formatting button, 80
clip art
bullet characters, 118
defined, 156, 172, 407
inserting, 158-160
presentation, inserting into, 390-391
searching, 156-158
Clip Art text box, 118
Clipboard, 190, 212
close buttons, Excel’s multiple, 12
Close Master View button, 441
cloud storage
defined, 44, 54
SkyDrive, 5, 41, 44-49
Collapse Dialog button, 219
color
in Excel, 228, 255
presentation slide, 372, 373-376, 407
in Word, 73-76, 82, 95, 111
Color drop-down list, 111, 255
Color Model drop-down list, 375
Color Scale command, 228
Colors dialog box, 375
Colors list, 375
Column Width dialog box, 241
columns
adjusting, 237-238, 240-241
default widths, 237
deleting, 195-196
inserting, 195-196
resizing, 150-153
selecting, 149-150
width, changing, 240-241
commands
Backspace, 69
Borders and Shading, 110
Color Scale, 228
Copy, 189
Current Position, 134
Cut, 189
Define New Bullet, 117
Define New Number Format, 119
Define Send/Receive Groups, 287
Delete, 69



Delete Sheet Rows, 196

Edit Document, 36

Format Page Numbers, 135

Ignore, 87

Insert Cells, 197

Insert Sheet Columns, 195

Last Viewed, 435

More Colors, 113

New Folder, 296

Online Pictures, 164

Open, 49-53

Outside Borders, 110

Page Down, 32

Page Margins, 134

Page Up, 32

Paste, 189

Pen, 438

Recent Workbooks, 20

Remove Page Numbers, 135

Save, 41-44

Save As, 40-44

Send, 90

Shift Cells Right, 197

Tab Color, 198

Top of Page, 134

Wrap Text, 162

Zoom, 33-39
Compatibility Checker dialog box, 44
contacts

adding and editing, 313-316

attaching to e-mail, 324-325

defined, 313, 335

deleting, 320-321

filing, 319-320

navigating the list, 316-319

restoring, 320-322

sending e-mail messages to, 322-323

viewing, 273
contextual tab, defined, 14
contiguous cell range, defined, 183, 201
Convert Text to Table dialog box, 148
Convert to SmartArt Graphic button, 395
converting text to a table, 147-149
Copies box, 92
Copy command, 189
copying

data between cells, 190-191

formats with Format Painter, 130-132

Index

formulas, 210-214

slides in presentation, 353-354
COUNT function, 221, 233
COUNTA function, 221, 233
COUNTBLANK function, 221, 233
Create button, 22, 37, 62, 348
Create New Theme Colors dialog

box, 376

creating

custom table styles, 254-256

document, 13, 59-62

e-mail account, 276

handouts, 439-444

headers and footers, 245-247

presentation, 346-349

presentations with templates, 347-349

rules to move messages, 299-302

slides in presentation, 349-355

SmartArt, 395-404

styles in text document, 128-130

task, 327-329
Creative Commons, 160
Current Position command, 134
cursor, cell, 25, 54, 181, 182-183, 201
Custom Header button, 263
Custom Margins button, 64
Customize Keyboard dialog box, 130
customizing

Favorites list, 302-303

footers, 137-139

headers, 137-139, 263

keyboard, 130

page margins, 64

Quick Access Toolbar, 17

table styles, 254-256

themes, 249-252
Cut command, 189

D

Damask theme, 81

data, copying and moving between
cells, 190-191

data file, defined, 54

default file type, 41

default settings, 59
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Define New Bullet command, 117
Define New Bullet dialog box, 117
Define New Number Format command, 119
Define New Number Format dialog box, 119
Define Send/Receive Groups command, 287
Delete button, 196, 303
Delete command, 69
Delete Sheet Rows command, 196
deleting
cells, 196-197
columns, 195-196
contacts, 320-321
e-mail messages, 303-304
rows, 195-196
slide objects, 365
slides, 354-355
tasks, 333
text, 69
delimited data organization, defined,
147,172
Design tab, 81, 372
Detailed view, 328
dialog box launcher, 17
dialog boxes
Account Settings, 279-281
Add Account, 276, 278
Borders and Shading, 155
Change Account, 281
Colors, 375
Column Width, 241
Compatibility Checker, 44
Convert Text to Table, 148
Create New Theme Colors, 376
Customize Keyboard, 130
Define New Bullet, 117
Define New Number Format, 119
Format as Table, 252
Format Cells, 254
Function Arguments, 219
Header, 263
Insert, 197
Insert Picture, 26-27, 242, 393
Internet E-Mail Settings, 282-283
Junk E-Mail Options, 306
Layout, 167
Modify Style, 126-127
Name Manager, 223
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New Table Quick Style, 254, 256
Open, 49-50
Opening Mail Attachment, 295
Options, 45
Page Setup, 263
Paragraph, 104
Readability Statistics, 88
Row Height, 238
Rules and Alerts, 299-300
Rules Wizard, 299-300
Run Rules Now, 300
Save As, 40-44, 44-49
Save Current Theme, 250
Search Text, 300
Symbols, 117
Zoom, 34, 181
dictionary file, 86
digital photograph, defined, 390, 407
Dismiss button, 333
DOC file format, 41
DOCM file format, 41
Document Formatting group, 84
documents. See also text
creating, 13, 22-28, 59-62
defined, 22, 54
e-mailing, 88-90
grammar checking, 85-88
headers and footers, 132-139, 141
inserting pictures, 156-161, 172
lists, 114-121, 141
opening, 49-53
page settings, 62-66
paragraph formatting. See paragraphs
picture management, 162-170
printing, 92-93
saving, 40-49
sharing, 88-91
spell checking, 85-88
styles, 83-85, 121-130
Documents folder, 44
Documents library, 44
DOCX file format, 40, 41
double underline text attribute, 77
Draft button, 36
Drawing Tools Format tab, 379-380,
382-383
drop-down lists. See lists



Due Date box, 327
duplicating slides, 353-354. See also

copying

E

Edit Document command, 36
editing
cells, 188-195
contacts, 313-316
text, 67-71
Editing button, 19
Editing group, 19, 194
Effect Options buttons, 423
Effect tab, 424
effects
shape, 385-388
text, 76-80, 95
transition, 411-416
eLearning Center, 4
e-mail
account setup, 275-283, 309
composing message, 284-286
contacts, attaching to, 324-325
defined, 275, 308
deleting, 303-304
file attachments, 88-90, 94, 292-295, 308
flagging, 305-306, 309
interval setting for sending and receiving,
287-288
managing incoming, 296-307
manually sending and receiving, 286-287
moving into folders, 297-302, 309
reading, 288-290
receiving, 286-290
replying to, 290-291
rules, sorting, 299-302, 309
sending, 286-288, 322-323
Email button, 89
E-Mail tab, 280
emphasis animation, 417, 419-421, 430
encryption, defined, 277, 309
entrance animation, 417-419, 430
envelope template, 65
Equation button, 14
Equation Tools Design tab, 14
Essential SkyDrive Skills (website), 5

Index

Excel. See also workbooks; worksheets
AutoRecover feature, 51-53
close buttons, 12
defined, 9
entering text, 23-25
formulas, 205-214, 225-226, 233
functions, 215-222
interface introduction, 19-22, 177-186
keyboard navigation, 32-33
named cell ranges, 222-226
Quick Analysis feature, 226-231
themes, 247-256
exit animation, 417, 421-422, 430
Expand button, 422
Expand Dialog button, 219
Expand the Folder Pane button, 271
Expenses tab, 209-210
Export category, 21
exporting handouts to Word, 441-444
extensions, file, 26, 40-41, 54

F

Favorites list, 271, 302-303, 309
File As, defined, 319, 335
file extensions, 26, 40-41, 54
file formats, 91
File menu, 19
File Name text box, 43
File tab, 19, 20
files
attaching to e-mail messages, 88-90,
94, 292-295, 308
dictionary, 86
inserting pictures from, 161
opening, 49-53
saving, 40-49
fill, background, 380-382
Fill button, 194
fill handle, 192-193, 201, 212
Fill tab, 254
filters, Junk Mail, 306-307, 309
finding
pictures on Web, 26, 158-160
templates, 35, 61
text, 300
Finish button, 300
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first-line indent, defined, 102, 141
flagging e-mail messages, 305-306, 309
Flash Fill feature, 193-195, 201
Folder pane, 271
folders
AppData, 279
defined, 54
e-mail, 286, 296-302
subfolder, 48
Font button, 119
Font Color button, 75, 131
Font drop-down list, 74, 117
Font group, 16
Font Size drop-down list, 125
Font tab, 255
font theme, defined, 376, 407
fonts
default, 59
defined, 73, 95
in presentation, 376-378, 407
text, 73-76, 81-82
footer
defined, 132, 141, 245, 265
Header & Footer group, 15
text document, 132-139
worksheet, 245-247
Footer tab, 263
Format as Table dialog box, 252
Format button, 126, 129, 254
Format Cells dialog box, 254
Format Page Numbers command, 135
Format Painter, 130-132
Format Painter button, 131-132
formatting. See also themes
cells in worksheet, 252-254
lists, 119
page numbers, 135
paragraphs, 99-109, 130-132, 141
picture, 26, 402-404
table borders, 153-156
text, 73-85, 130-132
text boxes, 378-389
worksheets, 241-247
Formula bar, 187, 189, 201, 206-207,
211-212
formulas. See also functions
calculating with, 205-207
cell references in, 207-209
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copying, 210-214

defined, 205, 233

moving, 210-214

named ranges in, 225-226

order of precedence, 206

using, 205-210
From Beginning button, 413-414, 434
From Current Slide button, 345
Full Page Slides button, 441

Full Pages Slides, handout option, 439, 441

Full Screen Reading view, 36
Function Arguments dialog box, 219
functions

AVERAGE, 221, 233

basic, 221-222

COUNT, 221, 233

COUNTA, 221, 233

COUNTBLANK, 221, 233

defined, 215, 233

inserting, 218-220

MAX, 221, 233

MIN, 221, 233

NOW, 221, 233

one-argument, 221

SUM, 215-217, 221, 233

TODAY, 221, 233

G

galleries
Shape Styles, 379
Theme, 371-378
Variants, 374
Video Styles, 428
GIF file format, 26
Go button, 218
grammar, checking, 85-88
graphics. See also clip art
defined, 158, 172
digital photograph, 390, 407
file extensions, 26
finding on Web, 26, 158-160
inserting, 26-27, 117, 156-161, 242,
389-394
moving, 165-168
placement, 162-170
raster, 157-158, 173
resizing, 169-170



SmartArt, 395-404, 407

text wrap settings, 162-165

vector, 157-158, 173
Green Yellow color theme, 82
gridlines, defined, 153, 172
groups

defined, 13

Document Formatting, 84

Editing, 19, 194

Font, 16

Header & Footer, 15

[llustrations, 15-16

Layout, 400

Paragraph, 104

Send/Receive Groups, 287

Shape Styles, 379

SmartArt Styles, 402

Styles, 122

Symbols, 13

Themes, 372

Variants, 374

H

Handout Master button, 440
Handout Master tab, 440
Handout Orientation button, 440
handouts
creating, 439-444
defined, 439-444, 446
exporting to Word, 441-444
printing, 439-441
hanging indent, defined, 102, 141
header
creating, 245-247
defined, 132, 141, 245, 265
using, 132-139
Header button, 15
Header dialog box, 263
Header & Footer group, 15
Header & Footer Tools Design tab, 139
Header tab, 263
height, row, 237-239
Highlighter, defined, 437
Home tab, 19
horizontal alignment, 16, 100-102, 141
HTTP (HyperText Transfer Protocol),
defined, 309

Index

HTTP e-mail accounts, 275
hyperlinks in Page Setup, 263

!

icons
Blank Document, 60
book’s icons explained, 3-4
Line, 230
Online Pictures, 390
Pen, 437
People, 313
Pictures, 28
Quick Analysis, 227
Speaker, 426
Stacked Column, 228
Sum, 229
Table, 230
Video, 427
Ignore command, 87
illustration, defined, 158, 172. See also
graphics
Illustrations button, 27
[llustrations group, 15-16
image, defined, 158, 172. See also graphics
IMAP (Internet Mail Access Protocol),
defined, 275, 309
Inbox pane, 290, 294
Income tab, 210
Increase Font Size button, 75
Increase Indent button, 103
indentation, 102-105, 141
Info category, 20
inline image, defined, 159, 172
Insert button, 27-28, 195, 197, 242, 292
Insert Cells command, 197
Insert dialog box, 197
Insert Picture dialog box, 26-27, 242, 393
Insert Sheet Columns command, 195
Insert tab, 13, 358, 394
inserting
cells, 196-197
columns, 195-196
functions, 218-220
graphics, 389-394
personal pictures, 393-394
pictures, 26-27
pictures from files, 161
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inserting (continued) Last Viewed command, 435
pictures from Web, 156-160 Layout dialog box, 167
ranges, 196-197 layouts
rows, 195-196 page, 62, 65
SmartArt graphic, 395-399 print, 35-36
sound clips into slides, 425-427 slide, 356, 367, 400
video into slides, 427-429 template, 62
insertion point, 27, 29, 54, 69, 95 Layouts group, 400
Internet leading, defined, 106, 141
finding pictures on, 26, 158-160 Left alignment setting, 100-102
inserting graphics from, 156-160, 390-392  legal brief template, 65
templates on, 35, 61 Letter button, 261
Internet E-Mail Settings dialog box, 282-283 letter paper size (U.S.), 65
Internet Mail Access Protocol (IMAP), Line and Paragraph Spacing button, 106
defined, 275, 309 Line icon, 230
ISP (Internet service provider), defined, line spacing, 105-109
275, 309 Line Spacing button, 106, 108
italic text attribute, 77 Line Spacing drop-down list, 108
lists
Account Type drop-down, 278
] Body Font drop-down, 378
. bulleted, 114-121, 141
:}EEE lf)lllft’tf(;)rll‘g%% 26 Color drop-down, 111, 255
Junk E-Mail Options dialog box, 306 Color Model drop-down, 375
Junk Mail filters, 306-307, 309 Colors, 375

contacts, 316-319

justified alignment, defined, 141 Favorites, 271, 302-303

Justify alignment setting, 100

. Font drop-down, 74, 117
Justify button, 16, 101 Font Size drop-down, 125
Line Spacing drop-down, 108
K numbered, 114-121, 141
Printer drop-down, 92
Keep button, 438 Priority drop-down, 327
keyboard Save Changes In drop-down, 130
customizing, 130 Scope drop-down, 225
navigating with, 32-33 Select a Function, 219
keyboard shortcuts Shading drop-down, 113
cell cursor, moving, 182 Sound drop-down, 424
range selection, 184 Special drop-down, 104
text attributes, 77 Start drop-down, 426
Table Element, 254
A Tasks, 325-333, 335
Time drop-down, 332
Landscape option, 65 To-Do, 325-333, 335
Landscape Orientation button, 261 Width drop-down, 111, 155

landscape page orientation, defined, 65,95 lost work, recovering, 51-53



M

macro-enabled file format, 41
macros, defined, 41
maghnification, 33-39, 181
Mail interface in Outlook, 270-274. See also
e-mail
Main Event theme, 372
Manage Versions button, 21
margins, page, 63-64, 134, 260-263
Margins button, 63, 64
MAX function, 221, 233
Maximize button, 19
memory, computer, 40, 49
Menu button, 435
Message tab, 292
messages, e-mail. See e-mail
Microsoft Office (website), 9, 156, 390-392.
See also Office 2013
MIN function, 221, 233
Mini toolbar, 74
Mirrored margin option, 63
mixed reference, defined, 213, 233
Modify Style dialog box, 126-127
More button, 84, 122
More Colors command, 113
More Layouts button, 400
motion path animation, defined, 417, 430
mouse, 29-31, 190
moving. See also navigating
cell cursor, 182-183
data between cells, 190-191
formulas, 210-214
graphics, 165-168
insertion point, 29
messages into folders, 297-302
slide objects, 360-362

N

Name box, defined, 181, 201
Name Manager dialog box, 223
named cell ranges, 222-226
Narrow margins option, 64
navigating

in contacts list, 316-319

with keyboard, 32-33, 182

Index

with mouse, 29-31
in presentation, 340-342, 433-436
Ribbon, 13-19, 349-350
New category, 21
New Folder command, 296
New Rule button, 299
New Sheet button, 199
New Style button, 128
New Table Quick Style dialog box,
254, 256
No Date button, 331
No Scaling button, 263
noncontiguous cells, defined, 183
Normal button, 344
Normal Margins button, 263
Normal template, 59-60
Normal view, 33, 37, 367
Notes Pages, 342, 439
Notes pane, 37, 339, 342
NOW function, 221, 233
numbered lists, 114-121, 141
Numbering button, 115, 119
Numbering Library, 119
numbering pages, 133-135
numbers, typing into cells, 186-188

0

Office 97-2003 file formats, 41
Office 2013. See also specific applications
eCourse introduction, 1-5
entering text, 23-25
exploring, 13-22
inserting pictures, 26-27
navigation, basic, 29-33
opening an application, 9-13
opening documents, 49-51
recovering lost work, 51-53
Ribbon, 13-19, 349-350
saving documents, 40-49
view, changing, 33-39
one-argument functions, 221
online course, 1-5
Online Pictures command, 164
Online Pictures icon, 390
Online Templates box, 61
Open button, 295
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Open dialog box, 49-50
opening documents, 49-53

Opening Mail Attachment dialog box, 295

Options dialog box, 17, 45
orientation
defined, 65, 95
handout for presentation, 440
page, 65-66, 260-263
Orientation button, 65
Outgoing Server tab, 282
Outline pane, 350-353
Outline view, 38, 367, 439
Outline View button, 38
Outlook. See also e-mail
Address Book, 284
contacts, 273, 313-325
defined, 9
interface introduction, 269-274
tasks and To-Do lists, 325-333, 335
Outside Borders command, 110
Overall tab, 210
Overview text box, 361

P

Page Down command, 32
Page Layout tab, 62, 65
Page Margins command, 134
page settings

adjusting, 62-66

handouts from presentation, 439-441

margins, 63-64, 134, 260-263

numbering, 133-135

orientation, 260-261

paper size, 65-66

size adjustment, 260-262
Page Setup dialog box, 263
Page Up command, 32
panes

Animation, 417-424

Folder, 271

Inbox, 290, 294

Notes, 37, 339, 342

Outline, 350-353

Reading, 271, 288, 295

Slide, 339, 341

Slides, 37, 339, 350-353

Styles, 122, 125
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paper size, 65-66
Paragraph dialog box, 104
Paragraph group, 104
paragraphs
borders, 110-112
break in, 99
defined, 99
formatting, 99-109, 130-132, 141
shading, 112-114
styles, 124, 142
password, e-mail account, 282
Paste command, 189
Pen command, 438
Pen icon, 437
pen tools, 437-439
People button, 273
People icon, 313
photograph, digital, 158, 173. See also
graphics
Picture button, 117
picture from file, defined, 26. See also
graphics
Pictures button, 26-27, 394
Pictures icon, 28
pixel, defined, 158, 173
placeholders
slide, 356-358, 378-389
text, 67-69
Play button, 426
PNG file format, 26
points, defined, 73, 95, 142
POP3 (Post Office Protocol 3), defined,
275, 309
Portrait Orientation button, 261
portrait page orientation, defined,
65, 95
Position button, 166, 167
Post Office Protocol 3 (POP3), defined,
275, 309
PowerPoint. See also presentations
AutoRecover feature, 51-53
defined, 9
exporting handouts to Word,
441-444
interface introduction, 339-346
keyboard navigation, 32-33
slide show, 433-439
SmartArt, 395-404



templates, 23, 37, 347-349
themes, 371-378
views, 33-39, 342-346

PPT file format, 41

PPTM file format, 41

PPTX file format, 40, 41

presentations. See also slides
animations, 417-424
borders, 382-385
creating, 22-23, 346-349
defined, 22, 54, 339, 367
graphics, 26-28, 389-394
handouts, 439-444
navigating in, 340-342
sound clips, 425-427
video, 427-429

Preset Gradients button, 381

Preview button, 418

Preview File button, 295

Print Active Sheets button, 258-259

Print button, 92, 257, 441
Print category, 21
Print Layout view, 35-36
Print Preview, 257
print range, 258-260, 265
Print Selection button, 259
Printer drop-down list, 92
printing
document, 92-93
handouts, 439-441
layouts, 35-36
page settings during, 260-263
selected cells or ranges, 257
slides, 439-444
worksheets, 257-263
Priority drop-down list, 327
program, defined, 9
PST file format, 40
Push effect, 412

0

-
Quick Access Toolbar, 17, 43, 54
Quick Analysis feature, 226-231
Quick Analysis icon, 227

Index

R

ranges of cells, 196-197
defined, 183, 201
formatting as table, 252-253
naming, 223-226
printing, 257-260
selecting, 183-186, 257
raster graphic, defined,
157-158, 173
Read Mode button, 36
Readability Statistics
dialog box, 88
reading e-mail messages, 288-290
Reading pane, 271, 288, 295
Reading Pane button, 271, 288
Really Simple Syndication (RSS) feed,
defined, 296
receiving e-mail, 286-290
Recent Workbooks command, 20
record, defined, 313, 335
references, cell, 207-214, 233
reminders, 331-333, 335
Remove Gradient Stop button, 381
Remove Page Numbers command, 135
removing borders from presentation,
382-385
Reply All button, 290
Reply button, 290
replying to e-mail messages, 290-291
Report template, 62
resizing
pictures, 169-170
rows and columns, 150-153
slide objects, 363-365
Restore Down button, 17
restoring
contacts, 320-322
lost work, 51-53
Reverse Sort button, 318
Review tab, 87
Ribbon, 13-19, 349-350
Right alignment setting, 100-102
Right to Left button, 400
Row Height dialog box, 238
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rows
adjusting, 237-239
default height, 237-238
deleting, 195-196
height, changing, 238-239
inserting, 195-196
resizing, 150-153
selecting, 149-150
RSS (Really Simple Syndication) feed,
defined, 296
RTF (Rich Text Format), 91
rules, e-mail sorting, 299-302, 309
Rules and Alerts dialog box, 299-300
Rules Wizard dialog box, 299-300
Run Now button, 301
Run Rules Now button, 300
Run Rules Now dialog box, 300

S

Save and Save As commands, 40-44
Save As dialog box, 40-49
Save button, 43
Save Changes In drop-down list, 130
Save & Close button, 314
Save Current Theme dialog box, 250
saving
e-mail attachments, 294-295
files, 40-49
Scope drop-down list, 225
ScreenTip, defined, 76
scroll arrow, defined, 29
scroll bar, defined, 29, 55
scroll box, 29-31, 55
Search for Online Templates text box, 35
Search Text dialog box, 300
searching
pictures on Web, 26, 158-160
templates, 35, 61
text, 300
sections in presentation, defined, 348
Secure Password Authentication (SPA), 282
security
password, e-mail account, 282
viruses, 294
Select a Function list, 219
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Select All button, 186
selecting
cells in worksheet, 183-186, 257
rows and columns, 149-150
text, 71-73
selection handle, defined, 363, 367
Send As Attachment button, 89
Send button, 90, 286, 291, 292
Send command, 90
sending
documents in different file formats, 90-91
e-mail messages, 286-288
Send/Receive All Folders button, 286, 293
Send/Receive Groups button, 287
Send/Receive tab, 286, 287, 293
server address, 280
shade, defined, 76
Shading drop-down list, 113
shading paragraphs, 112-114
Shadow button, 110
shape effects, 378-380, 385-388, 407
Shape Effects button, 386
Shape Fill button, 380
Shape Outline button, 382
shape style, defined, 378, 407
Shape Styles gallery, 379
Shape Styles group, 379
Share category, 21
sharing documents, 88-91
sheet tabs, workbook, 178, 198, 201
Shift Cells Right command, 197
shortcuts, desktop, 9
Short-Term folder, 298
size. See also resizing
page, 260-263
paper, 65-66
picture, 169-170
text, 73-76, 125
Size button, 65
SkyDrive, 5, 41, 44-49
Slice theme, 248
Slide Master view, 361
Slide pane, 339, 341
slide show, 433-439
Slide Show button, 344
Slide Show tab, 344, 434



Slide Show view, 344
Slide Sorter button, 38
Slide Sorter view, 33, 38-39, 342
slides
annotating, 437-439, 446
creating, 349-355
defined, 339, 367
deleting, 354-355
deleting objects within, 365
duplicating, 353-354
formatting, 376-389
Full Page, 439
graphics, 389-394
layouts, 356, 367, 400
moving between, 433-436
moving objects, 360-362
resizing objects, 363-365
sound clips, 425-427
text, adding, 23-25, 356-360
transition effects, 411-416
video, 427-429
Slides pane, 37, 339, 350-353
Slides Per Page button, 440
Slides tab, 372
small caps text attribute, 77
SmartArt
converting text to, 395
defined, 395, 407
formatting, 402-404
inserting, 395-399
modifying, 399-401
SmartArt button, 396
SmartArt Styles group, 402
SmartArt Tools Design tab, 398, 400
SmartArt Tools Format tab, 403
sound clip, defined, 425
sound clips, inserting into slides, 425-427
Sound drop-down list, 424
SPA (Secure Password Authentication), 282
spacing, vertical, 105-109
sparklines, defined, 233
Sparklines tab, 230
speaker icon, 426
Special drop-down list, 104
spelling, checking, 85-88
Spelling and Grammar checker, 86

Index

spreadsheet, defined, 178, 201. See also
Excel
Stacked Column icon, 228
standard color, defined, 74, 95
standard paper size, 65
Standard tab, 114
Start charm, touchscreen, 10
Start Date box, 327
Start drop-down list, 426
style sets, 83-85, 95
styles
creating new, 128-130
defined, 121, 142
document, 83-85, 121-124
galleries for presentation, 379, 428
modifying, 125-127
numbered lists, 118-121
shape, 378-380
SmartArt Styles, 402
Subtitle, 123, 125
table, 254-256
Title, 122
Styles gallery, defined, 121, 142
Styles group, 122
Styles pane, 122, 125
subfolder, defined, 48
Subject text box, 285
subscript text attribute, 77
subtitle placeholder, 68
Subtitle style, 123, 125
suite, defined, 9, 55
SUM function, 215-217, 221, 233
Sum icon, 229
superscript text attribute, 77
Symbol button, 117
Symbols dialog box, 117
Symbols group, 13
syntax, defined, 215, 233

T

Tab Color command, 198
Table Element list, 254
Table icon, 230

Table Tools Design tab, 253
Table Tools tab, 149
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tables
borders, 153-156
converting text to, 147-149
creating, 145-156
custom styles, 254-256
defined, 145, 173, 227, 233, 252, 265
formatting from cell ranges, 252-253
resizing columns and rows, 150-153
selecting columns and rows, 149-150
Tables tab, 230
tabs
Audio Tools Playback, 426
Bullets, 129
Calculator, 198
Charts, 228
contextual, defined, 14
Design, 81, 372
Drawing Tools Format, 379-380, 382-383
Effect, 424
E-Mail, 280
Equation Tools Design, 14
Expenses, 209-210
File, 19, 20
Fill, 254
Font, 255
Footer, 263
Handout Master, 440
Header, 263
Header & Footer Tools Design, 139
Home, 19
Income, 210
Insert, 13, 358, 394
Message, 292
Office Interface, 13-19
Outgoing Server, 282
Overall, 210
Page Layout, 62, 65
Review, 87
Send/Receive, 286, 287, 293
Slide Show, 344, 434
Slides, 372
SmartArt Tools Design, 398, 400
SmartArt Tools Format, 403
Sparklines, 230
Standard, 114
Table Tools, 149
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Table Tools Design, 253

Tables, 230

Totals, 229

Transitions, 412-416

Video Tools Format, 428

Video Tools Playback, 428

View, 36, 38, 288

worksheet, 178, 198, 201
tasks

creating, 327-329

defined, 325, 327, 335

deleting, 333

setting reminders, 331-333

updating, 329-331
templates

defined, 59, 95, 347, 367

envelope, 65

Excel, 180

layouts, 62

legal brief, 65

online sources, 35, 61

PowerPoint, 23, 37, 347-349

Word, 41, 59-62
Test Account Settings button, 282-283
text. See also paragraphs

alignment, 100-102

attributes, 76-80

Autofit, 388-389

color, 73-76

deleting, 69

editing, 67-71

effects, 76-80, 95

formatting, 73-85, 130-132

placeholder for, 67-69

searching, 300

selecting, 71-73

size of, 73-76, 125

SmartArt, converting to, 395

table, converting to, 147-149

typing, 23-25, 69-71, 186-188, 356-360

wrapping around graphics, 162-165, 173
Text Box button, 358
text boxes, 35, 166, 284-285, 378-389
Text Effects and Typography button, 78
text message, defined, 324
Text Pane button, 400



Theme Colors button, 82
Theme Fonts button, 81
themes
color in, 74, 82, 95, 372, 373-376, 407
customizing, 249-252
Damask, 81
defined, 80, 95, 248, 265, 347, 367, 371, 407
Excel, 247-256
font, 376, 407
formatting, 247-256
Main Event, 372
PowerPoint, 371-378
Slice, 248
Word, 80-82
workbook, 248-249
Themes button, 81
Themes gallery, 371-378
Themes group, 372
TIF file format, 26
Time drop-down list, 332
tint, defined, 76
Title style, 122
To box, 90
To button, 323
Today button, 68
TODAY function, 221, 233
To-Do Bar button, 318
To-Do list, 325-333, 335
toolbars
Formula, 187, 189, 201, 206-207, 211-212
Mini, 74
Quick Access, 17, 43, 54
Top of Page command, 134
Totals tab, 229
touchscreen, 10
transitions, slide, 411-414, 430
Transitions tab, 412-416
typeface, defined, 73, 95. See also fonts
typing
numbers into a cell, 186-188
in slide placeholder, 356-358
text, 23-25, 69-71, 186-188, 356-360

U

underline text attribute, 77
underline words but not space text
attribute, 77

Index

Undo button, 17, 333
updating tasks, 329-331

4

variant in presentation, 373-376, 407
Variants gallery, 374
Variants group, 374
vCard, defined, 324, 335
vector graphic, defined, 157-158, 173
vertical line spacing, 105-109, 142
video, inserting into slides, 427-429
Video button, 427
Video icon, 427
Video Shape button, 428
Video Styles gallery, 428
Video Tools Format tab, 428
Video Tools Playback tab, 428
View tab, 36, 38, 288
views
Backstage, 41, 45
Card, 317
changing, 35-39
contacts, 273
Detailed, 328
e-mail attachments, 294-295
Full Screen Reading, 36
Normal, 33, 37
Notes Page, 342
Outline, 38, 367, 439
PowerPoint, 342-346
Print Layout, 35-36
Slide Master, 361
Slide Show, 344
Slide Sorter, 33, 38-39, 342
viruses, computer, 294

w

Web. See Internet
websites
access code, 4
Bing, 157
companion files, 5
Essential SkyDrive Skills, 5
extra information, 5
Microsoft Office, 9, 156, 390-392



paper sizes explained, 65
Word tutorials, 93
width, column, 237, 240-241, 240-241
Width drop-down list, 111, 155
Windows 7, starting Office applications
in, 9, 12-13
Windows 8, opening Office applications,
9, 10-12
Windows Calculator, 205
Wipe effect, 413
Word. See also documents
AutoRecover feature, 51-53
borders and shading, 109-114
changing onscreen view, 33-39
defined, 9
importing handouts from PowerPoint,
441-444
keyboard navigation, 32-33
Ribbon, 13-19
styles, 83-85, 121-130
tables, 145-156, 173
tabs, 13-19
templates, 41, 59-62
themes, 80-82
tutorials for, 93
WordArt effects, defined, 77
workbooks
defined, 22, 55, 178, 201
scrolling in, 29-31
sheet tabs, 178, 198, 201
themes, 248-249
worksheets
background, 242-244, 265
blank, 20, 180
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cells. See cells
changing structure, 195-197
columns. See columns
defined, 178, 201
footer, 245-247
formatting, 241-247
graphics in, 26-28
inserting sheets, 197-199
modifying, 197-199
previewing active, 257
printing, 257-263
rows. See rows
scrolling in, 29-31
Wrap Text button, 164
Wrap Text command, 162

X

XLS file format, 41
XLSM file format, 41
XLSX file format, 40, 41
XPS Viewer, 295

Z

Zoom button, 181

Zoom commands, 33-39
Zoom dialog box, 34, 181
zoom percentage, defined, 34
Zoom slider, 34

zooming, 33-39, 181
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