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ou probably bought this book because you’re focused on “getting the
job done.” You probably already know why you want to do something,
but you want a refresher on how to do something. Rather than wade
through a book that contains both the how and the why, use Microsoft Office
2010 Just the Steps For Dummies to quickly find the steps you need to accomplish tasks in Word, Excel, PowerPoint, or Outlook — and move on.

About This Book
Several software programs sport the “Office 2010” moniker. In addition,
Microsoft Office 2010 is available in several editions, and each edition
includes a different set of software programs. For example, most editions
include Word and Excel, but you won’t find Microsoft Office Access 2010 in
every edition of Office 2010. Because Word, Excel, PowerPoint, and Outlook
are among the most widely used Office programs, this book focuses on
these four applications.
In addition to presenting steps to accomplish a wide variety of tasks within
these powerful products, there is also a section that helps you use these
products together. For example, you can create mailing labels using your
Outlook contacts, but you need to use both Word and Outlook — and possibly Excel, too — to get those labels. This book is all about getting productive with Office 2010 right away. As the title suggests, here are the steps —
just the steps — that you need to do many common Office 2010 tasks.

Why You Need This Book
You can’t wait weeks to master Office 2010. You use these applications daily
to prepare reports, spreadsheets, presentations, and get your e-mail. You
have to figure out these products quickly. When you hit a bump in the road
and you need a quick answer to get you moving again, open this book; it’s
full of quick, clear steps that keep your learning in high gear.

➟

Introduction

Conventions used
in this book
➟ When you have to type something in a text
box, I put it in bold type.

➟ For menu commands, I use the ➪ symbol to

separate menu items. For example, choose
Tools➪Options. The ➪ symbol just means
“Open the Tools menu and then click Options.”

➟ Points of interest in some figures are circled.
The text tells you what to look for, and the
circle makes it easy to find.
This icon points out helpful hints or
advice related to steps in tasks.

Office 2010 Just the Steps For Dummies

How This Book Is Organized
This book is conveniently divided into several handy parts.

Part I: Word
In this part, you cover everything from typing text into a document,
formatting text, saving and opening documents, creating tables and
columns, and printing.

Part II: Excel
When it comes to crunching numbers, nothing beats Excel. In this
part, you see how to build a spreadsheet, work with formulas, format worksheets and manage workbooks, work with various Excel
tools, create charts, and print Excel information.

Part III: PowerPoint
When it comes to sharing information, presentations are one of the
most powerful tools that you can use. In PowerPoint, you can create presentations that pack a punch that gets your audience’s attention. In this section, see how to create and edit a presentation; add
objects, art, animations, and themes to your slides; create audience
handouts; and set up and run a slide show.

Part IV: Outlook
Outlook is the most widely used e-mail client on the planet, but it’s
so much more than just a way to collect e-mail. In Outlook, you
can store contacts, set up meetings and appointments, manage
where you’re supposed to be at any particular time, and keep track
of the things you need to accomplish. This part helps you use
Outlook well beyond just collecting and answering e-mail.
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Part V: Using Office Products Together
It never fails; you start building a table in Word, only to
realize that the analysis of the table data would be
sooooo much easier if you had the table information in
Excel. Or, you really need the gorgeous chart you just created in Excel to appear in your PowerPoint presentation.
Yes, you can easily get information from one product
into another, this part shows you how. The first chapter
in this section, Chapter 25, covers features that are common to all Office programs — like the Ribbon and the
Quick Access Toolbar (and more). Mail merging is
included this section because although Word actually
does the merging, the information typically needs to be
merged (such as the mailing list information) to come
from Excel or Outlook. And finally, this section covers
the concept of working with Office 2010 documents in a
group environment, where you have many people reviewing documents and making comments.

Get Ready To . . .
Whether you need to get started editing a Word document, create a formula in Excel, add animation to a
PowerPoint presentation, or manage your Outlook contacts, just browse this book, pick a task, and jump in.
Office 2010 can be your best friend if you know how to
use it, and the tasks covered in this book will help you
quickly master the things you need to do.

Part I
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Handling Document
Files

U

se Microsoft Office Word 2010, the gold standard of word processor
applications, to create and edit documents, such as letters and reports.
To keep copies of your work, you save the documents you create. If you
need to make a change to a document you created earlier and then saved
and closed, you open the document. You also open documents other people
may give you if you want to read or edit those documents.
With Word 2010 open, when you open a document created in Word
97–2007, Word opens the document in Compatibility Mode, enabling only
those features available in the version used to create the document. To
incorporate features available in Word 2010, you can convert the document
from a .doc to a .docx file (and I show you how).
This first chapter helps you familiarize yourself with the Word screen and
get started working with documents. In this chapter, you

➟

Chapter

Get ready to . . .

1

Open and Explore Word.................................... 6
Enter Text in a Document ................................. 7
Move Around in the Document Area .................. 7
Save a Document ............................................. 8
Set Options for Saving Documents .................... 7

➟
➟
➟
➟

Open, explore, and close the Word window.

Start a New Document ...................................... 9

Enter text and move around a Word document.

Open a Document ............................................. 9

Save a document.

Convert a Prior Version Document
to a Word 2010 Document ........................ 10

➟
➟

Start a new document and open an existing document.

Set options that specify the folder where you want to save your
documents.
Convert a Word 97–2007 document to Word 2010 format.
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Open and Explore Word
1. Choose Start➪All Programs➪Microsoft Office➪Microsoft

Word 2010 to open a blank, new document in Word.
Figure 1-1 and the table here help you identify the major
parts of the Word window.
Location

Item

1

Quick Access Toolbar (QAT)

2

Title bar

3

Ribbon

4

Document area

5

Status bar

The Ribbon appears between the default placement of the Quick Access Toolbar and
the title bar and above the document area. Both the Ribbon and the Quick Access
Toolbar appear at all times in Word.
2. Close any document by clicking the X in the upper-right cor-

ner of its screen. Close Word by clicking the File tab and then
clicking Exit in Backstage view that appears.
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Figure 1-1
You can change the appearance of the Ribbon, the Quick Access
Toolbar, and the Status bar; see Chapter 25 for details.

Move Around in the Document Area

Enter Text in a Document
1. In an open Word document, click in the document area.
2. Type text. As you type, Word displays characters to the left of

the insertion point, which is the vertical black bar shown in
Figure 1-2.
You don’t need to press Enter at the end of a line because Word automatically wraps
text to the next line. Press Enter only to start a new paragraph.
Figure 1-2

Move Around in the Document Area
The insertion point marks the location where text appears when
you type. You can move to other locations in the document using
any of the following keystrokes:
Press

To Move

Any arrow key

One character in the direction of the arrow key

Ctrl+↑ or Ctrl+↓

Up or down one paragraph

Page Up or Page Down

One screen up or down

Home or End

To the beginning or the end of the current line

Ctrl+Home or Ctrl+End

To the beginning or the end of the document

7
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Save a Document
1. Click the File tab. From Backstage view that appears, choose

Save As.
2. In the Save As dialog box that appears (see Figure 1-3), navi-

gate to the folder where you want to save the document.
3. Type a name for the document in the File Name field. To
down-save in Word 97–2003 format (.doc), choose that for-

mat from the Save As Type list.
4. Click Save, and Word saves the document. The name of the

document appears in the title bar. To save subsequent
changes to the document, you can click the Save button on
the Quick Access Toolbar.
The Save button looks like an old-time computer floppy disk.
Figure 1-3

Set Options for Saving Documents
1. Click the File tab; from BackStage view that appears, choose

Options.
2. In the Word Options dialog box that appears, click Save (left

side of the dialog box) to display options you can apply to all
documents you save (see Figure 1-4), including the folder
where you save your documents and the format for all Word
documents. You also can set AutoRecover preferences, which
Word uses to help you recover unsaved work if Word closes
prematurely.
3. Click OK to save your selections.

Figure 1-4
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Open a Document

Start a New Document
1. Click the File tab; from Backstage view that appears, choose

New (see Figure 1-5).
2. In the New dialog box that appears, click a template (from

the Available Templates list on the left); the right side displays a preview of the template you select.
3. Click Create below the preview; a new document appears

onscreen.
A template contains predefined settings and styles — such as how text and headings
look — which helps you avoid re-creating them each time you need them. You can
use a template you make or one you find at Office.com.

Open a Document

Figure 1-5

1. Click the File tab; from Backstage view that appears, choose

Open. To view documents you opened recently, choose
Recent from Backstage view.
2. In the Open dialog box that appears (see Figure 1-6), navi-

gate to the folder containing the document you want to open
and then click the document. You can choose a document
created in a prior version of Word.
3. Click Open. The document you selected appears onscreen in

Word, ready for you to edit.
When you finish working with a document, save it; then, click the X in the upper-right
corner to remove it from the Word screen.

Figure 1-6
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Convert a Prior Version Document
to a Word 2010 Document
1. Using the steps in “Open a Document” earlier in this chapter,

open a document created in an earlier version of Word; the
title bar indicates that Word opened the document in
Compatibility Mode (see Figure 1-7).
2. Click the File tab; in Backstage view, choose Convert. Word

displays a message indicating you’re about to convert the current document to a Word 2010 document (see Figure 1-8).
3. Click OK. Compatibility Mode disappears from the Word

title bar, but Word doesn’t save the document.
4. Click the Save button on the Quick Access Toolbar. By

default, Word replaces the older version of the document,
using the name assigned to the older version of the document. If the older version was a Word 97–2003 document,
Word 2010 changes the extension from .doc to .docx.

Figure 1-7

Converting a document replaces the original unless you supply a new name. To supply
a new name, click the File tab and choose Save As.

Figure 1-8
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Exploring the Basics
of Editing

Y

ou’ll devote much of the time you spend in a Word document to editing that document. Whether you’re editing text, paragraphs, or pages, I
devoted separate chapters in this book to each category because you take different actions, depending on the type of editing you need to do.

➟

Chapter

2

However, all types of editing share some common characteristics and
actions, and this chapter focuses on those basic editing techniques you’ll
need.

Get ready to . . .

In this chapter, you

Insert Text by Replacing Existing Text ............. 13

Insert Additional Text...................................... 12

➟
➟
➟
➟
➟

Insert additional text and replace existing text.

Switch between Insert and Overtype Modes ..... 13

Work with Insert and Overtype modes.

Delete Text..................................................... 14

Delete text and undo changes.

Undo Changes ................................................ 14

Select text so that you can move or copy it.

Select Text...................................................... 15

Use the Office Clipboard to copy several blocks of text in one copy
operation.

Move or Copy Text ......................................... 16

➟

Mark your place in a document so that you can return to that
location.

➟
➟

Copy Blocks of Text ........................................ 16
Mark Your Place in a Document ...................... 17

Insert blank lines in a document.

Find a Marked Place in a Document ................ 18

View your document in different ways.

Start a New Paragraph ................................... 19
Insert a Line Break ......................................... 19
Switch Document Views ................................... 20

Chapter 2: Exploring the Basics of Editing

Insert Additional Text
1. Click the location in the document where you want to insert

text (see Figure 2-1). The insertion point flashes where you
clicked.
See Chapter 1 for details on moving the insertion point within a document.

2. Type the text you want to insert. Word inserts the text to the

left of the insertion point and moves existing text to the right
(see Figure 2-2).
By default, Word functions in Insert mode, adding any text you type without overwriting existing text.
Figure 2-1

Figure 2-2
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Switch between Insert and Overtype Modes

Insert Text by Replacing Existing Text
1. Select the text you want to replace with new text. See

“Selecting Text” later in this chapter for details on how to
select text.
2. Type the new text. Word replaces the selected text with the

new text you type (see Figure 2-3).

Switch between Insert and
Overtype Modes
1. Right-click the status bar and choose Overtype to display the

Insert/Overtype indicator on the status bar (see Figure 2-4).
2. Click anywhere in the document area to close the Customize

Status Bar menu.

Figure 2-3

Clicking Overtype doesn’t switch Word to Overtype mode; instead, it displays the indicator on the status bar that you can use to switch between modes.
3. Click the indicator to switch between Overtype and Insert

mode. In Overtype mode, Word replaces existing text to the
right of the insertion point, character for character. In Insert
mode, Word adds to existing text.
4. Position the insertion point where you want to replace exist-

ing text; then type the new text.

Figure 2-4
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Delete Text
1. Click immediately to the right of the character you want to

delete (see Figure 2-5).
2. Press the Backspace key on the keyboard. Word deletes one

character to the left of the insertion point each time you press
the Backspace key.
To delete the character to the right of the insertion point, press the Delete key on the
keyboard.

Undo Changes
1. Click the Undo button on the Quick Access Toolbar. Word

removes the effects of your last action (see Figure 2-6).

Figure 2-5

2. Click Undo repeatedly to remove the effects of your actions

in the reverse order that you took them.
Click the Redo button (to the right of the Undo button) to reinstate an action removed
by clicking Undo.
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Figure 2-6

Select Text

Select Text
1. Place the insertion point to the left of the first character you

want to select (see Figure 2-7).
2. Drag to the right and down over the text you want to select

(see Figure 2-8). When you release the mouse button, Word
highlights the selection and displays the Mini Toolbar, which
initially appears transparent, but, as you move the mouse
pointer over it, the Mini Toolbar solidifies. You can use the
Mini Toolbar or ignore it.
You can select using the keyboard; press and hold the Shift key while you press an
arrow key.
To cancel a selection, you can press any arrow key on your keyboard or click anywhere onscreen.
Figure 2-7

Use the following shortcuts to make some common selections:
To Select This

Do This

A word

Double-click the word.

Contiguous words

Click at the beginning of the first word; then press
Ctrl+Shift+→.

Noncontiguous words

Double-click the first word; then press Ctrl while you
double-click each subsequent word.

A sentence

Press Ctrl and click anywhere in the sentence.

The entire document

Press Ctrl+A.

Figure 2-8
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Move or Copy Text
1. Select the text you want to move or copy; then click the

Home tab.

Figure 2-9

2. Click the Cut button to move text or the Copy button to copy

text.
3. Place the insertion point where you want the text to appear.
4. Click the Paste button (see Figure 2-9).

Copy Blocks of Text
1. On the Home tab, click the Dialog Box Launcher button

(arrow, bottom right) of the Clipboard group to display the
Clipboard pane.
2. Select text; then click the Copy or Cut buttons. The selected

text appears on the Clipboard (see Figure 2-10). Repeat this
step for each block of text you want to cut or copy.
3. In the document, click where you want to place one of the

selections from the Clipboard.
4. In the Clipboard pane, click the item you want to paste.
5. Repeat Steps 3 and 4 for each selection.
6. When you finish pasting, click the X in the Clipboard pane to

close it.
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Figure 2-10

Mark Your Place in a Document

Mark Your Place in a Document
1. Click the location you want to mark. You can select text to

mark the location but that isn’t necessary.

Figure 2-11

2. Click the Insert tab.
3. In the Links group, click Bookmark (see Figure 2-11).
4. In the Bookmark dialog box that appears (see Figure 2-12),

type a single-word name for the bookmark.
5. Click Add. Word saves the bookmark and closes the

Bookmark dialog box.
You can display bookmarks in your document. Click the File tab and then click
Options. In the Word Options dialog box that appears, click Advanced on the left.
Then, in the Show Document Content section, select the Show Bookmarks check box
and click OK. A bookmark that doesn’t contain text looks like a light gray capital I. If
a bookmark contains text, Word surrounds the text with brackets ([ ]).

Figure 2-12

17

Chapter 2: Exploring the Basics of Editing

Find a Marked Place in a Document
1. Press F5 on the keyboard to display the Go To tab of the Find

and Replace dialog box (see Figure 2-13).
2. Choose Bookmark from the Go To What list.
3. Open the Enter Bookmark Name drop-down list (click the

down-arrow) and select a bookmark.
4. Click the Go To button. Word moves the insertion point to

the bookmark (see Figure 2-14).

Figure 2-13

If the bookmark contains text, Word moves the insertion point to the beginning of the
bookmark.
5. Click the Close button to close the Find and Replace

dialog box.

Figure 2-14
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Insert a Line Break

Start a New Paragraph
1. Place the insertion point where you want to start a new

paragraph.
2. Press Enter. Word inserts a paragraph mark at the end of the

line. You can display paragraph marks (¶; pilcrow characters,
which look like a backward P) (see Figure 2-15) by clicking the
Show/Hide button in the Paragraph group on the Home tab.

Figure 2-15

3. Press Enter for each blank line you want to insert.
Word stores paragraph formatting in paragraph marks. When you start a new paragraph, you can change the new paragraph’s formatting without affecting the preceding paragraph’s formatting. See Chapter 5 for details on paragraph formatting and
displaying formatting marks.
Figure 2-16

Insert a Line Break
1. Place the insertion point where you want to start a new line.
2. Press Shift+Enter. Word inserts a line break, also called a

soft return, like the one shown in Figure 2-16 after the
word “Sons.”
3. Press Shift+Enter for each blank line you want to insert.
Lines separated by line breaks are still considered part of the same paragraph; therefore, paragraph formatting applies to all lines, even when separated by line breaks.
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Switch Document Views
1. Click the View tab.
2. From the Document Views group, select a view.
You also can click a View shortcut button at the right edge of the status bar.

• In Print Layout view, shown in Figure 2-17, Word displays
the document as it will print.
• In Draft view, Word displays placeholders for page breaks
and reveals information that won’t print, such as the style
assigned to each paragraph (see Figure 2-18).
To view the Style area (the far left of Figure 2-18), open the Word Options dialog box
and then click Advanced on the left. In the Display section, set the Style Area Pane
Width in Draft and Outline Views option to .5 inches.

Figure 2-17

• Use Web Layout view when you are designing a Web page.
• Outline view focuses on a document’s organization, indenting text styled using headings based on the heading number. You can easily move or copy all text associated with a
single heading.
• By removing the Ribbon and the Quick Access Toolbar
as well as other screen elements, Full Screen Reading view
aims to minimize eye strain when you read a document
onscreen. To return to the previous view, click Close in the
upper-right corner of the screen.

Figure 2-18
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Proofing Documents
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Chapter

P

roofing a document is essential, especially if others will be reviewing
your document. Nothing destroys credibility more quickly than a document filled with spelling errors or grammar mistakes. And, sometimes, you
might have known how to spell a word, but that evil keyboard just jumped
right up and misspelled it for you. Word contains tools that help you give a
professional look and feel to your document even if spelling and grammar
aren’t your specialty or your keyboard is particularly uncooperative.
In this chapter, you discover how to
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Find and replace text.
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Automatically correct typing mistakes and check spelling and
grammar.
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➟
➟

Insert frequently used phrases.
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Use the Word Thesaurus.

Create a Quick Part Entry to Insert
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Spell Checking........................................... 29
Use the Thesaurus to Find a Synonym
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Chapter 3: Proofing Documents

Find Text
1. Place the insertion point in the document where you want to

begin to search.
2. Click the Home tab. From the Editing group, click the Find

button. The Navigation pane appears (see Figure 3-1).
Depending on the screen resolution you use, you might see only the Editing button,
which you click to open a drop-down list of commands that includes the Find button.
3. Click in the Search Document box and type the text for

which you want to search.
4. To search for text, press Enter. Word displays a list of occur-

rences in the Navigation pane and selects the first instance of
that text in the document (see Figure 3-2).
5. Click any occurrence to navigate to it. To start a new search,

Figure 3-1

click the X beside the Search Document box.
Use the other tabs in the Navigation pane to browse the headings and pages in your
document.
6. Click the X in the upper-right corner of the Navigation pane

to close it.

Figure 3-2
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Replace Text

Replace Text
1. Click the Home tab. From the Editing group, click Replace to

display the Find and Replace dialog box. If necessary, click
the Editing button to select Replace.
2. In the Find What field, type the text for which you want to

search (see Figure 3-3).
3. In the Replace With field, type the text you want to

substitute.

Figure 3-3

4. Click the Replace button. Word finds the first occurrence of

the text you typed in the Find What field, replaces it with the
text you provided in the Replace With field, and looks for the
next occurrence. If Word finds additional occurrences, it
highlights each occurrence, letting you replace that occurrence if appropriate. When Word finds no additional occurrences of the phrase for which you searched, Work displays a
message to that effect (see Figure 3-4).

Figure 3-4

Click the More button to set search options or to search for formatting (such as
boldface) or special characters (such as tabs).
5. Click the Close button.

23

Chapter 3: Proofing Documents

Automatically Correct Typing Mistakes
You can add words you commonly mistype to the list of words corrected automatically by Word using these steps:
1. Click the File tab. In the Backstage view that appears, choose

Options (see Figure 3-5).
2. In the Word Options dialog box that appears, click Proofing

on the left.
3. Click the AutoCorrect Options button (see Figure 3-6) to dis-

play the AutoCorrect dialog box.

Figure 3-5

Figure 3-6
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Automatically Correct Typing Mistakes
4. Click in the Replace field and type the word you typically

mistype or misspell (see Figure 3-7).
5. Click in the With field and type the correct version of the

word or phrase (see Figure 3-8).
6. Click the Add button to add the entry to the list of entries

you want Word to correct automatically.
7. Repeat Steps 4–6 for each automatic correction you want

to add.
8. Click OK twice to close the AutoCorrect dialog box and then

the Word Options dialog box. Now when you mistype the
word or phrase you just added to the AutoCorrect dialog box,
Word automatically replaces your typing with the corrected
version.

Figure 3-7

Figure 3-8
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Create a Quick Part Entry to
Insert Frequently Used Phrases
1. Type the text that you want to store, including all formatting

that should appear each time you insert the entry.
2. Select the text you typed (see Figure 3-9).
3. Click the Insert tab.
4. From the Text group, click Quick Parts.

Figure 3-9

5. Click Save Selection to Quick Part Gallery (see Figure 3-10).

Figure 3-10
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Insert a Quick Part Entry
6. In the Create New Building Block dialog box that appears,

type a single-word name in the Name field to identify the
Quick Part entry (see Figure 3-11).
7. Click OK to store the entry on the Quick Parts Gallery.

Insert a Quick Part Entry
1. Place the insertion point where you want the Quick Part

entry to appear.
2. Click the Insert tab.
3. From the Text group, click Quick Parts to the display the

Figure 3-11

Quick Part Gallery, which contains all building blocks
defined as Quick Parts (see Figure 3-12).
4. Click the entry, and Word inserts the Quick Part entry into

your document.

Figure 3-12
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Check Spelling and Grammar
1. Click the Review tab.

Figure 3-13

2. From the Proofing group, click the Spelling & Grammar but-

ton (see Figure 3-13). Word selects the first spelling or grammar mistake in your document and displays the Spelling and
Grammar window (see Figure 3-14).
If your document contains no spelling or grammar errors, this window does not
appear. Word identifies potentially misspelled words using a red squiggly underline.
Green squiggly lines indicate potential grammar problems, and blue squiggly lines
indicate words misused in context, such as “there” and “their.”

• The spelling or grammar mistake appears in the field at
the top of the Spelling and Grammar dialog box.
• Possible ways to correct the error appear in the Suggestions
list.
3. If you see a suggestion you want to use, highlight it and then

click the Change button. If you click the Ignore Once or the
Ignore All button, Word leaves the selected word or phrase
unchanged.
4. Word moves to the next spelling or grammar mistake. Repeat

Step 3 for each spelling or grammar mistake.
5. When Word finds no more spelling or grammar mistakes, a

message box appears to indicate that Word has finished
checking the document. Click OK.
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Figure 3-14

Disbale Automatic Grammar and Spell Checking

Disable Automatic Grammar
and Spell Checking
1. Click the File tab. In the Backstage view that appears, click

Options (see Figure 3-15).
2. In the Word Options dialog box that appears, click Proofing

left side of the dialog box.
3. In the When Correcting Spelling and Grammar in Word sec-

tion, clear the Check Spelling as You Type check box to disable automatic spell checking (see Figure 3-16).
4. In the same section, clear the Mark Grammar Errors as You

Type check box to disable automatic grammar checking.
5. Click OK, and Word no longer identifies the spelling and

grammar errors in your document by underlining them using
red and green wavy lines, respectively.

Figure 3-15

Figure 3-16
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Use the Thesaurus to Find a
Synonym or an Antonym

Figure 3-17

1. Click anywhere in the word for which you want to find a

substitute or an opposite.
2. Click the Review tab.
3. From the Proofing group, click the Thesaurus button (see

Figure 3-17). Word displays the Research pane; the word you
selected appears in the Search For field at the top, and a list of
words with similar meanings appears below (see Figure 3-18).
• Word lists bold words, along with their part of speech —
noun, verb, adjective — that have a similar meaning to the
word you selected. Each word below a bold word is a synonym for the bold word.
4. Point the mouse at the word you want to use in your docu-

ment to display a drop-down arrow.
5. Click the drop-down arrow and click Insert. Word replaces

the word in your document with the one appearing in the
Research task pane.
6. Click the X in the Research pane to close it.
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Figure 3-18

Focusing on Text
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Chapter

O

f course your document is made up of text, so this chapter title might
seem slightly odd — but here is the reason. In this chapter, I focus on
the types of editing changes you can make that affect just the text in your
document — not the paragraphs or the pages. For example, you might add
boldface or italics to a word or phrase; this type of change affects only a
word or a phrase and typically doesn’t affect an entire paragraph or a page.
Changing the case of text affects individual words, as does changing the font
face, size, and color you use for text. Word also contains a feature that you
can use to apply highlighting to selected words — similar to how you use a
yellow or pink highlighter — to emphasis a concept.
In this chapter, you

➟
➟

Change the case of text: say, from lowercase to uppercase.

➟
➟
➟

Apply font enhancements, such as boldface or italics.

Make modifications to the font you select, both temporarily and
permanently.
Work with colors for text.
Copy formatting applied to one portion of text to another portion of
text.

Get ready to . . .
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Change Text Case
1. Select the text you want to change.
2. Click the Home tab.
3. From the Font group, click the Change Case button to display

Figure 4-1

a drop-down menu of choices to help you quickly and easily
change the case of any text you’ve already typed to any of the
following (see Figure 4-1):
• Sentence case capitalizes the first letter of the selected text
and displays all other text in lowercase letters.
• lowercase displays all selected text in lowercase letters.
• UPPERCASE displays all selected text in uppercase letters.
• Capitalize Each Word capitalizes the first letter of each word
in the selected phrase.
• tOGGLE cASE swaps all letters in the current select to the
opposite case; this option is particularly useful if you accidentally pressed the Caps Lock key and typed a fairly long
phrase.
4. Select an option, and Word changes the case of the selection

to match your choice (see Figure 4-2).
You can quickly toggle between these choices using the keyboard; select the text and
press F3 repeatedly.
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Figure 4-2

Change the Font

Change the Font
1. Select the text you want to change.
2. Click the Home tab.
3. Click the drop-down arrow in the Font list box to display all

available fonts (see Figure 4-3).
Word’s Live Preview feature displays the selected text in each font as you move your
mouse pointer through the list.
4. Click a font. Word changes the selected text so that it appears

in the font you selected (see Figure 4-4).

Figure 4-3

You can change the size of text by using the same basic method. Select the text
you want to change and click the drop-down arrow for the Font Size list box, which
appears immediately to the right of the Font list box. Word’s Live Preview feature also
displays a preview of the selected text in each size as you move your mouse pointer
through the list. Each time you click the Grow Font and Shrink Font buttons, which
appear immediately to the right of the Font Size list box, Word respectively increases
and decreases font size by one choice in the Font Size list box.

Figure 4-4
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Select a New Default Font
for All New Documents
1. Click the Home tab.
2. From the Styles group, right-click the Normal style and

choose Modify from the menu that appears (see Figure 4-5).
Word displays each style as a white square in the Styles group; the top of the square
displays sample text in the format of the style, and the name of the style appears
below the sample text. If you don’t see the Normal style, click the scroll buttons
beside the styles or click the More button below the scroll buttons to display the Style
palette. Read more about working with Styles in Chapter 5.
3. In the Modify Style dialog box that appears (see Figure 4-6),

open the Font list box (in the Formatting section) to select a
new font, and use the Font Size list box to set the font’s size.
4. Select the New Documents Based on This Template radio

Figure 4-5

button.
5. Click OK.
When you start a new document using the same template as the open document uses,
Word sets the default font in the new document to the font and font size that you
selected in Steps 3 and 4.

Figure 4-6
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Apply Bold, Italics, or Underline
1. Select the text you want to change.
2. Click the Home tab.

Figure 4-7

3. From the Font group, click the Bold, Italics, and Underline

buttons to apply the type of emphasis you want for the
selected text (see Figure 4-7). Word applies the emphasis to
the selected text (see Figure 4-8).
To emphasize a single word, don’t bother to select it; place the mouse pointer anywhere in the word and click the appropriate button. You also can press Ctrl+B to apply
boldface, Ctrl+I to apply italics, and Ctrl+U to apply underlining.
To specify a line style for underlining, click the down arrow beside the Underline
button.
To remove any form of emphasis, repeat these steps.

Figure 4-8
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Change Text Color
1. Select the text you want to change.
2. Click the Home tab.
3. Click the down arrow beside the Font Color button (see

Figure 4-9). Word displays the Font Color palette.

Figure 4-9

Word’s Live Preview feature displays a preview of the selected text in each color as
you move your mouse pointer over the colors in the Font Color palette.
4. Click a new color for the selected text. Word changes the

color of the selected text’s font to match the color you chose
(see Figure 4-10).
Using a font color other than black is effective only when displaying the text onscreen
or using a color printer.

To return the text to its default color, repeat these steps but in Step 4, click Automatic.

Figure 4-10
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Highlight Text with Color
1. Select the text you want to highlight.
2. Click the Home tab.
3. Click the down arrow beside the Text Highlight Color button

(see Figure 4-11). Word displays a palette of colors.

Figure 4-11

Word’s Live Preview feature displays a preview of the selected text highlighted in each
color as you move your mouse pointer over the colors in the palette.
4. Click a color in which to highlight the selected text. Word

cancels the selection of the text and displays the selected text
highlighted in the color you chose (see Figure 4-12).
Using a highlight color is effective only when displaying the text onscreen or using a
color printer.

To return the text to its default color, repeat these steps but in Step 4, click No Color.

Figure 4-12
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Copy Text Formatting
1. Select the text containing the formatting you want to copy.
2. Click the Home tab.

Figure 4-13

3. From the Clipboard group, click the Format Painter button

(see Figure 4-13).
After you click the Format Painter button, the mouse pointer changes to a paint brush
when you move it over the document area.
4. Click the word or select the text to which you want to copy

the formatting. Word copies the formatting of the text you
selected in Step 1, including paragraph formatting (such as
indention), to the word you clicked or the phrase you
selected in this step (see Figure 4-14).
If you want to copy the formatting to several noncontiguous locations, complete Steps
1 and 2. Then, in Step 3, double-click the Format Painter button. Click each word or
drag to select each phrase until you have copied the formatting as many times as necessary. Then, click the Format Painter button once to indicate that you no longer want
to copy formatting.
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Figure 4-14

Formatting
Paragraphs

W

hen you format paragraphs, you affect the appearance of a paragraph
of words instead of affecting individual words within the paragraph.
For example, you can align all the text in a paragraph on the left margin, on
the right margin, centered between margins, or justified so that all words
align on both the left and right margins. Tab settings, indentions, line spacing also affect an entire paragraph of words. In fact, spacing between paragraphs also affects an entire paragraph of words. Bulleted and numbered
lists are forms of paragraph formatting.
You also can create styles in Word that store a collection of text and paragraph formatting, making it easy for you to assign a set of formats to a
paragraph of text. In this chapter, you

➟
➟
➟
➟
➟

Display paragraph formatting information.
Align text, set tabs, and indent paragraphs.
Set line spacing within and between paragraphs.

➟

Chapter

Get ready to . . .

5

Display Formatting Information ...................... 40
Hide and Display Rulers .................................. 41
Align Text....................................................... 42
Work with Tabs............................................... 43
Indent Paragraphs .......................................... 44
Add a Border to a Paragraph .......................... 45

Create bulleted or numbered lists.

Set Line Spacing within a Paragraph ............... 46

Work with styles.

Set Line Spacing between Paragraphs ............. 46
Create a Bulleted or Numbered List ................. 47
Create a Multilevel List ................................... 48
Format with Styles .......................................... 49
Switch All Text of One Style to a Different Style...... 51
Save Formatting in a Style .............................. 52

Chapter 5: Formatting Paragraphs

Display Formatting Information
1. Open any document (see Figure 5-1).
2. Click the Home tab.
3. From the Paragraph group, click the Show/Hide (¶) icon (see

Figure 5-2) to display all formatting marks in your document.
• Spaces look like single dots between words, such as the one
between Fun and Daytime in Figure 5-2; they appear each
time you press the spacebar.
• Paragraph marks look like backward capital P’s and appear
each time you press the Enter key; the icon after Ensemble
in Figure 5-2 is a paragraph mark.
• Line breaks, such as those separating the lines in the
Contents list of Figure 5-2, appear when you press Shift+
Enter; they represent the end of line but not the end of a
paragraph. Lines separated by line breaks share the formatting applied to the paragraph.

Figure 5-1

• Tabs appear as arrows; in Figure 5-2, a Tab appears
between the number 1 and the word Purpose.
Word stores all formatting you apply in each paragraph’s paragraph mark. If you
ever run into a corrupted document, try copying the entire document except the last
paragraph mark to a new document. To select the entire document without the last
paragraph mark, press Ctrl+A and then press Shift+←.

Figure 5-2
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Hide and Display Rulers
1. Click the View tab (see Figure 5-3).
2. To hide rulers, From the Show group, remove the check

beside the Ruler check box. To display rulers, in the Show
group, select the Ruler check box.
When you display rulers, they appear below the Ribbon and
on the left side of your document (see Figure 5-4). When you
hide rulers, the area below the Ribbon and on the left side of
your document is blank (refer to Figure 5-3).
You can use these rulers to, for example, help you identify the position of the insertion point or to set tabs in a paragraph.

You can also hide or display the rulers by using the View Ruler icon that appears just
above the vertical scroll bar on the right side of the Word window.

Figure 5-3

Figure 5-4
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Align Text
1. Select the paragraph containing the text you want to align

(see Figure 5-5).
You can select more than one paragraph.

2. Click the Home tab.
3. From the Paragraph group, select an alignment button. In

Figure 5-6, I justified the selected paragraphs.
When you justify a paragraph, Word pads the spacing between words in the paragraphs so that the text in those paragraphs aligns on both the left and right margins.

You can align text on the left margin, on the right margin, centered between both
margins, or justified between both margins.

Figure 5-5

Figure 5-6
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Work with Tabs
1. Click the icon above the left vertical ruler until it represents

the type of tab you want to add. See the table to determine
the type of tab you want to add.
Type of Tab

Purpose
Text you type starts at the left edge of a Left tab and
extends to the right.
Text you type centers around a Center tab, with some characters appearing on the left side of the tab and some on the
right.
Text you type starts at the right edge of a Right tab and
extends to the left.
Text you type starts at the right edge of a Decimal tab and
extends to the left until you press the period; then text
extends to the right.
At the location where you place a Bar tab, Word displays a
vertical bar and then displays text extending to the right.

Figure 5-7
To move a tab, drag it to a new location on the horizontal ruler. To
delete a tab, drag it off the ruler.

Tabs apply only to the paragraph containing the insertion point. To apply tabs to multiple paragraphs, select them before you create the tab.
2. Click the horizontal ruler where you want the tab to appear.

Word displays the type of tab you chose at the location you
clicked. In Figure 5-7, I placed a tab of each type at the 2-inch
mark on each line and then pressed Tab and typed text so
that you can see the effects of each type of tab.
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Indent Paragraphs
1. Click in the paragraph for which you want to adjust

indentation.
2. Click the Home tab.
3. From the Paragraph group, click the dialog box launcher icon

(see Figure 5-8).
4. In the Indentation section of the Paragraph dialog box that

appears (see Figure 5-9), you can
• Use the Left and Right fields and spinner controls to control
the amount, in inches, that Word indents the paragraph
from the document’s margins.
• From the Special drop-down list box, select a hanging indentation or a first line indentation; then set the amount from
the By field and its spinner control.

Figure 5-8

You also can set hanging and first line indentation by using the icon at the left edge
of the horizontal ruler, following the same technique as the one you use to set tabs;
see “Work with Tabs” earlier in this chapter.
5. Click OK to close the Paragraph dialog box and apply the

settings.

Figure 5-9
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Add a Border to a Paragraph
1. Select the text that you want to surround with a border.
2. Click the Home tab.
3. From the Paragraph group, click the drop-down arrow of the

Borders button (see Figure 5-10).
4. Choose Borders and Shading, at the bottom of the menu.
5. In the Borders and Shading dialog box that appears (see

Figure 5-11), click the Borders tab (if it’s not already
showing).

Figure 5-10

6. Click in the Setting section to select a type of border.
7. Click in the Style list to select the style for the border line.
8. Use the Color drop-down list box to select a color for the

border line.
9. Use the Width drop-down list box to select a thickness for the

border line.
10. Click OK. Word displays a border around the selected text.

Figure 5-11
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Set Line Spacing within a Paragraph
1. Click in the paragraph or select the paragraphs for which you

want to set line spacing and click the Home tab.
2. From the Paragraph group, click the Line and Paragraph

Spacing button (see Figure 5-12).
3. Click a number to represent the amount of space Word places

Figure 5-12

between the selected lines of text.
• 1.0 represents single spacing and was the default in Word
97–2003.
• 1.15 is the default spacing in Word 2007 and later.
• 1.5 places one-half of a blank line between lines of text.
• 2 represents double spacing, placing one blank line
between lines of text.
• 2.5 and 3 add one and one-half and two blank lines,
respectively.

Set Line Spacing between Paragraphs
1. Click in the paragraph or select the paragraphs between

which you want to define spacing and click the Home tab.
2. In the lower-right corner of the Paragraph group, click the

dialog box launcher to display the Paragraph dialog box (see
Figure 5-13).
3. In the Spacing section, click the spinner arrows to increase or

decrease the space before or after the selected paragraph.
By default, Word leaves 10 points of space after each paragraph.

4. Click OK.
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Figure 5-13

Create a Bulleted or Numbered List

Create a Bulleted or Numbered List
1. Click the Home tab.
2. From the Paragraph group, click either the Bullets button or

the Numbering button (see Figure 5-14). Word automatically
starts a list (see Figure 5-15).
Press the down arrow beside either button to select a bullet or numbering format.

3. Type a list item and press Enter.
4. Repeat Step 3 until you finish typing your list.
5. To stop entering items in the list, press Enter twice.
You can create a bulleted or numbered list from existing text by selecting that text
and then performing Steps 1 and 2.

Figure 5-14

Figure 5-15
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Create a Multilevel List
1. Place the insertion point at the location where you want to

start the multilevel list.
2. Click the Home tab.
3. From the Paragraph group, click the Multilevel List button to

display the available list formats (see Figure 5-16).
4. Select a list format, and Word applies the format to the line

containing the insertion point (see Figure 5-17).
5. Type a list item and press Enter.

• To indent an item, press Tab.

Figure 5-16

• To outdent an item, press Shift+Tab.
• To stop entering items in the list, press Enter twice.

Figure 5-17
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Format with Styles
1. Click in the paragraph or select the text to which you want to

apply formatting.
2. Click the Home tab.
3. From the Styles group, click the scroll arrows to view avail-

able Quick Styles or click the More button (see Figure 5-18)
Word displays the Quick Styles gallery (see Figure 5-19).
Styles are predefined sets of formatting that can include font, paragraph, list, and
border and shading information. The top of each white square in the Quick Styles
Gallery shows the type of formatting stored in the style; the bottom of each square
identifies the name of the style. As you move the mouse pointer over each style, Live
Preview shows you the way the selected text would look in each style.
4. Click a style to apply it to the selected text.
Figure 5-18

Figure 5-19
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5. If the style you want to use doesn’t appear in the Quick Styles

gallery, click Apply Styles at the bottom of the Quick Styles
gallery.
6. From the Apply Styles dialog box that appears (see Figure 5-20),

use the Style Name drop-down list box to select a style. Or,
click the Styles button (with the two capital As) to display the
Styles pane, shown in Figure 5-21. The Styles pane displays
styles using the formatting assigned to them.
7. Click a style, and Word applies the style to the paragraph

containing the insertion point or to the selected text.

Figure 5-20

8. Click the X in the upper right corner of the Apply Styles dia-

log box and the Styles pane to close them.

Figure 5-21
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Switch All Text of One Style
to a Different Style
1. Select text or click in a paragraph that uses formatting that

you want to change.
2. Click the Home tab.
3. From the Styles group, click the dialog box launcher. Word

displays the Styles pane, highlighting the style associated with
the selected text or the paragraph containing the insertion
point. In Figure 5-22, the insertion point appears in a paragraph that uses the Normal style.
Point the mouse at any style to display its formatting information.

4. In the Styles pane, move the mouse pointer over the selected

Figure 5-22

style, and a drop-down arrow appears. Click the drop downarrow and choose Select All Instance(s). Word selects all text
in your document formatted using the selected style.
5. Click the style you want to apply to all selected text. Word

changes all selected text to the style you selected. Notice that
the Styles pane in Figure 5-23 shows the selected style as List
Paragraph.
6. Click the X in the upper right corner of the Styles pane to

close it.

Figure 5-23
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Save Formatting in a Style
1. Format text in your document, using the formatting you want

to save, and then select that text or place the insertion point
there.
2. Click the Home tab.
3. From the Styles group, below the scroll bars, click the More

icon. The Quick Style gallery appears (see Figure 5-24).
4. Choose Save Selection as a New Quick Style. The Create New

Style from Formatting dialog box appears (see Figure 5-25).

Figure 5-24

5. Type a name for the style and then click the Modify button to

display additional options you can set (see Figure 5-26):
• Select the style that Word should assign to the paragraph
that follows a paragraph that uses the style you are
creating.
• Select the font formatting, paragraph alignment, spacing, and
indentation options for the style.
• Make your style available in new documents based on the current template; use the options at the bottom of the dialog
box.
6. Click OK to close all dialog boxes.
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Figure 5-26

Figure 5-25

Managing Pages
and Printing

A

s you work with Word documents, some of the editing and formatting
you do affects entire pages rather than characters and words or paragraphs. When you format pages, you affect the appearance of text on a page.
For example, changing page margins affects the amount of text that will fit
on a page. You can take a variety of actions to specify what actually appears
on a page.
This chapter focuses on the actions you can take to change the appearance
of pages in your document and print your document. In this chapter, you

➟
➟
➟
➟

Change page margins and orientation.

➟
➟

Work with tabular and newspaper columns.

Insert page and section breaks.
Work with headers and footers.
Handle special pagination situations such as controlling widows and
orphans.
Preview document and print it.

➟
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Change Margins
1. Click anywhere in the document or section for which you

want to change margins.
2. Click the Page Layout tab.
3. From the Page Setup group, click the Margins button.
If the margin settings you want to use appear in the Margins Gallery, click that choice
and skip the rest of these steps.
4. In the Margins gallery that appears (see Figure 6-1), click

Custom Margins (at the bottom).

Figure 6-1

5. On the Margins tab of the Page Setup dialog box that appears

(see Figure 6-2), type a new margin setting in any or all of
the fields in the Margins section.
Use gutters when you need to reserve page space for binding your document; for languages that read left to right, such as English, Word automatically adjusts the left
margin by the size of the gutter. To produce facing pages and print on both sides of
your paper, use the Pages section of the Page Setup dialog box. From the Multiple
Pages drop-down list box, choose Mirror Margins. Any gutters you set then adjust the
left margin on left pages and the right margin on right pages.
6. Click OK. Word saves your changes.

Figure 6-2
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Insert a Page Break

Change Page Orientation
1. Click the Page Layout tab.
2. From the Page Setup group, click the Orientation button and

Figure 6-3

then select Portrait or Landscape (see Figure 6-3).
Portrait orientation sets up the page with the long side running vertically, while
Landscape orientation sets up the page with the long side running horizontally.
Changes to orientation affect your entire document unless you break the document
into sections and set the orientation for each section.

Insert a Page Break
1. Place the insertion point at the location in the document

where you want the current page to end and the next page
to begin.
2. Click the Page Layout tab.
3. From the Page Setup group, click the Breaks button.

Figure 6-4
You can also press Ctrl+Enter to insert a page break.

4. From the Break gallery that appears, select Page (see

Figure 6-4).
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Insert a Section Break
1. Click in the location where you want to start a new section in

your document.
2. Click the Page Layout tab.
3. From the Page Setup group, click the Breaks button.
4. In the Break gallery that appears (see Figure 6-5), click an

option to select the type of section break you want to insert.
(See table for details on each type of break.)
Insert a section break in a document to use, for example, different margins, headers,
footers, or vertical page alignment in different portions of your document. You can
remove a section break by displaying the document in Draft mode; the section break
appears as a line. Click the section break line and then press the Del(ete) key on your
keyboard.
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Figure 6-5
Section Break Type

Function

Next Page

Word inserts a section break and displays subsequent text on a new page.

Continuous

Word inserts a section break but displays subsequent text on the same page.

Even Page

Word starts the new section on the next even page.
If you insert the break on an odd page, Word
leaves the odd page blank.

Odd Page

Word starts the new section on the next even page.
If you insert the break on an even page, Word
leaves the even page blank.

Add a Header or Footer

Add a Header or Footer
1. Click the Insert tab.
2. From the Header & Footer group, click the Header button or

the Footer button.
This example shows you how to create a footer, but the steps are the same when you
create a header.
3. In the appropriate gallery that appears (see Figure 6-6), click

a header or footer style. The text in your document appears
dimmed, the insertion point appears in the Header or Footer
field, and the Header & Footer Tools Design tab appears on
the Ribbon (see Figure 6-7).

Figure 6-6

4. If the header or footer you selected contains a prompt for

information, click it to select it.
5. Type; when you finish, click outside the prompt.
You can apply boldface, italics, underlining, and other character formatting the same
way that you apply them in the body of a document. The Header area and the Footer
area each contain two predefined tabs: one center tab and one right-aligned tab.
6. Click the Close Header and Footer button on the Ribbon.
You can zoom out to view the header or footer on multiple pages of your document.

Figure 6-7
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Use Different Headers or Footers
within a Document
1. Using the steps in the previous task, “Add a Header or

Footer,” create a header or footer for the document. The
header or footer you create appears on every page.
2. Using the steps in “Insert a Section Break” earlier in this

chapter, insert section breaks to separate sections that will
display different headers or footers.
3. Press Ctrl+Home to position the insertion point at the begin-

ning of the document.
4. Click the Insert tab.
5. From the Header & Footer group, click the Header button.

The Header gallery appears (see Figure 6-8).
Figure 6-8
This example uses headers, but you can use the steps when working with footers, substituting Footer for Header.
6. In the Header gallery that appears, click Edit Header to dis-

play header text and the Header & Footer Tools Design tab
(see Figure 6-9).

Figure 6-9
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Using Different Headers or Footers within a Document
7. Click Next. Word moves the insertion point into the header

of the next section and identifies the header or footer as
Same as Previous (see Figure 6-10).
8. Click Link to Previous (in the Navigation group) to unlink

the headers of the two sections. Word removes the Same as
Previous marking from the header (see Figure 6-11).
9. Repeat these steps for each section for which you want a dif-

ferent header.
10. Using the Previous Section and Next Section buttons in the

Navigation group of the Head & Footer Tools tab, you can
display each section’s header and edit it.
To remove a header from a particular section, display that section’s header. Then,
click the Header & Footer Tools tab; in the Header & Footer group, click Header.
Choose Remove Header from the Header Gallery that appears. Word removes the
header for the selected section.
Figure 6-10
11. Click the Close Header and Footer button.

Figure 6-11
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Control Text Flow and Pagination
1. Select the text you want to keep together.
2. Click the Page Layout tab.
3. From the Paragraph group, click the dialog box launcher.
4. In the Paragraph dialog box that appears, click the Line and

Page Breaks tab (see Figure 6-12).
5. Use the options in the Pagination section to control page

breaks. (See the table for an explanation of each option.)
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Option

Function

Widow/Orphan Control

Ensures that at least two lines of a paragraph
appear at either the bottom or the top of a page.

Keep with Next

Prevents a page break from occurring between
selected paragraphs.

Keep Lines Together

Prevents a page break from occurring in the middle
of the selected paragraph.

Page Break Before

Inserts a page break before the paragraph containing the insertion point.

Figure 6-12

Add Document Page Numbers

Add Document Page Numbers
1. Click the Insert tab.
2. From the Header & Footer group, click the Page Number

button.
3. From the list of choices that appears, select Top of Page or

Bottom of Page to display a gallery of choices for the page
number format (see Figure 6-13).
If you select Current Position, you’ll also see a gallery of page number–formatting
choices; Word will insert the page number wherever the insertion point is positioned.
4. Select a format, and Word inserts the current page number,

formatted as you chose, in a header or a footer (see Figure 6-14).

Figure 6-13

5. Click the Close Header and Footer button on the Ribbon to

continue editing your document.

Figure 6-14
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Create a Table
1. Click in your document where you want the table to appear.
2. Click the Insert tab.
3. From the Tables group, click the Table button to display a

table grid.
4. Move the mouse pointer across the squares that represent the

number of rows and columns you want in your table. Live
Preview draws a sample of the table onscreen (see Figure 6-15).
5. Click the square representing the lower-right corner of your

Figure 6-15

table. The table appears in your document, with the insertion
point in the table. The Table Tools tab appears on the
Ribbon, consisting of a Design tab and a Layout tab (see
Figure 6-16).
6. Click in the table cell where you want to enter information.
7. Type the information; if necessary, Word expands the row

size to accommodate the text. Press the Tab key to move the
insertion point to the next cell.
Word automatically adds rows to the table when you press Tab while the insertion
point appears in the last cell. To insert rows in other locations or columns, click the
Layout tab under Table Tools and use the buttons in the Rows & Columns section.
8. Click outside the table to resume working with other docu-

ment text.
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Figure 6-16

Create Newspaper Columns

Create Newspaper Columns
1. Place the insertion point at the location in the document

where you want to begin working in newspaper-style columns or select the text you want to convert to newspaperstyle columns.
2. Click the Page Layout tab.
3. From the Page Setup group, click the Columns button.

Figure 6-17

4. Click More Columns (see Figure 6-17).
If you make a selection from the Columns Gallery, Word formats your entire document using your selection.
5. From the Columns dialog box that appears (see Figure 6-18),

use choices in the Presets section to select the number of
columns you want.
6. Optionally, you can

• Select the Line Between check box to add a line between
columns.
• Use the settings in the Width and Spacing section to change
the width of each column and the spacing between
columns.

Figure 6-18

7. Use the Apply To drop-down list box to apply columns to

your entire document or to the text that appears below the
insertion point.
8. Click OK to set up the columns.
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Preview a Document Before Printing
1. Click the View tab.
2. From the Document Views group, click Print Layout. Your

document appears onscreen as it will print.
3. From the Zoom group, you can

• Click One Page to view an entire page at one time; see
Figure 6-19.
• Click Two Pages to view two pages at a time; see Figure 6-20.
• Click the Zoom button to open a dialog box and set a custom zoom level.
• Click the 100% button to display your document at 100%
zoom level.
• Click the Page Width button to zoom your document so that
it fills the document area.

Figure 6-19

You can edit your document regardless of the Zoom level you select.

Figure 6-20
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Print a Document

Print a Document
1. Click the File tab. From the Backstage view that appears, click

Print (see Figure 6-21). A preview of your document as it will
print appears on the right. You can use the arrows below the
preview to page through your document.
You cannot edit this preview of your document, but you can use the Zoom tools in the
lower-right corner to change the size of the preview or place the mouse pointer over
the document and click to magnify an area of the page.
2. In the Copies field, identify the number of copies to print.
3. If you want to use a printer other than the Windows default

printer, use the Printer section to find and select a printer.
4. In the Settings section, you can print all pages of the docu-

ment or specify the pages of the document that you want to
print. You can print selected pages by typing the page numbers in the Pages field, as shown in Figure 6-22.

Figure 6-21

Click the button above the Pages field to select from some standard choices, such as
Current Page or All. You also can opt to print document properties, such as the styles
you used.
Figure 6-22
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5. In the Settings section, you also can

• Print on one side or both sides of the page.
• Print multiple copies collated or uncollated.
If you print two copies of a document and choose to collate, all pages of the first copy
will print before all pages of the second copy prints. If you print two copies of a document and choose not to collate, both copies of Page 1 print, followed by both copies of
Page 2, both copies of Page 3, and so on.

• Select an orientation for your document. Choose from Portrait
or Landscape. See “Change Page Orientation” earlier in
this chapter for more information on orientation.
• Select a paper size. Click the third button from the bottom
(see Figure 6-23) and scroll through the list. The height
and width of each paper size appear below your selection.

Figure 6-23

• Change document margins. Clicking the second button from
the bottom. For each set of margins, Word displays top,
bottom, left and right margin settings.
• Specify the number of pages you want to print on each sheet of
paper. Click the last button (see Figure 6-24).
6. Click the Print button at the top of the list of printer options

to print your document using your selected settings.
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Figure 6-24
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Getting Started
with Excel

E

xcel is like a giant accountant ledger sheet comprising a grid made up of
columns and rows. Each intersection of a row and column is a cell. A
single worksheet contains 16,374 columns across the top (stretching from
column A to column XFD) and many rows down (from 1 to 1,048,576).
That’s more than 17 billion cells in a single worksheet. A cell address is the
description of the intersection of a column and a row, such as D23 or
AB205.
In those cells, you typically enter three types of data:

➟

Labels, which are traditionally descriptive pieces of information, such
as names, months, or other identifying statistics. Labels usually
include alphabetic characters.

➟
➟

Values, which are generally raw numbers or dates.
Formulas, which are instructions for Excel to perform calculations.

In this chapter, I show you how open Excel and enter basic spreadsheet data.
I also show you how to

➟
➟
➟

Open, save, and delete files.
Move around and select spreadsheet cells.
Copy or move cell data.

➟

Chapter

Get ready to . . .

7

➟ Open and Explore Excel............................. 70
➟ Create a New Excel File ............................. 71
➟ Save an Excel Workbook ........................... 71
➟ Open an Existing File................................. 72
➟ Delete a File ............................................. 73
➟ Enter Cell Data .......................................... 75
➟ Edit Cell Data ............................................ 76
➟ Select Multiple Cells ................................... 77
➟ Extend a Series with AutoFill...................... 78
➟ Move Data ................................................ 79
➟ Insert Cells ................................................ 81
➟ Delete Cells ............................................... 82

Chapter 7: Getting Started with Excel

Open and Explore Excel
1. Choose Start➪All Programs ➪Microsoft Office ➪Microsoft

Excel 2010. The Microsoft Excel program begins with a new,
blank workbook displayed like the one shown in Figure 7-1,
ready for you to enter data.
2. Click the File tab to open Backstage view, which displays a

list of options.
Click the Back button to close the Backstage view if you don’t want to make a selection at this time.
3. Pause your mouse over any of the three icons above to the

Figure 7-1

File tab. By default, this toolbar — the Quick Access Toolbar —
includes the Save, Undo, and Redo functions.
4. When you click any Ribbon tab (the task-oriented portions of

the Ribbon), features relevant to the tab appears. The tabs are
broken into subsections called groups. For example, the Home
tab includes the Clipboard, Font, Alignment, Number, Styles,
Cells, and Editing groups.
Additional contextual tabs appear when they are useful for the current task.

5. On the Home tab, in the Styles group, clicking the Format as

Table button makes a gallery of table styles appears. (Click
the arrow again to close the gallery.)
6. On the Home tab, clicking the dialog box launcher on the

bottom-right corner of the group opens a related dialog box
(see Figure 7-2). In this example, clicking the dialog box
launcher in the Font group, opens the Format Cells dialog
box.
7. To close Excel, click the File tab; from Backstage view that

appears, choose Exit.
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Figure 7-2

Save an Excel Workbook

Create a New Excel File
1. Click the File tab; from Backstage view that appears, click New.

On the left side, available templates appear; the right side displays a preview of the selected template (see Figure 7-3).
A template contains predefined settings, and optionally, data.

2. Click Blank Workbook.
3. Click the Create button. Excel creates a blank workbook

for you.
Optionally, press Ctrl+N to create a new workbook without opening the New
Workbook options.
Figure 7-3

Save an Excel Workbook
1. Click the File tab. From Backstage view that appears, choose

Save. The Save As dialog box appears, as seen in Figure 7-4.
Optionally, to save a workbook, click the Save button on the Quick Access Toolbar or
press Ctrl + S.
2. By default, Excel saves your files in the Libraries➪Documents

folder. If you want to save your file in a different folder, use
the icons on the left to navigate to the folder you want .
3. In the File Name text box, type a descriptive name for the file.
4. Click Save. Excel saves the workbook in the location with the

name you specified.
Figure 7-4
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Save a File in a Different Format
1. Click the File tab. From Backstage view that appears, choose

Save As.
2. In the File Name text box of the Save As dialog box that

appears, type a descriptive name for the file.
3. Open the Save as Type drop-down menu.
4. In the list of file formats that appears, choose one of the 27

different file formats (see Figure 7-5).
Files saved in Excel 2010 or Excel 2007 have an .xlsx extension, whereas files
created in earlier versions of Excel have an .xls extension.
5. Click Save. Depending on the format you choose, Excel may

prompt you for additional information.

Figure 7-5

Open an Existing File
1. Click the File tab. From Backstage view that appears, choose

Open. The Open dialog box appears, as shown in Figure 7-6.
Click Recent, and Excel displays recently used files on the right side of the Backstage
view. Click any listed filename to quickly open it.
2. If necessary, navigate to the appropriate folder and select the

file you want to open.
Click the drop-down menu to the right of the File name to display files saved in other
formats.
3. Click the Open button. The workbook appears in the Excel

workspace, ready for you to edit.
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Figure 7-6

Delete a File

Convert a Prior-Version File to Excel 2010
1. Open a workbook created in an earlier version of Excel; the

title bar indicates that Excel opened the document in
Compatibility Mode.

Figure 7-7

2. Click the File tab; from Backstage view, choose Convert. Excel

displays a message indicating you are about to convert the
current workbook (see Figure 7-7).
3. Click OK, and another conversion message appears.
4. Click Yes, and Excel saves the file in the new format. Excel

replaces the older version of the workbook, using the same
name you used for the older version of the document. If the
older version was an Excel 97–2003 or earlier document,
Excel 2010 changes the extension to .xlsx.

Delete a File
1. Open Excel, but do not open the file you want to delete.

Click the File tab and choose Open or Save As. Depending on
your choice, the Open or the Save As dialog box appears.
2. If necessary, navigate to the folder containing the file you

want to delete.
3. Right-click the unwanted file.
4. Choose Delete from the shortcut menu that appears (see

Figure 7-8). A confirmation message appears.

Figure 7-8

5. Click Yes. Excel deletes the file.
6. Click the Cancel button to close the Open or the Save As dia-

log box.
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Change the Active Cell
1. Display a spreadsheet in Excel. The name box displays the

active cell location.
2. Move the focus to an adjacent cell with one the following

techniques:
• Down: Press Enter or the down-arrow (↓) key.
• Up: Press the up-arrow (↑) key.
• Right: Press the right-arrow (→) key.
• Left: Press the left-arrow (←) key.
3. To move to a cell farther away, use one of these techniques:

• Click the mouse pointer on any cell to move the active cell
location to that cell. You can use the scroll bars to see
more of the worksheet. In Figure 7-9, the cell focus is in
cell C4.
• Choose Home➪Editing➪Find & Select➪Go To. The Go To
dialog box displays, as shown in Figure 7-10. In the
Reference field, enter the address of the cell you want to
make active and then click OK.

Figure 7-9

Press F5 to display the Go To dialog box.

• Press Ctrl+Home. Excel jumps to cell A1.
• Press Ctrl+End. Excel jumps to the lower-right cell of the
worksheet data.
• Press Ctrl+Page Down. Excel moves to the next worksheet in
the workbook.
• Press Ctrl+Page Up. Excel moves to the previous worksheet
in the workbook.
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Figure 7-10

Enter Cell Data

Enter Cell Data
1. Type the label or value in the desired cell.
2. Press Enter. The data is entered into the current cell, and

Excel makes the next cell down active (see Figure 7-11). How
Excel aligns the data depends on what it is:
To enter a value as a label, type an apostrophe before the value.

• Label: Excel aligns the data to the left side of the cell. If the
descriptive information is too wide to fit, Excel extends
that data past the cell width if the next cell is blank. If the
next cell isn’t blank, Excel displays only enough text to fit
the display width. Widening the column displays additional text.

Figure 7-11

• Whole value: If the data is a whole value, such as 59 or
3215, Excel aligns the data to the right side of the cell.
• Value with a decimal: If the data is a decimal value, Excel
aligns the data to the right side of the cell, including the
decimal point, with the exception of a trailing 0. For example, in Figure 7-12, if you enter 392.57, then 392.57 displays; if you enter 392.50, however, 392.5 displays.
If a value displays as scientific notation or number signs, such as the ones you see in
Figure 7-12, it means the value is too long to fit into the cell. You need to widen the
column width. (See Chapter 9.)

Figure 7-12

• Date: If you enter a date, such 7/20, Jul 20, or 20 July,
Excel automatically returns 20-Jul in the cell. However, the
formula bar displays 07/20/2009 (or whatever the current
year). Figure 7-12 also illustrates an example of date entry.
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Undo Data Entry
1. Enter data into a spreadsheet.
2. To undo any actions or correct any mistakes you make when

entering data, perform one of the following:
• Choose Undo from the Quick Access Toolbar.
• Press Ctrl+Z.
3. Keep repeating your favorite Undo method until the cells

reflect the data you want.
4. To undo several steps at once, click the Undo arrow and

select the step from which you want to begin the Undo
action (see Figure 7-13).

Edit Cell Data
1. To delete the entire contents of a cell, use one of the follow-

ing methods:

Figure 7-13

• Choose Home➪Editing➪Clear and choose the option you want.
• Press Delete.
If you clear the wrong cell, use the Undo command. See the preceding task.

2. To edit the cell contents, use one of these methods:

• Delete the contents and retype new cell information.
• Click in the formula bar and edit the cell contents.
• Double-click the cell contents and edit the cell contents from the
cell (see Figure 7-14).
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Figure 7-14

Select Multiple Cells

Select Multiple Cells
1. Click the first cell in the group you want to select.
2. Depending on the cells you want to select, perform one of

the following actions.
• To select contiguous cells, hold down Shift and select the last
cell you want. Excel highlights all cells in the selected area,
with the exception of the first cell. (Don’t worry; it’s
selected, too.) Figure 7-15 shows a sequential area selected
from cell B5 to cell B16. Notice the black border surrounding the selected area.
• To select noncontiguous cells, hold down Ctrl and click each
additional cell you want to select. Figure 7-16 shows the
noncontiguous cells A4, A18, and B5 through B18 selected.

Figure 7-15

• To select a single entire column, click a column heading.
• To select multiple columns, drag across multiple column
headings.
• To select a single entire row, click the row number.
• To select multiple rows, drag across multiple row numbers.
• To select the entire worksheet, click the small gray box (called
the Select All button) located to the left of column A and
above row 1. Optionally, you can select all cells in a worksheet by pressing Ctrl+A.

Figure 7-16
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Extend a Series with AutoFill
1. Type the first cell of data with a day or month, such as

Wednesday or September. AutoFill works with days of the
week, months of the year, or yearly quarters (such as 2nd
Qtr). You can enter the entire word, or you can enter the
abbreviated form (Wed or Sep).
2. Press Enter.
3. Position the mouse pointer on the fill handle (the small black

box at the lower-right corner of the data cell). Your mouse
pointer turns into a small black cross (see Figure 7-17).
To AutoFill a series of numbers, enter two values in two adjacent cells, such as 1 and
2, or 5 and 10. Select both cells, and then use the AutoFill box to highlight cells. Excel
continues the series as 3, 4, 5 — or 5, 10, 15 — and so forth.
4. Drag the small black box across the cells you want to fill. You

Figure 7-17

can drag the fill handle across cells up, down, left, or right.
5. Release the mouse. Excel fills in the selected cells with a con-

tinuation of your data. Figure 7-18 shows how Excel fills in
the cells with the rest of the days of the week. This figure also
shows the different formats for the days of the weeks,
months, and some numbers.
If you use AutoFill on a single value or a text word, Excel duplicates it. For example, if
you use AutoFill on a cell with the word Chevrolet, all filled cells contain Chevrolet.

To quickly use the AutoFill, highlight the cell that has the data and the cells you want
to fill and then double-click the fill handle.
Figure 7-18
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Copy and Paste Cell Data
1. Select the area of data you want to copy.
2. Choose Home➪Clipboard➪Copy. A marquee (which looks like

marching ants) surrounds the cells (see Figure 7-19). Excel
copies the selected information to the Windows Clipboard.
3. Click the cell to which you want to copy the selected area.
4. Choose Home➪Clipboard➪Paste. The selected cells are

pasted into the new location. The formatting is the same as
in the original cells.
5. Paste the cells into another location or press Esc(ape) to

cancel the marquee.

Move Data

Figure 7-19

1. Select the group of cells you want to move.
2. Choose Home➪Clipboard➪Cut. The marquee surrounds the

cells.
3. Click the beginning cell where you want to place the area you

want moved.
4. Choose Home➪Clipboard➪Paste. The selected cells are

pasted into the new location.
5. Paste the cells into another location or press Esc(ape) to can-

cel the marquee. In Figure 7-20, you can see that the data
originally located in cells A4 through A16 now placed in cells
D2 through D14. The formatting is the same as in the original cells.

Figure 7-20
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Drag and Drop Data
1. Select the data you want to move. Excel highlights the

selected area.
2. Position the mouse pointer over the border surrounding the

selected cells. The mouse pointer turns into a four-headed
arrow.
3. Drag the data to the new worksheet location. As you move

around the worksheet, Excel displays a gray border indicating
the destination cell location (see Figure 7-21).
4. Release the mouse button. Excel moves the data to the new

Figure 7-21

area.

Transpose Data
1. Select the cells you want to transpose.
2. Choose Home➪Clipboard➪Copy or press Ctrl+C.
3. Click the beginning cell where you want the transposed cells.

The new area must be outside the selected area.
4. On the Home tab of the Ribbon, in the Clipboard group,

click the Paste down-arrow (not the Paste icon). A menu of
options appears. Pause your mouse over the icons to identify
the Transpose icon. It’s the seventh icon.
5. Choose Transpose. As you see in Figure 7-22, Excel copies the

selected cells into the new area, transposing rows into columns or columns into rows.
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Figure 7-22

Insert Cells

Insert Rows and Columns
1. Select the row numbers or column letters where you want the

new rows or columns. Excel highlights the entire rows or columns, as seen in Figure 7-23.
2. Choose Home➪Cells➪Insert. Excel inserts the same number

of rows or columns that you selected in Step 1. Data in the
selected columns and columns to the right moves to the
right. Data in the selected rows and lower moves down.

Insert Cells
1. Select the cell area where you want to insert blank cells. Be

sure to select the same number of cells as you want to insert.
Excel highlights the selected area.
2. Choose Home➪Cells and then click the Insert arrow.

Figure 7-23

3. From the menu of options that appears, choose Insert Cells.

The Insert dialog box seen in Figure 7-24 appears.
4. Make a selection and then click OK:

• Shift Cells Right: Select this option if you want data in the
cells in the same row moved to the right. Excel doesn’t
move the data in the cells to the left of the selection.
• Shift Cells Down: Select this option if you want data in the
lower cells in the same column moved down. Excel
doesn’t move data in the cells above the selection.
• Entire Row: Select this option if you want to add a new row
and move data lower.
• Entire Column: Select this option if you want to add a new
column and move data to the right.

Figure 7-24
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Delete Rows and Columns
1. Select the row numbers or column letters you want to

remove. Excel highlights the entire rows or columns (see
Figure 7-25).
2. Choose Home➪Cells➪Delete. Excel removes any data in the

rows or columns and moves existing data up or right. This
fills the void from the deleted rows or columns.

Delete Cells
1. Select the cells you want to remove.
2. Choose Home➪Cells and then click the Delete arrow.

Figure 7-25

3. From the menu of options that appears, choose Delete Cells.

The Delete dialog box appears, as seen in Figure 7-26.
4. Select a deletion option and then click OK:

• Shift Cells Left: Select this option if you want data in the
cells in the same row moved to the left.
• Shift Cells Up: Select this option if you want data in the
lower cells in the same column moved up.
• Entire Row: Select this option if you want to delete the
current row and move data up.
• Entire Column: Select this option if you want to delete
the current column and move data to the left.
Figure 7-26
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T

his chapter is mostly about the math. With Excel, you can create formulas to perform calculations. The calculations can be simple, (such as
adding 2 + 3), or they can be extremely complex (such as those used to calculate depreciation). Don’t despair, though, because Excel does most of the
work. Excel includes almost 400 built-in calculations — functions — in 11
categories. Functions contain arguments, which appear in parentheses following the function name. The arguments are the details that you provide to
Excel to indicate which numbers to calculate in the function. Some functions require several arguments to function correctly, but again I say, don’t
worry; Excel contains a Function Wizard to walk you through the entire
process.
The primary tasks in this chapter include

➟
➟
➟

Creating simple and complex formulas by typing them into a cell

➟

Validating data entry for proper values

Analyzing data with Excel’s time-saving functions
Creating cell ranges separated by colons for a sequential cell selection
or by commas to list specific cell locations

➟
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Create Simple Formulas with Operators
1. Enter values in two different cells. Remember, however, for-

mulas do not need to reference cell addresses: They can contain actual numbers.
2. In the cell where you want to perform the calculation for the

two values, type an equal sign (=).
All Excel formulas begin with an equal sign.

3. Click or type the first cell address or type the first value you

want to include in the formula. In the example in Figure 8-1,
I’m adding two cell references (B5 and B6).

Figure 8-1

Excel displays a color border that surrounds the cell reference you enter.

4. Type an operator. Operators can include

• +: Addition
• –: Subtraction
• *: Multiplication
• /: Division
• %: Percent
• ^: Exponentiation
5. Type the second cell address or the second value you want to

include in the formula.
6. Press Enter, and Excel displays the results of the calculation

in the selected cell (see Figure 8-2).
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Figure 8-2

Create Compound Formulas

Create Compound Formulas
1. Type values in three or more different cells.
2. Select the cell where you want the formula.
3. Type the equal sign and then the first cell reference.
4. Type the first operator and then the second cell reference.
5. Type the second operator and then the third cell reference, as

seen in Figure 8-3.
Compound formulas are not limited to three references, and you can use cell references multiple times in a compound formula.

Figure 8-3

6. Press Enter. Excel displays the results of the calculation in the

selected cell. The actual formula appears in the formula bar
(see Figure 8-4).
If you were paying attention in your high school algebra class, you might remember
the Rule of Priorities (also known as order of precedence). In a compound formula,
Excel calculates multiplication and division before it calculates addition and subtraction. This means that you must include parentheses for any portion of a formula you
want calculated first. As an example, 3+5*2 gives a result of 13, but
(3+5)*2 gives a result of 16.
Compound formulas can have multiple combinations in parentheses and can contain
any combination of operators and references. A formula might read
((B5+C5)/2)*SalesTax. This formula adds B5 and C5, divides that
result by 2, and then multiplies that result times the value in the cell named
SalesTax. (See Name Cell Ranges, later in this chapter.)

Figure 8-4

A great tool to review formulas is the capability to display the actual formula in the
worksheet rather than the formula result. Choose Formulas➪Formula
Auditing➪Show Formulas. Click the Show Formulas button again to return to the formula result.
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Add Numbers with AutoSum
1. Click the cell beneath a contiguous list of values.
2. Choose Formulas➪Function Library➪AutoSum. Excel places

a marquee (marching ants) around the cells directly above
the current cell (see Figure 8-5).
If the cells directly above the current cell have no values, Excel selects the cells directly
to the left of the current cell. If you want to add a group of different cells, highlight
them.
3. Press Enter to display the sum total of the selected cells.
The formula bar displays the formula beginning with the equal sign and the word
SUM. The selected cells appear in parentheses, the first and last cells separated by
a colon.

Figure 8-5

Find an Average Value
1. After selecting the cell beneath a sequential list of values,

click Formulas➪Function Library and click the AutoSum
arrow. Excel displays a list of calculation options, including
the following (see Figure 8-6).
• Average: Calculated by adding a group of numbers and
then dividing by the count of those numbers
• Count Numbers: Counts the number of cells in a specified
range that contain numbers
• Max: Determines the highest value in a specified range
• Min: Determines the lowest value in a specified range
3. Choose Average. A marquee appears around the group of

cells. Highlight a different group of cells if necessary.
4. Press Enter. The selected cell displays the average value of the

cell group.
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Figure 8-6

Edit a Formula

Copy Formulas with AutoFill
1. Position the mouse on the AutoFill box in the lower-right

corner of a cell with a formula. Make sure that the mouse
pointer turns into a black cross.
2. Drag the AutoFill box to include the cells to which you want

to copy the formula (see Figure 8-7). The AutoFill method of
copying formulas is helpful if you’re copying a formula to
surrounding cells.
Copied formulas are slightly different than the originals because of the relative
change in position. For example, if the formula in cell E16 is C16+D16 and you
copy the formula to the next cell down (to cell E17), Excel automatically changes the
formula to C17+D17. If you do not want the copied formula to change, you must
make the originating formula an absolute reference formula; see the upcoming task
“Define an Absolute Reference.”

Figure 8-7

Edit a Formula
1. Double-click the cell containing the formula you want to edit.

The formula appears instead of the result (see Figure 8-8).
Optionally, press F2 to expand the formula so that you can edit it.

2. Use the arrow keys to navigate to the character you want to

change.

Figure 8-8

3. Using the Backspace key, delete any unwanted characters and

type any additional characters.
4. Press Enter.
Press Delete to delete the entire formula and start over.
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Define an Absolute Reference
1. To prevent a formula from changing a cell reference as you

copy it to a different location, you lock in an absolute cell
reference by using one of these methods:
• Lock in a cell location. Type a dollar sign in front of both
the column reference and the row reference (as in $A$2).
If the original formula in cell E5 is =$A$2*D5 and you
copy the formula to cell E6, the copied formula remains
the same instead of changing to =$A$2*D6, which is how
it would read were it not absolute (see Figure 8-9).
• Lock in the row or column location only. Type a dollar sign in
front of the column reference ($D3) or in front of the row
reference (D$3).

Figure 8-9

2. Copy the formula, as needed, to other locations.

Copy Values by Using Paste Special
1. Select a cell (or group of cells) containing a formula and then

choose Home➪Clipboard➪Copy. A marquee appears around
the selected cell.
2. Select the cell where you want the copied values; then choose

Home➪Clipboard and click the Paste arrow. A menu of
options appears.
3. Choose Paste Special. The Paste Special dialog box appears,

as shown in Figure 8-10.
4. Select the Values option.
5. Click OK. Excel pastes the result of the formula, not the

actual formula. If the original formula changes, this value
doesn’t change.
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Figure 8-10

Build a Formula with the Function Wizard

Build a Formula with
the Function Wizard
1. Select the cell where you want to enter a function.
2. Click Formulas➪Function Library➪Insert Function.
3. From the Insert Function dialog box that appears, select a

function category from the Or Select a Category drop-down
list (see Figure 8-11).
To make the functions easier to locate, Excel separates them into categories including
Financial, Date & Time, Math & Trig, Statistical, Lookup & Reference, Database, Text,
Logical, Information, Engineering and Cube categories. For example, the Sum function
is in the Math category; Average, Count, Max, and Min are Statistical functions.
Functions that calculate a payment value are considered Financial functions.
4. Select a function name from the Select a Function list. A brief

description of the function and its arguments appears under
the list of function names.

Figure 8-11

5. Click OK. The Function Arguments dialog box displays. The

contents of this dialog box depend upon the function that
you selected. Figure 8-12 shows the PMT function that calculates a loan payment based on constant payments and
interest.
6. Type the first argument amount or cell reference or click the

cell in the worksheet. If you click the cell, Excel places a marquee around the selected cell.
7. Press Tab to move to the next argument.
8. Type or select the second argument.
9. Repeat Steps 7 and 8 for each necessary argument.
10. Click OK. Excel calculates the result.
Figure 8-12
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Name Cell Ranges
1. After selecting the cells you want to name, click

Formulas➪Defined Names➪Define Name. The New Name
dialog box appears (see Figure 8-13).
2. In the Name field, type a name (up to 255 characters) for the

range. Range names are not case-sensitive; however, range
names must follow these conventions:
• The first character must be a letter, an underscore, or a
backslash.
• No spaces are allowed in a range name.
• Do not use a name that is the same as a cell address. For
example, you can’t name a range CD57.

Figure 8-13

3. Click OK.
You can include range names in formulas, such as =F6*PayRate, where a specific cell is named PayRate.

Use Named Ranges
1. Click the down arrow in the Name field. A list of named

ranges appears (see Figure 8-14).
2. Select the range name you want to access. Excel highlights the

named cells.
Optionally, choose Home➪Editing➪Find & Select➪Go To. Double-click the range
name you want to access.
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Figure 8-14

Manage Range Names

Manage Range Names
1. Choose Formulas➪Defined Names➪Name Manager. The

Name Manager dialog box, shown in Figure 8-15, appears.
2. Select one of the following options.

• Click the New button, which displays the New Name dialog
box (refer to Figure 8-13), where you can enter a range
name and enter the cell location to which it refers.
Instead of typing the range cell locations, click the Collapse button, which moves aside
the New Name dialog box. You can then use your mouse to select the desired cells.
Press Enter or click the Collapse button again to return to the New Name dialog box.

• Click an existing range name and then click the Edit button to
display the Edit Name dialog box shown in Figure 8-16.
Use this dialog box to change the range name or the range
cell location reference.

Figure 8-15

• Click an existing range name and then click the Delete button.
A confirmation message appears making sure that you
want to delete the range name.
If you have a lot of range names, you can click the Filter button and elect to display
only the items meeting selected criteria.
3. Click the Close button to close the Name Manager

dialog box.

Figure 8-16
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Validate Data Entry
1. Select the cell or cells you want Excel to validate. Next,

choose Data➪Data Tools➪Data Validation. The Data
Validation dialog box displays.
2. From the Settings tab, open the Allow drop-down list and

choose the type of validation, such as
• Values, such as Whole Number or Decimal, where you specify the upper and lower limits of allowable data values.
• List, such as a list you define, a range of cells in the existing worksheet, or a named range (see Figure 8-17).

Figure 8-17

When creating a list, if you want the available choices to appear when the cell is
selected, make sure to select the In-Cell Dropdown check box.

• Dates or Times, where you specify ranges or limitations
such as greater than or less than or even a specific date.
• Text Length, where the number of characters in the data
must be within the limits that you specify.
3. If necessary, display the Data drop-down list and select crite-

ria such as Between, Greater Than, and so on.
4. Select optional criteria (such as maximum and minimum val-

ues) or specify a data location. Enter values or cell addresses.
Precede a value with an equal sign (=) to specify a range name.
5. (Optional) From the Input Message tab, enter a comment to

display whenever someone clicks the validated cell.
6. On the Error Alert tab, choose from the Style drop-down

list whether Excel warns you or completely stops you from
entering an invalid entry. (See an example of an alert in
Figure 8-18.)
7. Click OK.
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Figure 8-18

Formatting
Worksheets

W

hoever said, “Looks aren’t everything” wasn’t staring at an unformatted Excel spreadsheet. Columns often aren’t wide enough; fonts are
too small to read; dates display in an unusual manner; and when columns
of data are stacked next to each other, information sometimes overlaps.
Fortunately, Excel includes a plethora of features to make your data more
presentable and easier to read. After you master the Excel formatting features
in this chapter, you can

➟
➟
➟

Change the font type, size, and style of text, values, or dates.

➟
➟
➟
➟

Turn values into currency or percentages.

Add cell borders and backgrounds.
Change the alignment of data in a cell from the standard left-aligned
for text and right-aligned for values or dates.
Create titles, using the Excel Merge and Center button.
Change column width and row height.
Save time by copying formatting from cell to cell.

➟
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Format Values
1. Select the cells you want to format. You can select a few cells,

entire rows, entire columns, or the entire worksheet. (See
Chapter 7 for information on selecting multiple cells.)
2. Choose Home➪Number➪Number Format. A list of options

appears. Figure 9-1 shows values formatted in various Excel
styles. Notice the different dollar sign placement in the
Accounting and Currency types.
The Number group on the Ribbon also displays three icons you can use to quickly format as Accounting Number Format, Percent Style, or Comma. The Accounting Number
Format option has a drop-down list from which you can select different international
currency symbols. The Comma Style option adds two decimal places and a comma
between the thousands. It does not include a dollar sign. Percent Style adds a percent
sign and no decimal points.

Figure 9-1

Another method to select number formatting is using the Number dialog box launcher,
which displays the Format Cells dialog box. Number format selections are on the
Number tab.

Add or Remove Decimal Points
1. Select the cells you want to format. You can select a few cells,

entire rows, entire columns, or the entire worksheet.
2. To remove digits to the right of the decimal point, choose

Home➪Number➪Decrease Decimal. To add decimal digits,
click the Increase Decimal button. Each click adds or removes
a number to the far right of the decimal point and rounds the
value in the cell (see Figure 9-2).
If you see a cell with values displaying ######, you need to widen the column width.
See the upcoming task, “Adjust Column Width.”

94

Figure 9-2
Excel numbers can display up to 30 decimal places.

Adjust Column Width

Adjust Column Width
1. To adjust the width of columns headings, highlight the ones

to be widened. If you want to adjust a single column, click
any cell in that column.
If your worksheet contains many numbers, you can widen the columns to make the
worksheet less cluttered. Columns that especially need widening are those containing
cells with truncated text entries or numbers that Excel shows as ######.
2. Choose a method to adjust column width:

• Manually change column width. Position the mouse pointer
on the right boundary of the column heading until it turns
into a double-ended arrow. Drag until the column is the
width that you want. As you move the pointer, a balloon
message displays the new width. In Figure 9-3, I’m expanding column A.

Figure 9-3

Excel displays cell width in characters and pixels instead of in inches. The minimum
column width is 0 characters, and the maximum is 255 characters.

• Set column width to a specific setting. Choose
Home➪Cells➪Format➪ Column Width. The Column
Width dialog box, shown in Figure 9-4, appears. Type the
exact width you want; then click OK.
• Automatically change the column width so it fits the widest
entry: Double-click the boundary on the right side of the
column heading, or choose Home➪Cells➪Format➪AutoFit
Column Width. Excel sets the width slightly larger than the
longest entry in the column.

Figure 9-4

The default column width is 8.43 based on the default 11-point Calibri font. If you
change the default font type or size, Excel may also change the standard column
width. You can manually set a default column width by choosing
Home➪Cells➪Format➪Standard Width.
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Change Row Height
1. Highlight the row headings whose height you want to adjust.

If you want to adjust a single row, click any cell in that row.
2. Choose a method to adjust row height:

• Manually change row height. Position the mouse pointer on
the bottom boundary of the row heading until it turns
into a double-ended arrow. Drag until the row is the
height that you want. As you move the pointer, a balloon
message displays the new height. In Figure 9-5, I’m
increasing the height of rows 1 and 2.
Excel displays row height in characters and pixels instead of inches.
Figure 9-5

• Set row height to a specific setting. Choose Home➪Cells➪
Format➪Row Height. The Row Height dialog box appears,
as shown in Figure 9-6. Type the exact width you want;
then click OK.
• Automatically change the height of the row so it fits the tallest
entry in the row. Double-click the boundary on the bottom
of the row heading, or choose Home➪Cells➪Format➪
AutoFit Row Height. Excel examines the rows contents and
sets the height slightly larger than the tallest entry.
The default row height is 15, based on the default 11-point Calibri font. If you change
the default font type or size, Excel may also change the standard row height. You cannot manually set a default row height.
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Figure 9-6

Align Data

Align Data
1. Select the cells you want to align.
2. Choose Home➪Alignment; then, select one of these align-

ment buttons:
• Align Text Left: Horizontally aligns the data along the left
edge of the cell.
• Center: Centers the data horizontally in the middle of the
cell. If you modify the column width, the data remains
centered to the new column width. Cells D3 through I3
are center-aligned in Figure 9-7.
• Align Text Right: Horizontally aligns the data along the
right edge of the cell.

Figure 9-7

Values formatted as Accounting can display only as right-aligned. You can change
alignment on all other formatting styles.

• Top Align: Aligns the data vertically along the top edge of
the cell.
• Middle Align: Centers the data vertically in the cell.
• Bottom Align: Default; aligns the data along the bottom
edge of the cell. Notice the heading in Figure 9-8. Cell C1
shows a top vertical alignment, whereas cell C2 shows the
default bottom alignment.
Optionally, you can view additional alignment options and align both the horizontal
and vertical alignment at the same time using the Format Cells dialog box. From the
Home tab, click the Alignment group dialog box launcher. If necessary, click the
Alignment tab and then set any desired alignment options; then click OK.

Figure 9-8
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Create a Title by Merging Cells
1. Select the cell containing the data you want to merge and the

cells you want to include in the merge. The data cell must be
in the left cell of the selection and the other cells cannot contain data (see Figure 9-9).
2. Choose Home➪Alignment➪Merge & Center. All the selected

cells merge into one larger cell, and the data is horizontally
centered.
If you select cells vertically and choose the Merge & Center command, Excel merges
the cells and vertically bottom-aligns the data.
After clicking Merge & Center, you can change the alignment. Click the Merge &
Center button again to unmerge the cells from each other.
Figure 9-9

Change Font Color
1. Select the cells you want to format.
2. Choose Home➪Font and then click the Font Color arrow to

select a color (see Figure 9-10). The Live Preview feature
shows you the selected cells in the new font colors.
Click More Colors to display the Colors dialog box from which you can select additional
colors as well as create your own custom color.
Another method to select font color is through the Font dialog box launcher, which displays the Format Cells dialog box. Font color selection is found on the Font tab.
If you choose a light font color, add background shading to make the font color
show up.
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Figure 9-10

Apply Cell Background Colors

Select Font Attributes
1. Select the cells you want to format.
2. Click Home➪Font➪Font (arrow), and select a font. As you

hover your mouse over a type face, Excel displays the selected
cells in the different fonts.
3. Choose Home➪Font➪Font Size (arrow) and then select a

font size.
Optionally, click the Increase Font Size or the Decrease Font Size buttons to increment
or decrease the font size 1 point at a time.

Figure 9-11

4. Click Home➪Font and click an attribute, such as Bold, Italic,

or Underline (see Figure 9-11). Shortcut keys for Bold, Italic,
and Underline are Ctrl+B, Ctrl+I, and Ctrl+U, respectively.
The Bold, Italic, and Underline buttons are toggle switches — clicking one turns it on,
and then clicking it again turns it off.
The default underline style is a single underline. Click the Underline arrow to select
Double Underline. Or, choose additional underline options through the Font dialog box
launcher, which displays the Format Cells dialog box. Underline options appear on the
Font tab.

Apply Cell Background Colors
1. Select the cells to which you want to add background color.
2. From the Font group, click the Fill Color arrow. A gallery of

Figure 9-12
Select No Fill to remove any cell background shading, or choose More
Colors to create your own shading color.
A good combination to use with a black-and-white printer is a black
background and a white font color.

colors appears (see Figure 9-12).
3. Select the cell background color you want.
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Wrap Text in a Cell
1. Select the cells you want to format.
2. Choose Home➪Alignment➪Wrap Text. As in Figure 9-13, if

the selected text cells contain more text than will fit the width
of the cell, Excel displays it on multiple lines. Excel automatically increases row height to accommodate the additional text
lines.
Selecting the Shrink to Fit option from the Alignment tab of the Format Cells dialog
box (instead of choosing the Wrap Text option) allows Excel to automatically change
the font size in the selected cell. This forces the data to fit within the cell’s current
width. Use caution with this option; the text may become unreadable.

Place Borders around Cells

Figure 9-13

1. To add a border, select the appropriate cells.
2. Choose Home➪Font and then click the Borders drop-down

list arrow. A variety of border options appears, as shown in
Figure 9-14.
The Borders tooltip button might display Bottom Border, Top Border, or whatever border was last used.
3. Select the border you want. Excel applies the border to the

selected cells.
For more border styles, colors, and options, select More Borders to open the Format
Cells dialog box.

Figure 9-14
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Work with Date Formats
1. Enter a date into a cell. Depending on what you type, Excel

probably displays the date in a different format. Figure 9-15
illustrates some date examples.
Dates are actually numeric values, and you can use them in Excel calculations. See the
next task.
2. From the Home tab, click the Number dialog box launcher to

display the Format Cells dialog box.
3. Click the Date category. The right side of the screen displays a

variety of different date formats.
4. Select a format for the selected cells.
5. Click OK.
Optionally, choose Short Date or Long Date from the Number Format drop-down list
of the Number group on the Home tab.

Figure 9-15

Copy Formatting
1. Click a cell containing formatting you want to copy.
2. Choose Home➪Clipboard➪Format Painter. The mouse

pointer is a white plus sign along with a paint brush like the
one you see in Figure 9-16.
3. Click or drag across the cells you want to format. Excel imme-

diately applies formats such as font, size, colors, borders, and
alignment.

Figure 9-16

Double-click the Format Painter tool to lock it in so you can paint additional cells without having to reselect the tool. Click the Format Painter tool again to unlock it.
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Indent Data in Cells
1. Select the cells you want to indent.
2. Choose Home➪Alignment➪Increase Indent. Each Increase

Indent click adds a small amount of space between the cell
border and the data itself (see Figure 9-17). How Excel
indents depends on how you format the cell:
• If the data is left aligned: Excel indents from the left.
• If the data is right aligned: Excel indents from the right.
• If the data is centered: With the first click, Excel indents to
the right, but subsequent clicks cause Excel to move the
data to the left.
Click the Decrease Indent button to remove indentation.
Figure 9-17

Use Cell Styles
1. Select the cells you want to format.
2. Choose Home➪Style➪Cell Styles. As shown in Figure 9-18,

Excel displays a gallery of predefined styles.
Excel styles include Normal (the default style for regular cell text), Heading 1 through
Heading 4 (suitable for worksheet headings), and several accent styles.
3. Select the style you want to use. The cells take the new

appearance.
Cell styles originate from the Office themes and are coordinated based on the current
theme. Select a different theme by choosing Page Layout➪Themes➪Themes.
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Figure 9-18

Managing Workbooks

I

want to begin this chapter by clearing up a couple of terms. First of all, a
worksheet — sometimes called a spreadsheet — is a collection of cells that
can have more than one million rows down and more than 16,000 rows
across. Each cell of each sheet can contain more than 32,000 characters.
Secondly, a workbook is a collection of worksheets. By default, each time you
create a new Excel workbook, it contains three worksheets. Each workbook,
however, can have an almost unlimited number of worksheets, limited only
by your computer memory. The resulting possible number of cells in a single workbook is too huge to even dream about, but the fact remains that
you could create a single huge workbook. Realistically, however, you’ll probably have a number of different workbooks, each with a number of
worksheets.
Excel makes it easy to work with multiple worksheets. You can maneuver
between the sheets by clicking a sheet tab. And you can use navigation buttons for situations when you have a lot of tabs. This chapter is primarily
about working with multiple sheets. You discover how to insert, delete,
move, and copy worksheets, rename the tabs that reference them, and create
formulas that reference other worksheets or workbooks.
Finally, you discover several ways to change your worksheet view.
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Insert Additional Worksheets
1. Choose Home➪Cells➪Insert➪Insert Sheet. Excel automati-

cally inserts a new blank worksheet on top of the selected
sheet (see Figure 10-1). Excel automatically assigns the next
number — such as Sheet4.
Optionally, just click the Insert Sheet tab located after the last named worksheet tab.

2. Click a different worksheet tab. That worksheet becomes the

current sheet.
Optionally, press Ctrl+Page Up to move to the previous worksheet or press Ctrl+Page
Down to move to the next worksheet.
Another way to insert a worksheet is to right-click a worksheet tab and then choose
Insert from the resulting shortcut menu. The Insert dialog box opens. Choose
Worksheet and then click OK.

Figure 10-1

3. If your workbook has more worksheets than you can see at

the bottom, click the First, Previous, Next, or Last navigation
buttons in the bottom-left corner of the workbook.

Delete Worksheets
1. Choose Home➪Cells➪Delete➪Delete Sheet. If any cells in

the selected sheet have data in them, a warning message
appears, as shown in Figure 10-2.
2. Click the Delete button.
Use caution when deleting worksheets. The Undo feature does not work with the
Delete Sheet function.
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Figure 10-2
Another way to delete a worksheet is to right-click the worksheet tab
and select Delete from the resulting shortcut menu.

Copy Worksheets

Rename Worksheets
1. Click anywhere on the sheet you want to rename.
2. Choose Home➪Cells➪Format➪Rename Sheet. The work-

sheet tab becomes highlighted. Leave it highlighted so that
you can replace it with a new name.
Optionally, right-click the worksheet tab and choose Rename from the shortcut menu
that appears.
3. Type a unique name for the worksheet, as shown in Figure

10-3. Press Enter to accept the change.

Figure 10-3

Two worksheets in a single workbook cannot have the exact same name.

Copy Worksheets
1. Click anywhere on the worksheet that you want to duplicate.
2. Choose Home➪Cells➪Format➪Move or Copy Sheet. The

Move or Copy dialog box appears.
Optionally, right-click the worksheet tab and select Move or Copy Sheet.

3. Select the Create a Copy check box (see Figure 10-4).

Figure 10-4

4. Select where in the order of the worksheets you want the

duplicate sheet placed.
5. Click OK. Excel duplicates the sheet and gives it the same

name as the copied sheet, plus Excel numbers it sequentially.
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Move or Copy Worksheets
to a Different Workbook
1. Open the workbook to which you will move the worksheet.
2. Open the workbook that contains the worksheets you want

to move.
3. Click anywhere on the worksheet that you want to move. If

you don’t see the sheet you want, click the tab navigation
buttons until you see it.
If you want to move or copy multiple worksheets, hold down Ctrl and click additional
tabs. If you want to move or copy all the existing worksheets to another workbook,
right-click a sheet tab and choose Select All Sheets from the menu that appears.

Figure 10-5

4. Choose Home➪Cells➪Format➪Move or Copy Sheet. The

Move or Copy dialog box opens.
Optionally, right-click a selected tab and choose Move or Copy Sheet.

5. From the To Book drop-down list (as shown in Figure 10-5),

select the workbook to which you want to move or copy the
sheets.
6. If you want to duplicate the sheets to the other workbook,

select the Create a Copy check box.
7. Select where in the order of the existing worksheets you want

the moved sheet placed.
8. Click OK. Excel moves or copies the worksheets to the other

workbook. In Figure 10-6, the sheet named 1st Qtr. was copied from the Book1 workbook to the Consolidating
Worksheets workbook.
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Figure 10-6

Change Worksheet Tab Colors

Hide and Unhide Worksheets
1. Click anywhere on the worksheet that you want to hide.
2. Choose Home➪Cells➪Format➪Hide & Unhide➪Hide Sheet.

Excel hides the worksheet from view. All formula references to a
hidden worksheet are still valid even when a worksheet is hidden.
Optionally, right-click a worksheet tab and choose Hide (or Unhide).
Figure 10-7
3. To unhide the worksheet, choose Home➪Cells➪Format➪Hide

& Unhide➪Unhide Sheet. A dialog box appears, like the one in
Figure 10-7, listing all hidden worksheets in the active workbook.
4. Select the worksheet you want to unhide and then click OK.

Change Worksheet Tab Colors
1. To recolor the tab of a worksheet, click anywhere in that

worksheet.
2. Choose Home➪Cells➪Format➪Tab Color. The Tab Color

gallery appears, as shown in Figure 10-8.
Optionally, right-click a worksheet tab and choose Tab Color.
Figure 10-8
3. Select a color.
Select No Color to remove a tab color.

When a worksheet with a colored tab is the current worksheet, Excel does not display
the tab color in full. It displays only a colored line under the tab name. The tab
becomes full color when the worksheet is not the active one.
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Generate References
to Other Worksheets
1. Select the cell into which you want to enter a reference.
2. Perform one of the following actions:

• To display a value located in another cell on the same worksheet: Type the equal sign and then the cell address. For
example, type =C23. If the value in C23 changes, the cell
with the reference to C23 also changes.
• To display a value located in a cell on a different worksheet
but in the same workbook: Type the equal sign. Next, click
the worksheet tab containing the cell you want to reference and then click the actual cell you want to reference.
Press Enter. Excel displays the equal sign, the worksheet
name, an exclamation point, and the cell reference (see
Figure 10-9).

Figure 10-9

• To include a cell located on a different worksheet, but in the
same workbook, in a formula: Begin to type the formula. In
the place where you want to position the distant cell reference, click the worksheet containing the cell and then click
the actual cell. Follow this with the remainder of the formula. Figure 10-10 illustrates an example of a formula
using a reference to a different worksheet.
Optionally, you can manually type the referenced sheet and cell address, but you
must be sure to include the exclamation point.
Formulas referencing other worksheets or other workbooks can also be compound formulas or used in a function.

Figure 10-10
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Cross-Reference Other Workbooks
1. Open the workbook to which you will refer. For simplicity’s

sake, call this Workbook2.
2. Click the desired cell in the workbook where you want to cre-

ate a reference. Call this Workbook1.
3. In Workbook1, begin the formula or reference with an equal

sign.
4. If using a function or formula, enter any portion that you

want to precede the cross-reference.
5. Click the cell that you want to reference from Workbook2.
6. Finish the remainder of the formula or press Enter. Excel dis-

Figure 10-11

plays the equal sign, an apostrophe, and then the Workbook2
path and filename in brackets followed by the worksheet
name, a closing apostrophe, an exclamation point, and then
the absolute cell reference. For example, [Check Register.
xlsx]2010’!$B$40 refers to the value in cell B40 of the
sheet named 2010 in the Excel file named Check Register. See
Figure 10-11 for an example of a cross reference.
Excel uses absolute references (with dollar signs) when referring to other workbooks.

7. When you open a workbook containing a cross reference,

Excel displays a Security Warning message such as the one
shown in Figure 10-12, prompting you with a security alert
so it can determine whether to update the cross referenced
cell. Click the Enable Content button if you want Excel
to check the originating workbook for changes to the referenced cell.

Figure 10-12

8. You might see another confirmation message. If so, click

Continue.
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Zoom In or Out
1. Choose View➪Zoom➪Zoom.
2. Select a magnification percentage option from the Zoom dia-

log box that appears; see Figure 10-13. A higher zoom setting
makes the text appear larger (you see less on screen); a lower
setting shows more cells on screen (data appears smaller).
Zooming does not affect the printed data size. Click OK.
If you select the Custom option, you can enter your own setting from 10% to 400%.

Use the Zoom Controls
1. Click the Zoom In (+) button on the Zoom control slider.

Excel increases the magnification percentage by 10% for each
click of the Zoom In button (see Figure 10-14).

Figure 10-13

The Zoom percentage displays on the status bar.

2. Click the Zoom Out (–) button on the Zoom control. Excel

decreases the magnification percentage by 10% for each click
of the Zoom Out button.
3. Drag the Zoom slider bar to the right. Excel increases

magnification.
4. Drag the Zoom slider bar to the left. Excel decreases

magnification.

Figure 10-14
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Change Worksheet Views
1. Choose View➪Workbook Views➪Page Layout. As shown in

Figure 10-15, Page Layout view displays your worksheets on
individual pages that correspond to printed pages. A ruler
appears on the top and in the header and footer area. See
Chapter 14 for more on headers and footers.
Use the Zoom controls to increase or decrease magnification.

2. Choose View➪Workbook Views➪Normal. Excel returns to

the default Normal view, which shows one continuous page
of columns and rows.
3. Choose View➪Workbook Views➪Page Break Preview. The

Welcome to Page Break Preview dialog box appears.

Figure 10-15

If you don’t want to see this dialog box when you enter Page Break Preview, click Do
Not Show This Dialog again.
4. Click OK. The Excel mode changes to Page Break Preview,

where Excel indicates page breaks with lines (see Figure
10-16). You can drag these lines to modify where pages
break. See Chapter 13 for more on using page breaks.
To return to Normal view, choose View➪Worksheet Views➪Normal.

5. Choose View➪Worksheet Views➪Full Screen. You see only

the worksheet itself with its row and column headings, worksheet tabs, and the title bar. The Ribbon, Quick Access
Toolbar, and status bar are hidden.
6. Press the Esc(ape) key. Excel returns to the view you last used.

Figure 10-16
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Freeze Worksheet Titles
1. Choose what you want to freeze:

• Columns: Select the column to the right of the columns
you want to freeze. For example, click cell B1 to freeze
only column A.
• Rows: Select the row below the rows you want to freeze.
For example, click cell A4 to freeze rows 1, 2, and 3.
• Columns and rows: Click the cell below the rows and to the
right of the columns you want to freeze. For example, click
cell B2 to freeze both column A and row 1 (as shown in
Figure 10-17).

Figure 10-17

Freezing panes affects only the current worksheet. If you want to freeze other worksheets, you must select them individually and freeze them.
2. Choose View➪Window➪Freeze Panes➪Freeze Panes. A thin,

black line appears to separate the sections. As you see in
Figure 10-18, as you scroll down and to the left, row 1 and
column A remain visible even though you see rows 41–63 in
the bottom section and columns E–K on the right.
Typically, when you press Ctrl+Home, Excel takes you to cell A1. However, when
Freeze Panes is active, pressing Ctrl+Home takes you to the cell just below and to the
left of the column headings. However, you can still use your arrow keys or click your
mouse to access any cell.
Figure 10-18
3. Choose View➪Window➪Freeze Panes➪Unfreeze Panes to

remove the freeze from row and column headings.
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T

ools are designed to help make your work easier. Imagine life many
years ago when our ancestors had to build their houses with hand tools
instead of the wonderful collection of power tools now so readily available.
Excel has many tools, also. And just like power tools, they make your work
in Excel easier.
In this chapter, you work with Excel tools to help you sort, find, and analyze
your data. You’ll discover what I call Assistance Tags which are the funnylooking little icons that appear when you perform certain Excel functions,
such as paste data, or enter a formula that may contain an error. Assistance
Tags offer you options right at the tip of your mouse pointer.
You’ll also find tools that help you break larger data into smaller data and
combine smaller data into larger data. All these tools help you create better
and more informative Excel worksheets.
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Use the Ribbon to Sort
1. For the easiest sorting, create a list in contiguous order and

with headings specifying the contents of each column. Figure
11-1 illustrates an ideal data array.
2. In the column you want to sort by, click any cell containing

data.
If the data is in a contiguous list, you don’t have to select it first. If it’s not, you must
first select the entire list. If Excel finds unselected data in columns next to the selected
data, it might prompt you for more information.

Figure 11-1

3. Choose Data➪Sort & Filter➪Sort A to Z. (If the current cell

contains a value, the button reads Sort Smallest to Largest.)
Excel sorts the entire list in ascending order.
Sorting text data in ascending order sorts text A–Z, sorting numeric information in
ascending order sorts low to high (1–10), and sorting dates in ascending order places
the earliest date first.
Excel sorts in the following pattern: numbers; spaces; special characters, which are ! “
# $ % & ( ) * , . / : ; ? @ [ \ ] ^ _ ` { | } ~ + < = >; and, finally, alphabetic letters.
4. Choose Data➪Sort & Filter➪Sort Z to A (or Largest to

Smallest). Excel sorts the entire list by descending order.
Figure 11-2 shows the Totals column sorted in descending
order (from highest to lowest).
If Excel incorrectly sorts a cell that contains a value, make sure that the cell is formatted as a number and not as text.

Sorting text data in descending order sorts text Z–A, sorting numeric information in
descending order sorts high to low (10–1); and sorting dates in descending order
places the latest date first.
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Figure 11-2

Work with the Sort Command

Work with the Sort Command
1. Select or click in the list of data that you want to sort.
Select only a single column of data if you want to sort that column independently of
the rest of the data.
2. Choose Data➪Sort & Filter➪Sort. The Sort dialog box opens.
3. If your data includes column headings, make sure the My

Data Has Headers check box is selected. If the data doesn’t
include column headings, deselect the option.

Figure 11-3

Excel doesn’t include header rows in the sort process.

4. From the Sort By drop-down list, select the column by which

you want to sort (see Figure 11-3).
5. From the Sort On drop-down list, choose Values. (I discuss

the other options later in this chapter.)
6. From the Order drop-down list, select how you want to sort

the data:
• By text values: Choose A to Z or Z to A.

Figure 11-4

• By numeric data: Choose Smallest to Largest or Largest to
Smallest.
• By dates: Choose Oldest to Newest or Newest to Oldest.
Click the Options button if you want to make the sorting case-sensitive (noncapitalized
words before capitals).
7. Click OK. Excel sorts data in the following order: numbers,

special characters, alphabetic characters, and then blanks.
Figure 11-4 illustrates the data sorted by name.
115

Chapter 11: Using Excel Tools

Sort by Multiple Criteria
1. Select or click in the list of data you want to sort.
2. Choose Data➪Sort & Filter➪Sort. The Sort dialog box opens.
3. If your data includes column headings, make sure that the

My Data Has Headers check box is selected. If the data
doesn’t include column headings, deselect the option.
Although the most common sort is by rows (top to bottom), you can also sort by columns (left to right). In the Sort dialog box, click the Options button; then, under the
Orientation section, choose Sort Left to Right. Finally, click OK.

Figure 11-5

4. Set up the primary sort criteria as in the previous section.
Excel sorts dates formatted with slashes, such as 11/22/68, as numeric data. Dates
with the day or month spelled out must be sorted differently.
5. Click the Add Level button.
6. In the Then By section, select the secondary column you want

to sort by if two or more items are identical in the first Sort
By option (see Figure 11-5).
7. Select how you want to sort the second data criteria. Repeat

as needed.
To delete an entry, select the sort entry and choose Delete Level. You must keep at
least one sort entry in the list.
8. Click OK. Excel performs the sort process. Figure 11-6 illus-

trates data rows sorted first by Name and then by Totals.
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Figure 11-6
During an Excel sort, apostrophes (‘) and hyphens (-) are ignored
unless two text strings are the same except for a hyphen. In that situation, the text with the hyphen is sorted as the latter.

Sort by Cell Format

Sort by Cell Format
1. Select or click in the list of data you want to sort.
Sorting by cell format is helpful when you have specified conditional formatting conditions. It can sort all items meeting your conditions to the top or bottom of the data
table.
2. Choose Data➪Sort & Filter➪Sort. The Sort dialog box opens.
3. If your data includes column headings, make sure that the

My Data Has Headers check box is selected. If the data
doesn’t include column headings, deselect the option.

Figure 11-7

4. Select your first sort criteria field.
5. From the Sort On drop-down list, select one of the following:

• Cell Color: Choosing this option sorts the cells based on
the cell background formatting (see Figure 11-7).
• Font Color: Choosing this option sorts the cells based on
the font color of the cell contents regardless of background
formatting.
6. Open the Order drop-down list. Several options appear,

including Automatic and each color you used in your selected
field.
7. Select the cell fill color or font color that you want to sort by.

Figure 11-8

8. Choose whether you want the formatted cells to appear at the

top of the data range or at the bottom of the data range.
9. Add any additional sort criteria.
10. Click OK. In Figure 11-8, you see the data sorted with the

green-filled cells at the top.
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Search for Data
1. Choose Home➪Editing➪Find & Select➪Find. The Find and

Replace dialog box appears.
2. In the Find What field, enter the value or word you want to

locate.
3. Click the Options button and specify any desired options

(see Figure 11-9):

Figure 11-9

• Within: Search just the current worksheet or the entire
workbook.
• Search: Select whether to search first across the rows or
down the columns.
• Look In: Select whether you want to search through the values or formula results, through the actual formulas, or in
the comments.
Select Formulas when you’re looking for a formula that references a specific cell
address.

• Match Case: Select this check box if you want your search
to be case-specific (for example, BOBCAT instead of
BobCat or Bobcat).
• Match Entire Cell Contents: Select this check box if you
want your search results to list only the items that exactly
match your search criteria.
4. Click Find Next. Excel jumps to the first occurrence of the

match (see Figure 11-10). If this isn’t the entry you’re looking
for, click Find Next again. Excel advises you if it doesn’t
locate the data that you’re searching for.
5. Click Close when you locate the entry you want.
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Figure 11-10

Locate Cells by Format

Find All Data Occurrences
1. Choose Home➪Editing➪Find & Select➪Find. The Find and

Replace dialog box appears.
2. In the Find What field, enter the value or word you want to

locate.
3. Click Options and specify any desired options.
4. Click the Find All button. The Find and Replace dialog box

expands showing a list of each cell entry that contains your
data (see Figure 11-11).
5. Click any entry. The specified cell is selected. When finished,

click Close.
Figure 11-11

Locate Cells by Format
1. Choose Home➪Editing➪Find & Select➪Find. The Find and

Replace dialog box appears.
2. Click the Format button. The Find Format dialog box appears.
To select formatting from an existing cell, from the Find and Replace dialog box, click
the Format drop-down list arrow and click the Choose Format from Cell button. Click
the desired cell; then continue with the Find and Replace options.
3. From the various tabs, select the formatting options that

you’re searching for. In Figure 11-12, I’m looking for any cell
formatted in Times New Roman font.
4. Click OK. The Find Format dialog box closes, and the Find

and Replace dialog box displays a sample of the format that
you selected.

Figure 11-12

5. Click the Find Next or the Find All button. Excel finds the

formatting occurrence.
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Use the Replace Command
1. Choose Home➪Editing➪Find & Select➪Replace. The Find

and Replace dialog box appears with the Replace tab active
(see Figure 11-13).
If you want to replace data in only certain cells, rows, or columns, select the desired
area before you open the Find and Replace dialog box.
2. In the Find What field, enter the data you want to locate.
Click the Options button to display and select additional search preferences, including
formatting.

Figure 11-13

3. In the Replace With field, enter the data with which you want

to replace the found data.
4. Click Find Next to locate the first found occasion; or, click

Find All to display a list of all occurrences.
5. If you want to use the replacement data on a single occur-

rence, click Replace. Excel performs the replacement and
locates the next occurrence.
6. If you want to replace all occurrences at the same time, click

Replace All. Excel displays an information box, like the one
in Figure 11-14, indicating the number of replacements
made.
7. Click OK.

120

Figure 11-14

Create an AutoFilter

Create an AutoFilter
1. After clicking anywhere in your data, choose Data➪Sort &

Filter➪Filter. Excel displays a filter arrow in each database
column.
Optionally, choose Home➪Sort & Filter➪Filter.

2. Click the arrow in the column heading from which you want

to find a common value. Excel displays a drop-down list,
which includes one of each unique entry (up to 10,000
entries) in the selected column, as you see in Figure 11-15.
3. Remove the check mark from Select All. All items become

unselected.

Figure 11-15

4. Click the entry you want to filter and then click OK. Excel

displays only the records that match your choice. In Figure
11-16, you see the records only for the name Mary.
The filter arrows on filtered columns take on a different appearance to indicate that a
filter is in use.
To sort any column, click the column filter arrow and choose a sort option.

To make the AutoFilter menu wider or longer, drag the grip handle at the bottom.

Figure 11-16

5. To clear the filter, click the filter arrow and choose Clear

Filter from “field name” where “field name” represents the
field you are currently filtering.
6. When you finish filtering your data, choose Data➪Sort &

Filter➪Filter to turn off the AutoFilter. You can turn the
AutoFilter on and off as often as you need to.
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Generate a Subtotal
1. Sort the field to use for generating subtotals. The subtotal

data must have no blank rows or columns, and each column
in the database must have a label in the first row.
2. Choose Data➪Outline➪Subtotals. The Subtotal dialog box

appears.
3. Select the field you want to subtotal from the At Each Change

In drop-down list.
4. Select a function from the Use Function drop-down list.

Choices include Sum (totals the values in a field), Count
(returns the quantity of items in a field), Average (determines
the average value of a field), Max and Min (display the highest and lowest value in a field), and Product (returns the
value of all the numbers in a field multiplied together). The
options also include four statistical functions: StdDev,
StdDevp, Var, or Varp.
5. Select the fields holding the data you want to subtotal from

Figure 11-17

the Add Subtotal To list (see Figure 11-17). You can select
more than one field to subtotal; however, if you’re using the
Sum function, Excel totals only the fields containing values.
6. Select the Replace Current Subtotals check box if you already

have subtotal calculations. Excel replaces the previous subtotals with the new ones.
7. Select the Page Break between Groups check box if you want

Excel to begin each subtotaled group on a new page.
8. Clear the Summary below Data check box if you want Excel

to place the subtotals at the top of each group instead of
under each group.
9. Click OK. Excel performs the subtotal. Figure 11-18 shows

the Totals field data subtotaled by Name.
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Figure 11-18

Remove Subtotals

Control Individual Subtotals
1. Create subtotals for your data. (See the “Generate a Subtotal”

section, earlier in this chapter.)
2. Hide and show data using the following methods:

• See only the grand total. Click the 1 on the subtotal headings.
• See the subtotal categories and amounts (the detail is hidden).
Click the 2 on the subtotal headings (the column on the
left side of the worksheet). As shown in Figure 11-19, you
see the total for each name, but not the detail. The detail
data is not lost, only hidden.
Excel uses its SUBTOTAL function to create the subtotals.

Figure 11-19

• Show all the detail and subtotals. Click the 3 on the subtotal
headings. Excel displays the individual worksheet rows.
3. Click the Hide Detail button (minus sign) next to any subto-

tal row. The selected subtotal detail collapses.
4. Click the Show Detail button (plus sign) next to any subtotal

row. The detail data for the selected row appears.
Optionally, choose Data➪Outline and click the Show Detail or the Hide Detail button.

Remove Subtotals
1. Choose Data➪Outline➪Subtotal. The Subtotal dialog box

appears (see Figure 11-20).

Figure 11-20

2. Click the Remove All button. Excel removes all subtotal infor-

mation from the database, including the Expand and
Collapse icons from the left side of the worksheet. Your data
remains in the order you last sorted it.

123

Chapter 11: Using Excel Tools

Work with Assistance Tags
1. From the worksheet, click a Assistance Tag icon. Each

Assistance Tag type appears with a different icon appearance
including:
• Paste: This icon appears over pasted data (as shown in
Figure 11-21), offering choices for pasting such as whether
to include formatting, values, or both.
• AutoFill: This icon appears after you enter data in a worksheet, offering tips on how to fill in the text or data.
• Insert: This icon appears next to inserted cells, rows, or columns, offering a list of formatting options.
• Hyperlinks: This icon appears next to a “perceived” hyperlink and allows you to not automatically create a
hyperlink.

Figure 11-21

• Error Checking: This icon appears over potential formula
errors in the same way as the Error-Checking feature.
Error-Checking Assistance Tags are indicated by a small,
green triangle in the upper-left corner of a worksheet cell
(see Figure 11-22).
2. Choose the option you want.

Figure 11-22
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Split Data into Multiple Columns
1. If necessary, insert blank columns to the left of the cells you

want to convert into multiple columns. If you want your data
in three columns, you must have two blank columns.
2. Select the cells you want to convert.
You can’t split empty cells, and you can’t split merged cells. You must first unmerge
the cells.
3. Choose Data➪Data Tools➪Text to Columns. The Convert

Text to Columns Wizard appears.

Figure 11-23

4. Select the Original Data type that best suits your existing

date. For example, if you’re separating text that is variable in
length (such as a first name and last name), select Delimited.
The Delimited data type works best if your data has a similar
format. If all cells contain a specific number of characters,
choose Fixed Width.
If your data type is delimited, be sure that each section is separated by a common
character, such as a comma, a period, an apostrophe, or a tab.
5. Click Next. The option you see next depends upon which

data type you selected in Step 4.
6. If you selected Fixed Width, click the ruler bar where you

want the data to split. If you selected Delimited, enter the
character you use to separate your text. In Figure 11-23, the
text is separated by a comma.

Figure 11-24

7. Click Finish. Excel separates the selected cells into multiple

columns. See Figure 11-24.
8. Click OK.
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Merge Columns
1. Click in the cell where you want to put the merged data.
2. Choose Formulas➪Function Library➪Insert Function.
3. From the Or Select a Category drop-down list, choose Text.
4. Select Concatenate.
5. Click OK. The Function Arguments dialog box appears.
6. Type the first cell address or click the cell you want to add to

the combination. Excel enters the cell address in the Text1
field.
Optionally, if you want to add specific text that’s not in a cell address, type the text or
punctuation (including any spaces) on any line. Excel places any spaces, punctuation,
or text in quotation marks.

Figure 11-25

7. In the Text2 field, click the cell or type the text that you want

next. Each element must go on its own line. Figure 11-25
shows an example with a space (Text2) inserted between the
first name (Text1) and the last name (Text3).
8. Click OK. Figure 11-26 shows the list of first and last names

each combined into a single cell.
To convert the merged cells into plain text, instead of formulas, select the merged
cells, choose Edit➪Copy; next, choose Edit➪Paste Special; and finally, select Values
from the Paste Special dialog box.
Optionally, use the ampersand (&) between cell addresses to join text items. For
example, =A1&B1 returns the same value as =CONCATENATE(A1,B1).
However, the cells you connect with the ampersand cannot be blank.
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Creating Charts
in Excel

W

hoever said that a picture is worth a thousand words is most certainly referring to a chart. Face it: We like looking at pictures more
than we like looking at sheets of data. Charts, sometimes referred to as
graphs, provide an effective way to illustrate your worksheet data by making
the relationships between numbers easier to see. A chart turns numbers into
shapes and enables you to compare the shapes to each other. Charts let you
get your thoughts across with simplicity and strength, and because different
charts may cause you to draw varied conclusions, they also prod you to ask
questions about what you’re seeing. Whatever the idea you’re trying to convey, charts make it easier.
If you’ve ever spent hours drawing a chart on graph paper, you’ll really
appreciate the ease with which you can create dozens of different chart styles
using your Excel data. With just a few decisions on your part and a few
clicks of the mouse, you have a 2-D or 3-D illustration of your data.
New to Excel 2010 are Sparklines, which are miniature charts that you can
add to individual worksheet cells. Sparklines, like regular charts, help bring
meaning and context to the data that you’re reporting, but they’re embedded
into the cells they’re describing. Therefore, you get both elements in the
space of one!
In this chapter, discover how to

➟
➟
➟

Add Sparklines to a worksheet.
Quickly and easily create a chart.
Modify a chart’s appearance or content.

➟
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Add Sparklines
1. Select the cell where you want the Sparkline. Typically, this is

next to the data.
2. Choose Insert➪Sparklines and choose a Sparkline type: Line,

Column, or Win/Loss. The Create Sparklines dialog box
appears, as shown in Figure 12-1.
3. In the Data Range field, enter (or drag across the cells with

your mouse) the cells containing the data you want to plot.
4. Change, if necessary, in the Location Range field, the cell in

which you want the Sparkline.
5. Click OK. Excel creates a Sparkline chart in the selected cell.

Figure 12-1

To delete a Sparkline, click the Sparkline cell and choose Sparkline Tools
Design➪Group➪Clear.
To save time when creating multiple Sparklines in a data array (such as in the Figure
12-1 example), use the AutoFill handle to copy the Sparkline settings. This creates a
Sparkline group, and changes that you make to one Sparkline affect all the Sparklines
in the group.

Add Sparkline Markers
1. Select the Sparkline cells on which you want to add markers.
2. Choose Sparkline Tools Design➪Show/Hide and check the

markers you want displayed. In Figure 12-2, you see only the
high point markers.
Figure 12-2
To change the Sparkline type, with the Sparkline cells selected, choose Sparkline Tools
Design➪Type and choose a different type.
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Change Sparkline Styles
1. Select the Sparkline cells on which you want to change the style.
If the Sparklines are in a group and you want to change only one of the Sparklines,
choose Sparkline Tools Design➪Group➪Ungroup.
2. Choose Sparkline Tools Design➪Style and click the More

button. A gallery of Sparkline styles appears, as shown in
Figure 12-3.
3. Select the Sparkline style you want. All selected Sparklines

Figure 12-3

change to the selected style.

Edit Sparkline Data
1. Select the Sparkline cells on which you want to change the

data.
2. Choose Sparkline Tools Design➪Sparkline and click the

arrow on the Edit Data button.
3. From the menu that appears, choose from

• Edit Group Location and Data if you’re working with a
group of Sparklines.
• Edit Single Sparklines Data if you want to change only one
Sparkline’s data location. The Edit Sparklines dialog box
shown in Figure 12-4 appears.

Figure 12-4

4. In the Data Range field, enter the new data area you want to

include in the Sparklines.
5. In the Location Range field, enter or select a new Sparkline

location.
6. Click OK.
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Create a Basic Chart
1. Select the data (contiguous or non contiguous) that you want

to plot in the chart. See Figure 12-5 for an example of contiguous data selected for a chart.
2. Press F11. Excel immediately adds a new sheet (Chart1) to

your workbook with the data plotted into a column chart.
Each subsequent chart page is numbered sequentially
(Chart2, Chart3, and so forth). Figure 12-6 shows you the
various elements that can make up a chart:

Figure 12-5

Some newer keyboards use a different function for the F11 key. If pressing F11 does
not produce a chart, use the Insert tab as explained in the next section.

• Title: A descriptive name for the overall chart. By default,
titles are not added in a basic chart, but you can add them
later manually or by using the Chart Wizard.
• X, or category axis: Column or row headings from your
selected data, which Excel uses for category axis names. In
a column chart, the categories display along the bottom.
In other charts (such as a bar chart), the category axis displays along the left side.
• X axis title: A descriptive name for the category axis. By
default, a category label isn’t added in a basic chart, but
you can add one later manually or with the Chart Wizard.
Figure 12-6
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• Y, or value axis: A scale representing the zero or the lowest
and highest numbers in the plotted data. The Value axis is
usually located on the left side on a column chart or on
the bottom on a bar chart.
• Y axis title: A descriptive name for the values. By default, a
value label isn’t added in a basic chart, but you can add
one later manually or by using the Chart Wizard.
• Legend: The box, usually located on the right, that identifies the patterns or colors assigned to the chart data series.
In Figure 12-7, the legend shows the colors used to represent January, February, and March.
• Tick marks: The small extensions of lines that appear outside the gray area and represent divisions of the value or
category axis.
• Gridlines: These lines extend from the tick marks across the
chart area to allow you to easily view and evaluate data.

Figure 12-7

• Series: Excel uses the worksheet cell values to generate the
series. Each element, called a data marker, represents a single worksheet cell value. Related data markers make up a
data series and have the same pattern or color. In Figure
12-8, you can see the comparison of the data values to the
Y axis and the series values.
• Plot area: The background that represents the entire plotted
chart area.
To delete a chart, right-click the Chart tab and choose Delete. When Excel asks for a
confirmation, click Delete.

Figure 12-8
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Insert a Chart
1. Select the data you want to plot in the chart.
Typically, if you are selecting values such as monthly figures, you don’t want to
include totals in your chart.
Figure 12-9
2. Choose Insert➪Charts, and then click the down-arrow for the

chart style you want. Excel can create many different chart
types; each compares data in a different manner (see Figure
12-9). Some of the most commonly used chart types include
the following:
Click a chart type to see a sample and an explanation of the chart.

• Column: Compares values to categories, using a series of
vertical columns to illustrate the series.
• Bar: Like column charts, compares values to categories but
uses a series of horizontal bars to illustrate the series.
• Line: Similar to bar charts but uses dots to represent the
data points and lines to connect the data points.
• Pie: Compares parts to a whole. Usually, a pie chart has
only one data series. Figure 12-10 illustrates data appropriate for a pie chart.
• Area: Displays the trend of each value, usually over a specified period of time.
• X-Y Scatter: Includes two value axes: one showing a set of
numerical data along the X axis and the other showing
data along the Y axis.
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Figure 12-10

Insert a Chart
• Surface: Shows trends in values in a continuous curve.
• Doughnut: Displays data similarly to a pie chart; compares
parts to a whole, but contains multiple series.
• Stock: Typically (but not exclusively) used to illustrate the
fluctuation of stock prices. In a stock chart, data order is
very important, and the row headings are typically High,
Low, and Close; or Open, High, Low, and Close. See
Figure 12-11 for an example of a stock chart and related
data.

Figure 12-11

• Radar: Displays changes in values relative to a center point
by comparing the cumulative values of multiple data series.
• Bubble: Similar to scatter charts, but compares three sets of
values by displaying a series of circles.
• Cylinder, Cone, and Pyramid: The three chart types to create
a column or bar chart by using 3-D cylindrical, conical, or
pyramid shapes.
3. Choose a chart subtype. Depending on the chart type, some

chart subtypes show the data series next to each other; others
show the data elements stacked on top of each other. Some
charts are 2-D, and others are 3-D. As you see in Figure
12-12, Excel creates the chart on the worksheet where your
data resides.
You’ll soon discover how you can change the chart location to its own sheet. But just in
case you don’t like your changes, make sure to save your worksheet, which also saves
your chart, before modifying chart attributes.

Figure 12-12

The chart is a graphic object. You can resize or delete it like you would any graphic
object.
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Change the Chart Type
1. Click the chart to select it whether it appears on its own sheet

or on a data worksheet. The Chart Tools tab, with three
subtabs, appears.
2. Choose Chart Tools Design➪Type➪Change Chart Type.
3. From the Change Chart Type dialog box that appears,

select the different chart type and subtype you want (see
Figure 12-13).
4. Click OK. Excel modifies the existing chart.

Adjust the Chart Location
1. Click anywhere on the chart that you want to move.

Figure 12-13

If you don’t select the chart first, the Chart Tools tab doesn’t appear.

2. On the Chart Tools Design tab, choose Location➪Move

Chart. The Move Chart dialog box appears (see Figure 12-14).
3. Select a location:

• New Sheet: Creates a new worksheet and places the chart
on the sheet.
• Object In: Moves the chart to an existing sheet in the workbook. Click the drop-down arrow to select the worksheet
to which you want to move the chart.
4. Click OK. Your chart is moved to the location you specify.
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Figure 12-14
To move the chart to a different location on the current worksheet,
position the mouse over the edge of the chart and drag it to a new
location.

Display a Chart Title

Display a Chart Title
1. Click anywhere on the chart you want to modify.
2. Choose Chart Tools Layout➪Labels➪Chart Title. A list of

options appears:
• None: The default choice; you don’t want to display a title.
Also use this option to remove a chart title.
• Centered Overlay Title: Centers the title over the chart but
retains the existing size of the chart.
• Above Chart: Centers the title over the chart but adds room
at the top so the title doesn’t interfere with the chart itself.
3. Make a selection. A text box with the words Chart Title

(as you can see in Figure 12-15) appears on the chart.
4. Click the Chart Title placeholder text and begin typing

Figure 12-15

the desired title.
5. Press Enter. The text you type replaces Chart Title.
6. Click anywhere outside of the chart title to deselect it.
7. (Optional) Choose Chart Tools Layout➪Labels➪Chart Title,

More Title Options. The Format Chart Title dialog box in
Figure 12-16 appears.
8. Select Fill and then choose any desired background options

for the chart title. Live Preview allows you to view various
options without first selecting them.
9. Select Border Color, Border Style, and other title options,

including color, shadows, 3-D formatting, and much more.
You can’t apply 3-D formatting or select a shadow if your title doesn’t have a border.

10. Click Close.

Figure 12-16
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Customize the Chart Legend
1. Click anywhere on the chart that you want to modify.
2. Choose Chart Tools Layout➪Labels➪Legend.
3. Select a placement for the legend or click None to turn off

the chart legend (see Figure 12-17).
4. Choose Chart Tools Layout➪Labels➪Legend➪More Legend

Options.
5. The More Legend Options box offers the same type of for-

matting options as the Chart Title. Choose any desired
options.
6. Click Close.

Add a Data Table

Figure 12-17

1. Click anywhere on the chart that you want to modify.
Data tables can be added to charts on a regular worksheet, but it isn’t a common
practice because the worksheet itself already displays the data.
2. Choose Chart Tools Layout➪Labels➪Data Table. Options

include a choice not to show a data table, show a data table
but not show a chart legend, or to show a data table and
include the chart legend.
Data tables display the chart values in a grid beneath the chart. They are very helpful
if a reader needs to see exact values along with a graphical display, such as when
using a 3-D chart.
3. Make a Data Table selection.
4. Click OK. A data table, as seen in Figure 12-18, displays at

the bottom of the chart showing the actual values.
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Figure 12-18

Select a Chart Color Style

Show Data Labels
1. Click anywhere on the chart that you want to modify.
2. Choose Chart Tools Layout➪Data Labels. A menu of data

label placement options appears.
You can use Data Labels to help identify the data series values, which are sometimes
difficult to read on the Y axis scale.
3. Select a placement option. Figure 12-19 shows the data labels

with a placement of Outside End.
4. Choose Chart Tools Layout➪Data Labels➪More Data Label

Options. The Format Data Labels dialog box appears.
5. If you don’t want the data label to be the series value, choose

a different option from the Label Options area (such as the
series or category names).

Figure 12-19

6. In the Number option, select a number style for the data

labels.
7. Select any additional options and then click Close.

Select a Chart Color Style
1. Click anywhere on the chart that you want to modify.
2. Choose Chart Tools Design➪Chart Styles and click the More

button, which displays the Chart Styles Gallery, as shown in
Figure 12-20.

Figure 12-20

3. Select a chart theme. Scroll down . . . there’s more at the

bottom.
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Place a Picture in a Data Series
1. Right-click the series or data point that you want to modify.
2. From the shortcut menu that appears, choose Format Data

Series. The Format Data Series dialog box appears.
3. Click the Fill option; from the Fill options that appear on the

right, select Picture or Texture Fill and then click File. The
Insert Picture dialog box appears.
4. Locate and select the picture you want to use. Click Insert.

The Format Data Series dialog box reappears.
5. Click Close. Figure 12-21 illustrates a pie chart where the one

series was replaced with a photograph of spring flowering
trees. As an extra example, you see the other series replaced
with texture, patterns and gradients.
Figure 12-21

Adjust Chart Data
1. Click anywhere on the chart that you want to modify and

choose Chart Tools Design➪Data➪Select Data. The Select
Data Source dialog box opens with the current chart data
selected in the worksheet (see Figure 12-22).
2. Drag in the worksheet to select the new data range. The Select

Data Source dialog box collapses so you can easily see your
data.
3. Release the mouse button. The Select Data Source box reap-

pears, and the new data range appears in the Chart Data
Range box.
4. Click OK. The Select Data Source dialog box closes.
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Printing in Excel

W

hen you finish compiling your worksheet, you’ll probably want to
print a copy or e-mail a copy to someone else. This chapter shows
you a number of Excel tools that you can use to improve your document
layout, including headers, footers, page orientation, and margins.
When you’re printing, Excel assumes that you want to print the entire worksheet area unless you specify otherwise. You discover in this chapter how to
tell Excel exactly what you want to print. This chapter also includes these
topics:
• Working with page breaks
• Adjusting the paper size
• Making a worksheet fit when you must get a few last rows or
columns on a single page
• Printing gridlines or row and column headings on the page, as well
as other options for printing your worksheet or chart
• Sharing a workbook with others via e-mail

➟
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Preview Before Printing
1. Click the File tab. From Backstage view that appears, choose

Print. A print settings section appears on the left, and a preview of the worksheet appears on the right.
2. From the preview area (shown in Figure 13-1), select from

the following options:
• If you have multiple pages, click the Page buttons (in the
bottom center) to view additional pages.
• Click the Zoom icon in the lower right corner to enlarge
the view. Click it again to reduce the view.
• Select the Show Margins icon to display the page margins;
then drag any margin line to manually set margin size.
Click the Show Margins icon again to turn off the
margin lines.
See “Set Page Margins” later in this chapter to choose from predefined margins
settings.

Figure 13-1

See the upcoming task “Print Worksheets and Charts” to review the Print Settings
options.
3. Click the File tab to return to Normal view.

Add a Manual Page Break
1. Click a cell in the row where you want the new page to begin.
2. Choose Page Layout➪Page Setup➪Breaks➪Insert Page Break.

Dotted page break lines appear, similar to the ones shown in
Figure 13-2.
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Figure 13-2

Adjust Paper Orientation and Size

Specify a Print Area
1. Highlight the area you want to print. See Figure 13-3.
Unless you specify a specific print area when you print, Excel prints the entire
worksheet.
2. Choose Page Layout➪Page Setup➪Print Area➪Set Print Area.

Dotted lines appear around the print area. When you print
the worksheet, only the area contained within the dotted
lines prints. See “Print Worksheets and Charts,” later in this
chapter.
Figure 13-3
To reset Excel to print the entire worksheet, choose Page Layout➪Page Setup➪Print
Area➪Clear Print Area.

Optionally, highlight the area you want to print. Then, after clicking the File tab, click
the Print option. From the Print What settings of the Print Settings panel, choose
Selection.

Adjust Paper Orientation and Size
1. Choose Page Layout➪Page Setup➪Orientation.
2. Select whether you want Portrait or Landscape orientation.
Portrait orientation prints the top of the document along the short edge of the paper,
and Landscape prints it along the long edge of the paper.
3. Choose Page Layout➪Page Setup➪Size. A drop-down list of

paper sizes appears.
4. Select a paper size. Your choices depend upon the printer you

use. The two most common choices in the United States are
Letter (8.5" x 11") and Legal (8.5" x 14"). See Figure 13-4.

Figure 13-4
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Make Worksheets Fit Better on a Page
1. Choose Page Layout➪Scale to Fit.
2. Click the Scale to Fit dialog box launcher. The Page Setup

dialog box opens.
3. From the Scaling area, choose how many pages wide you

want the document. Make a selection from the options seen
in Figure 13-5:
• Adjust To: Enlarge or shrink the printed font size by setting
a percentage option between 10 and 400.
• Fit To: Force Excel to a specified number of pages wide and high.
Don’t try to shrink the document too much because Excel shrinks the font: Trying to fit
too much on a page can make the document typeface too small to read.
4. Click OK.

Figure 13-5

Optionally, instead of opening the Page Setup dialog box, select width, height, and
scaling options from the Scale to Fit group.

Set Page Margins
1. Choose Page Layout➪Page Setup➪Margins. Figure 13-6

shows a list of margin options.
2. Select from the margins options shown, or choose Custom

Margins to open the Page Setup dialog box, where you can
set your own margin options.
From the Page Setup dialog box, select either the Horizontally option and/or the
Vertically in the Center on Page option section to center the worksheet on the page,
regardless of the margins.
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3. Click OK.

Figure 13-6

Print Gridlines and Row and Column Headings

Specify Repeating Rows and Columns
1. Choose Page Layout➪Page Setup➪Print Titles. The Page

Setup dialog box opens.
2. On the Sheet tab, in the Rows to Repeat at Top field, type a

dollar sign ($) followed by the row numbers or column letters that you want to print as titles. Entering $1:$1, as you see
in Figure 13-7, repeats row 1 at the beginning of each page.
Click the worksheet icon on the right to collapse the Page Setup dialog box so that you
can select the rows or columns you want to include. Click the button again to return to
the Page Setup dialog box.
3. Click OK.

Print Gridlines and Row
and Column Headings

Figure 13-7

1. Choose Page Layout➪Sheet Options and choose from the fol-

lowing options:
• Gridlines➪Print: Select this option to print the gridlines
surrounding each cell in the worksheet.
By default, the Gridlines View option is selected. If you don’t want to see the gridlines
while you’re working on the worksheet, clear this option.

• Headings➪Print: Select this option to print the row numbers or column letters around the worksheet. Figure 13-8
illustrates a worksheet printed with gridlines and row and
column headings.
By default, gridlines are a lighter shade of blue. You can change the gridline color by
clicking the File tab and choosing Options, Then selecting a different gridline color
from the Advanced section.

Figure 13-8
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Add a Standard Header or Footer
1. Choose View➪Workbook Views➪Page Layout. You see the

header area of your worksheet. Headers and Footers are
divided into three sections: Left, Center, and Right. Headers
appear at the top of each printed page, and footers appear at
the bottom of each printed page.
2. Click anywhere in the header or footer area. A blinking inser-

tion point appears in the area, and the Header & Footer Tools
Design tab appears above the Ribbon.
3. Choose Header & Footer Tools Design ➪Header & Footer➪

Header (or Footer). A list of predefined headers or footers
appears, as shown in Figure 13-9.

Figure 13-9

4. Select the header or footer you want to use.

View Other Header and Footer Options
1. From Page Layout view (Views➪Workbook Views), click in

the header or footer area.
2. Choose Header & Footer Tools Design. From the Options

group, select any of the options shown in Figure 13-10:
• Different First Page: Excel won’t print the header or footer
on the first page.
• Different Odd & Even Pages: You want a header or footer
for the odd-numbered pages of the document.
• Scale with Document: Use the same font size and scaling as
the worksheet. If you want the header and footer font size
and scaling independent of the worksheet scaling, clear
this check box.
• Align with Page Margins: Align the header and footer with
the left and right margins of the worksheet.
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Figure 13-10

Create a Custom Header or Footer

Create a Custom Header or Footer
1. Choose View➪Workbook Views➪Page Layout view.
Click Go to Footer to jump to the footer area.

2. From Page Layout view, in any desired header or footer sec-

tion, type the text you want for the header (or footer). As you
see in Figure 13-11, you can format the header and footer
text just like you would any cell data.
3. Choose Header & Footer Tools➪Design and click any options

Figure 13-11

from the Header & Footer Elements group:
• Page Number: Insert a code that indicates the page number.
• Number of Pages: Insert a code that indicates the total number of pages.
Add text to the Page text. For example: Page &[Page] of &[Pages] prints Page 3
of 5 or Page 1 of 2.

• Current Date or Current Time: Insert the print date or time
of day, respectively. See Figure 13-12.
• File Path, File Name, or Sheet Name: Include file
information.
• Picture: Insert a graphic image, such as a company logo.
• Format Picture: Resize, rotate, or crop a header or footer
graphic image.
4. Click anywhere outside the header or footer area to return to

Figure 13-12

Page Layout view.
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Print Worksheets and Charts
1. Click the File tab. From Backstage view, choose Print. A Print

Settings section appears on the left, and a preview of the
worksheet appears on the right.
2. From the Print Settings area shown in Figure 13-13, choose

from the following options:
• Copies: Select the number of copies you want to print.
• Printer: Select the printer to which you want to print.
• Settings: Choose whether to print the current worksheet, a
preselected area, or the entire workbook. You can also
specify to print only certain pages. Other settings, such as
whether to print double-sided (if your printer has the
capability), print collation order, orientation, paper size,
and margins are also available.
3. Click the Print button.
Figure 13-13

E-Mail a Workbook
1. Click the File tab. choose Share➪Send Using E-Mail and then

click Send as Attachment. As you see in Figure 13-14, your
e-mail program launches with the workbook as an attachment.
Recipients must have Excel installed on their computer to open the workbook file.

2. Enter the recipient e-mail information and any additional

text in the body of the message.
Optionally, instead of sending as an Excel attachment (an editable file), you can send
the workbook as a PDF or XPS attachment (not editable).
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3. Click Send.

Figure 13-14
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Creating a
Presentation

T

he first step of any journey through PowerPoint is to open the program
and create a new presentation or open an existing presentation.
(Obviously, you can’t do anything in PowerPoint until you launch the
program.)
In this chapter, I talk about how to launch PowerPoint and begin to create a
new presentation. I also show you how to save a presentation and then
safely exit the program.
Note: I assume you have the Microsoft Office 2010 suite or Microsoft Office
PowerPoint 2010 installed. If you need to perform an installation, refer to
the user documentation accompanying your installer CD for installation
instructions.
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Start PowerPoint
1. Start your computer and log on to Windows.
2. Choose Start➪All Programs➪Microsoft Office➪Microsoft

PowerPoint 2010. Microsoft PowerPoint opens, and a blank
presentation appears as shown in Figure 14-1. PowerPoint
calls this opening view Normal view.
To create a convenient program shortcut on your desktop, locate Microsoft PowerPoint
2010 on your Start menu and then right-click the PowerPoint application icon to open
a contextual menu. Choose Send To➪Desktop (Create Shortcut). Just double-click the
shortcut icon that now appears on your desktop to launch PowerPoint.

Open a Saved Presentation
1. Open PowerPoint.

Figure 14-1

2. Click the File tab. From Backstage view that appears, click

Open. The Open dialog box appears (see Figure 14-2).
Alternatively, press Ctrl+O to open the Open dialog box.
3. From the Folders or the Favorite Links sections, navigate your

hard drive and locate the folder where you have a saved
presentation.
4. Click a presentation to select it.
If you want to open multiple presentations, press the Ctrl key and click each presentation you want to open in the Open dialog box. Click Open, and PowerPoint opens all
the selected presentations.
5. Click Open, and the presentation opens in PowerPoint.

Figure 14-2
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Create a New Presentation
1. In PowerPoint, click the File tab. From Backstage view that

appears, choose New.
2. In the Available Templates and Themes pane (see Figure

14-3), select one of the following options to create a
presentation:
• Home: Click an option from here to display the templates
installed with PowerPoint that reside locally on your
computer.
• Office.com Templates: Click any category here to display a
selection of templates that you can download from
Microsoft.
3. Click the Create button.

Use Slides from Another File

Figure 14-3

1. Open or create a presentation in PowerPoint, choose

Home➪Slides, and click the New Slide arrow.
2. Click Reuse Slides. The Reuse Slides pane opens on the right

side of the screen.
3. Click the Browse button and then choose Browse File. Locate

and click the presentation from which you want to reuse
slides.
4. Click Open. All the slides in the selected presentation appear

in the Reuse Slides pane, as shown in Figure 14-4.
5. Click the slides you want to reuse. PowerPoint automatically

inserts the slide into your current presentation.
6. Click the Close (X) button to close the Reuse Slides pane.
Figure 14-4
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Save a Presentation
1. Open or create a presentation in PowerPoint.
2. Click the File tab. From Backstage view that appears, choose

Save As. The Save As dialog box appears (see Figure 14-5).
3. Type a name for your presentation in the File Name text box.
4. From the Folders or the Favorite Links sections, navigate your

hard drive and locate the folder where you want to save your
presentation.
5. Click Save to save the file.

Save a Presentation in
a Different Format
1. Start PowerPoint and create or open a presentation.

Figure 14-5

2. Click the File tab. From Backstage view that appears, choose

Save As. The Save As dialog box appears.
3. Name your file by typing a name in the File Name text box.
4. Click the drop-down list arrow for Save as Type. A list of file

types appears, as shown in Figure 14-6.
5. Choose the file type that you want.
6. From the Folders or the Favorite Links sections, navigate your

hard drive and locate the folder where you want to save your
presentation.
7. Click Save to save the file.
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Figure 14-6

Exit PowerPoint

Close a Presentation
1. Open or create a PowerPoint presentation.
2. Click the File tab. From Backstage view that appears, choose

Close.

Figure 14-7

3. If you haven’t saved the file since your last edit, PowerPoint

prompts you with a dialog box to save your changes before
the file closes (see Figure 14-7). After closing a file,
PowerPoint remains open and ready for you to create a new
presentation or open another presentation.
Alternatively, you can click the X in the top-right corner of the PowerPoint document
window or press Ctrl+F4.

Exit PowerPoint
1. Open or create a presentation in PowerPoint.
2. Click the File tab. From Backstage view that appears, choose

Exit (see Figure 14-8).
3. If you haven’t saved the file since your last edit, PowerPoint

prompts you to save your changes before the file closes.
4. Click Yes to save your last edits and exit, or click No to exit

PowerPoint without saving your changes.
You can also press Alt+F4 to exit PowerPoint.

Figure 14-8
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Create an Outline
1. Open or create a presentation in PowerPoint. From the slide

thumbnail panel, click the Outline tab to show the Outline
pane (see Figure 14-9).
2. Click to the right of the small slide icon and type the main

title in the title slide and then do one of the following:
• Title only: If you want just a title to appear, press Enter.
PowerPoint creates a second slide.
• Add a subtitle: Press Tab on the second slide, and the insertion point moves up beneath the title slide. Type a subtitle
and then press Enter to create a new slide.
3. Press Shift+Tab to move the insertion point to the left, which

creates a new slide.
4. Type a slide title on slide 2 and then press Enter.

Figure 14-9

5. Press Tab to move the insertion point to the right one level,

which is a bullet point.
6. Type text for the bullet point and then press Enter to add

additional bullet points.
7. When you’re finished adding bullets on the current slide,

press Enter and then press Shift+Tab to create a new slide.
Press Tab to move the outline level to the right; press Shift+Tab to move the outline
level to the left.
8. Press Enter to create a new slide, and repeat Steps 4–7 to con-

tinue adding titles and bullet points (see Figure 14-10).

Figure 14-10
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Add a New Slide

Import a Microsoft Word Outline
1. Open or create a presentation in PowerPoint and then click

the Home tab.
2. From the Slides group, click the New Slide arrow. A list of

options appears.
3. Choose Slides from Outline. The Insert Outline dialog box

opens (see Figure 14-11).
4. From the Folders or the Favorite Links sections, navigate your

hard drive and locate the folder where you saved your
Microsoft Word outline.
5. Click the Word outline you want to import. The document

name is highlighted.
6. Click Insert.
Files you import as outlines from Word files should be formatted with Level 1 and
Level 2 styles in Microsoft Word. If you import a file and the Level 2 heads don’t
import as subcategories in PowerPoint, return to the Word file and check the
formatting.

Figure 14-11

7. Click the Outline tab in PowerPoint to view the outline (see

Figure 14-12).

Add a New Slide
1. Open or create a presentation in PowerPoint.
2. Click the Slides tab, which displays the slides as thumbnails.

Figure 14-12
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3. Click the slide preceding the slide you want to add in your

presentation.
When you add new slides to a presentation, the new slide is added after the selected
slide.
4. Choose Home➪Slides➪New Slide or press Ctrl+M (see

Figure 14-13).
5. Choose the slide layout you want for the new slide.
6. Type text in either Slide mode or Outline mode for the title

and bullet points.

Delete a Slide
1. Open or create a presentation in PowerPoint.

Figure 14-13

2. From the slide thumbnail pane, click the Slides tab and select

the slides you want to delete. Thick borders appear around
the selected slides.
Alternatively, you can select a slide in the Slide Sorter view and press the Delete (Del)
key. See Chapter 15 for information on the Slide Sorter view.
3. Perform one of the following actions:

• Press the Delete key.
• Right-click the unwanted slide and choose Delete Slide
from the menu that appears (see Figure 14-14).
If you accidently delete the wrong slides, immediately press Ctrl+Z or click the Undo
button on the Quick Access toolbar.
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Figure 14-14

Editing a Presentation

A

fter putting together the pieces of your PowerPoint presentation, you
will most likely need to make some changes. Fortunately, PowerPoint
provides a number of editing features that you can use to modify your
presentation.
This chapter is about editing. Whether you want to edit the actual text on a
slide, the text font, or even the slide layout, this chapter shows you how to
accomplish those tasks. Discover how to give your slides additional pizzazz
by adding clip art, pictures, sound files, and video files.
You’ll also discover how to work in Slide Sorter view, where you can get a
good overall look at your presentation by providing a thumbnail size view
of each slide. In Slide Sorter view, you’ll realize how easy it is to rearrange or
delete slides.
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Change a Slide Type
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and select the slides that you want
to modify.
2. Choose Home➪Slides➪Layout. The gallery of available slide

layouts appears, as shown in Figure 15-1.
3. Choose the layout you want. The selected slides change, and

objects are rearranged according to the new layout.
Depending on the layout you choose as well as the current view, you may see some
new placeholders.

Copy Slides
1. Open a PowerPoint presentation.
2. From the slide thumbnail pane, click the Slides tab and select

the slides you want to copy.

Figure 15-1

3. Choose Home➪Clipboard➪Copy or right-click the selected

slide and choose Copy from the contextual menu that
appears.
4. Either in the same presentation or a different presentation,

from the slide thumbnail pane, click the Slides tab and select
the slide preceding the position where you want the new
slide.
5. Choose Home➪Clipboard➪Paste, or right-click the selected

slide and choose Paste from the contextual menu that appears.
PowerPoint copies the selected slides into the new location,
as shown in Figure 15-2.
If you accidentally paste the slide into the wrong position, drag the slide to the
correct position in the slide thumbnail pane or in Slide Sorter view.
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Figure 15-2

Edit Slide Text

Add Text to a Slide
1. On a PowerPoint presentation slide, click in a text box place-

holder. A box indicating the object boundary appears, along
with a blinking insertion point.
2. Type the desired text. As shown in Figure 15-3, text appears

as you type.
3. Click outside the text box.
4. If you’re using a Title and Content layout, you can click the

box under the title and begin typing text. PowerPoint places
bullet points next to the text. If you’re using a Title Slide layout, clicking the next box adds a subtitle to the slide.
To create a second level of bullet points, press Tab to indent the text. Press Shift+Tab
to return to the previous level.

Figure 15-3

Format the text font, size, or color by selecting the text, choosing Home➪Font, and
choosing new text options.

Edit Slide Text
1. From the slide thumbnail pane in an open PowerPoint pre-

sentation, click the Slides tab and select the slide you want to
modify. The slide appears in the slide pane.
2. Click the cursor inside the text placeholder. A blinking cursor

appears.
3. Drag the mouse across the text you want to edit. The selected

text becomes highlighted. (See Figure 15-4.)
4. Type new text to replace the selected text.

Figure 15-4
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Move a Text Placeholder
1. From the slide thumbnail pane in an open PowerPoint pre-

sentation, click the Slides tab and select the slide you want to
modify. The slide appears in the slide pane.
2. Click the slide placeholder containing the text you want to

move. The placeholder has a border and eight handles
around it.
3. Move the cursor to the placeholder border so that it changes

from an I-beam to a black, four-headed arrow (see Figure
15-5). Do not place the cursor over one of the eight handles.
4. Drag the placeholder to a new position.

Resize a Text Placeholder
1. From the slide thumbnail pane in an open PowerPoint pre-

Figure 15-5

sentation, click the Slides tab and select the slide you want to
modify. The slide appears in the Slide pane.
2. Click the slide placeholder containing the text you want to

move. The placeholder has a border and eight handles
around it.
3. Move the cursor over one of the placeholder handles. The

mouse pointer changes from an I-beam to a white, doubleheaded arrow (see Figure 15-6).
4. Drag any one of the small circles on the corners or the four

squares at the midpoint of each border in or out to make the
placeholder box smaller or larger, respectively.
5. Release the mouse button when you finish resizing the

text box.

Figure 15-6
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Format Text
1. From the slide thumbnail pane in an open PowerPoint pre-

sentation, click the Slides tab and select the slide you want to
modify. The slide appears in the slide pane.
2. If you want to format only a portion of the text, drag across

the text you want to modify to highlight the text. If you want
to format the entire text box, click the border around the text
box.
3. From the Font group on the Home tab, choose from the

following:
• Font: Click the down-arrow next to the font name to
choose from a menu of fonts (see Figure 15-7).
• Font Size: Click the down-arrow next to the font size to
choose from a menu of font sizes.
• Increase or Decrease Font: Click the larger A to increase the
font size; click the smaller A to decrease the font size.

Figure 15-7

• Font Attributes: Click the B for bold, I for Italics, U for
Underline, S for Shadowing, or abc for Strikethrough.
• Character Spacing: Click this button to change the spacing
between characters.
• Change Case: Click this button to display a menu where
you can change the selected text to Sentence case, lower
case, UPPER CASE, Capitalize Each Word, and tOGGLE
cASE.
• Font Color: Click this option to select a color for the
selected text (see Figure 15-8).

Figure 15-8
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Organize Slides in the Slide Sorter
1. From an open PowerPoint presentation, choose

View➪Presentation Views➪Slide Sorter, or click the Slide
Sorter view button (located with the View icons on the status
bar). PowerPoint changes the view to Slide Sorter view, where
you can see thumbnail representations of all slides in the presentation. Figure 15-9 illustrates a presentation in Slide Sorter
view.
2. Click the zoom controls at the bottom of the window (see

Figure 15-10). Use the plus (+) icon to make the slides larger
in the window, or use the minus (–) icon to make the slides
smaller in the window.
If your mouse has a scroll wheel, hold down the Ctrl key and roll the scroll wheel forward to enlarge the view, or roll the scroll wheel backward to shrink the view.
Figure 15-9
3. Drag a slide either between two slides or to the far left or

right of a slide in a row. A vertical line appears. When you
release the mouse button, the selected slide drops between
the slides on either side of the vertical line.
You can’t edit individual slides while in Slide Sorter view.

4. From Slide Sorter view, double-click a slide, click the Normal

view icon in the zoom control area, or choose View➪
Presentation Views➪Normal. PowerPoint displays the slide in
Normal view, where you can edit the slide contents.
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Figure 15-10

Insert Clip Art

Insert Clip Art
1. From the slide thumbnail pane in an open PowerPoint pre-

sentation, click the Slides tab and select the slide you want to
modify. The slide appears in the slide pane.
2. In a slide content placeholder, click the Clip Art icon (see Figure

15-11). (Hover your mouse over the icons to see the tooltip for
the Clip Art icon.) The Clip Art task pane appears on the right.
Alternatively, choose Insert➪Images➪Clip Art.

3. In the Search For box, enter a keyword that describes the art

you’re looking for.
In the Search For box, if you type two words — such as yellow leaves — PowerPoint
searches for clips using the keywords yellow and leaves. If you type two words
enclosed by quotation marks — “yellow leaves” — the program searches for clips
that contain the phrase yellow leaves. If you type two words separated by a
comma — yellow, leaves — PowerPoint searches for art with the keywords
yellow or leaves.

Figure 15-11

4. In the Results Should Be box, click the down-arrow and select

your desired media type. Choose from Illustrations (clip art
drawings), Photographs, Audio, and Video.
Clear the Include Office.com Content check box if you don’t want PowerPoint to search
online for additional matching media.
5. Click the Go button. The Clip Art pane displays media that

matches your search criteria.
6. In the results panel, click the thumbnail you want. PowerPoint

inserts it into your slide, as shown in Figure 15-12.

Figure 15-12

163

Chapter 15: Editing a Presentation
To delete the clip art from the slide, click the image and press Delete.

7. Click the Clip Art task pane Close button (X).

Insert a Saved Picture
1. From the slide thumbnail pane in an open PowerPoint pre-

sentation, click the Slides tab, and select the slide you want
to modify. The slide appears in the slide pane.
2. In a slide content placeholder, click the Insert Picture from

File icon. Hover your mouse over the icons to determine
which icon is the Insert Picture from File icon. The Insert
Picture dialog box seen in Figure 15-13 opens.
Alternatively, choose Insert➪Images➪Picture. Using this option may make the
image fill the entire slide.

Figure 15-13

3. From the Folders or the Favorite Links sections, navigate your

hard drive and locate the folder where you have a saved picture. Pictures can include digital photographs or other
graphic images, such as a company logo.
4. Click the picture you want. To add multiple pictures at the

same time, hold down Ctrl while you click the images.
5. Click the Open button. PowerPoint inserts the image onto

the slide, as shown in Figure 15-14.
See Chapter 16 for information on cropping, resizing, rotating, and flipping
pictures and other artwork.

To delete the picture, click the image and press Delete.
Figure 15-14
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Insert a Sound
1. From the slide thumbnail pane in an open PowerPoint pre-

sentation, click the Slides tab and select the slide you want to
modify. The slide appears in the slide pane.
2. Choose Insert➪Media and click the arrow on the Audio button.
3. Choose Audio from File. The Insert Audio dialog box opens.
If you want a sound file from Clip Art, see the earlier task on inserting clip art which
also offers video and sound files.
4. From the Folders or the Favorite Links sections, navigate your

hard drive and locate the folder where you have a saved
audio file.
5. Select the sound file you want and then click the Insert but-

ton. A sound icon appears on the slide, as shown in Figure
15-15. Also notice the two new Audio Tools tabs that appear
on the Ribbon.

Figure 15-15

To delete the sound file from the slide, click the sound icon and press Delete.
Figure 15-16
6. With the sound icon selected, click the Audio Tools Playback

tab. A series of sound playback options appears (see Figure
15-16).
7. Select the options you want for the sound file, including vol-

ume, whether to loop (repeat) the sound file, when to play
the sound file, and other editing options.
8. Choose Audio Tools➪Playback➪Preview➪Play to listen to

the sound file.
You can also play or pause the sound file from the toolbar that appears under the
sound icon.
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Insert a Video File
1. From the slide thumbnail pane in an open PowerPoint pre-

sentation, click the Slides tab, and select the slide you want
to modify. The slide appears in the slide pane.
2. In a slide content placeholder, click the Insert Media Clip

icon (see Figure 15-17). The Insert Video window appears.
You can also choose Insert➪Media, click the arrow on the Video button, and choose
Video from File.
3. From the Folders or the Favorite Links sections, navigate your

hard drive and locate the folder where you have a saved
video file.
4. Select the video file you want and then click Insert. The first

frame of the movie (which is probably blank) appears on
your slide, along with the two new Video Tools tabs that
appear on the Ribbon.

Figure 15-17

To delete the video file from the slide, click the video icon and press Delete.

5. With the video icon selected, click the Video Tools Playback tab.

A series of video playback options appears (see Figure 15-18).
6. Select the options you want for the video file, including vol-

ume, whether to play the movie in a full screen or a frame,
whether to loop (repeat) the movie, when to play the movie,
and other editing options.
7. Choose Video Tools➪Playback➪Preview➪Play to play the

video.
You can also play or pause the video file from the toolbar that appears under the
video icon.
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Figure 15-18

Working with Objects

E

However, after you create one or more shapes, you’ll probably want to
manipulate them more by changing their appearance, size, or position on
the slide. That’s what this chapter is about: creating and manipulating
shapes and other objects.
Here, you’ll discover how to

➟
➟
➟
➟
➟

➟

Chapter

verything you see and touch has a shape. In the PowerPoint world,
shapes are 2-D or 3-D and are the result of a geometric design.
PowerPoint calls them objects. You can add shapes to a slide to provide more
information and better illustrate the slide topic. In Chapter 15, you discover
how to insert pictures in a slide, and in Chapter 17, you discover how to
insert charts. Charts and picture are also objects.

Crop, resize, rotate, and flip pictures.
Adjust picture clarity.
Draw shapes and lines.
Change object color, object style, and line styles.
Manipulate multiple objects.
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Crop a Picture
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and select the slide containing the
picture that you want to modify.
2. Select the picture you want to crop. The picture has handles

around it, and the Picture Tools Format tab appears on the
Ribbon.
Cropping is one of the easiest things you can do to improve the composition of your
picture and hone in on the focal point.
3. Choose Picture Tools➪Format➪Size➪Crop. Cropping han-

dles appear around the image corners and middle edges.
4. Drag one of the cropping handles inward to indicate the por-

tion of the image you want removed. To crop equally on two
sizes simultaneously, press the Ctrl key while you drag a side,
top, or bottom center crop handle. To crop equally on all
four sides simultaneously, press the Ctrl key while you drag a
corner handle. A shaded area represents the area being
cropped (see Figure 16-1).

Figure 16-1

5. Click the Crop tool again or click anywhere outside of the

picture to finalize the crop. The picture appears cropped in its
new size (see Figure 16-2).
If you crop too much off the image, you can restore a cropped area by dragging the
crop handle outward from your picture.

To restore a picture to its original size, click the picture and choose Picture Tools➪
Format➪Adjust➪Reset Picture. (It’s the last icon in the group.)

Figure 16-2
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Rotate a Picture

Resize a Picture
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and select the slide containing the
picture that you want to modify.
2. Select the picture you want to resize. The picture has handles

around it.
3. Position your mouse pointer over one of the handles. The

mouse pointer turns into a white, double-headed arrow.
4. Drag a corner handle to resize both the width and height of

the image; drag a top or bottom middle handle to resize the
height of the image only, or drag the left or right middle handle to resize the width of the image only. To keep the center
of the object in the same place, press the Ctrl key while you
drag. As you drag, you see both the original image size and
the new image size (see Figure 16-3).

Figure 16-3

5. Release the mouse button when the image is the desired size.
To precisely resize the image, choose Picture Tools➪Format➪Size and enter the
desired image height and width.

Rotate a Picture
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and select the slide containing the
picture that you want to modify.
2. Select the picture you want to rotate. The picture has handles

around it. You also see a green rotation handle at the top of
the image.
3. Drag the green rotation handle until the image is the angle

you want it, and then release the mouse button (see Figure
16-4).

Figure 16-4
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Flip a Picture
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the picture
that you want to modify.
2. Choose Picture Tools➪Format➪Arrange➪Rotate. A menu

appears.
3. Choose Flip Vertical or Flip Horizontal, depending on how

you want your image. In Figure 16-5, the koala was originally
facing left, but after flipping horizontally, is now facing right.
If you’re flipping an object other than a picture — say, a shape or a Clip Art object —
choose Drawing Tools➪Format➪Rotate.

Adjust Picture Brightness and Contrast

Figure 16-5

1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the picture
that you want to modify.
2. Choose Picture Tools➪Format➪Adjust➪Corrections. A gallery

of options appears, as shown in Figure 16-6.
3. As you hover your mouse over a gallery choice, the Live

Preview feature allows you to see the picture with the brightness and contrast changes. Select the option you want.
To adjust the picture’s color tone and saturation, choose Picture Tools➪
Format➪Adjust➪Color and choose from the options displayed.

Figure 16-6
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Add Transparency to an Object
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the object
that you want to modify.
2. Choose Drawing Tools (or Picture Tools)➪Format➪Adjust➪

Color➪Set Transparent Color. The mouse pointer becomes a
white arrow with another arrow on the tip of it.
3. On the object, click the color that you want to make transpar-

ent. That area becomes transparent, as shown in the beforeand-after image in Figure 16-7.

Draw Shapes
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide on which you want
to draw a shape.

Figure 16-7

2. Choose Insert➪Illustrations➪Shapes. A gallery of shapes

appears, as shown in Figure 16-8. Hover your mouse over
any shape to see a tooltip describing the shape.
3. Click the shape you want to draw. The mouse pointer

becomes a black cross.
When drawing a box or circle, hold down the Shift key while drawing the shape to
constrain the shape into a perfect square or perfect circle. When drawing lines, holding
the Shift key draws a perfectly straight line.
4. Drag on the slide to create the shape. When you release the

mouse button, the shape appears on the slide.
To delete an object, select the item and press Delete.

Figure 16-8
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Change the Shape Style
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then click the
shape you want to modify.
2. Choose Drawing Tools➪Format➪Shape Styles and then click

the More button to display a gallery of styles, as shown in
Figure 16-9.
3. Choose the style you want.
You can also change the shape fill by choosing Drawing Tools➪Format➪
Shape Styles➪Shape Fill. From the resulting menu, you can also choose Pictures,
Gradients, or Textures for the shape.

Change Line Color
1. Open the PowerPoint presentation. From the slide thumbnail

Figure 16-9

pane, click the Slides tab. Select the slide and then click the
shape or line you want to modify.
2. Choose Drawing Tools➪Format➪Shape Styles➪Shape

Outline. A color palette appears (see Figure 16-10).
3. Select the color you want for your line or as the outline of

your shape object.
To remove an outline from a shape, choose Drawing Tools➪Format➪
Shape Styles➪Shape Outline➪No Outline.
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Figure 16-10

Move Objects

Change Line Style
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then click the
shape or line you want to modify.
2. Choose Drawing Tools➪Format➪Shape Styles➪Shape

Outline➪Weight. From the fly-out menu that appears, choose
a line thickness.
3. Choose Drawing Tools➪Format➪Shape Styles➪Shape

Outline➪Dashes. From the fly-out menu that appears, choose
a line style (see Figure 16-11).
4. Choose Drawing Tools➪Format➪Shape Styles➪Shape

Outline➪Arrows. From the fly-out menu that appears, choose
an arrow head style.

Move Objects
1. Open the PowerPoint presentation. From the slide thumbnail

Figure 16-11

pane, click the Slides tab. Select the slide and then click the
shape or line you want to move. The object has a border and
eight handles around it; however, if the object is a line, it will
have only two handles around it and no border.
2. Move the cursor over any place except over a handle, on

the line or shape. The cursor becomes a four-headed black
arrow; then click and drag the object to a new location (see
Figure 16-12).
3. To nudge a line or shape horizontally or vertically, press an

arrow key to move the object in the direction of the arrow key.

Figure 16-12
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Stack Objects

twice: once with Align Center and then again with
Align Middle (see Figure 16-14).

1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then select one
of the overlapping objects that you want to reorder.
2. Choose Drawing (or Picture) Tools➪Format➪Drawing➪

Arrange and choose one of the two options:
• Click the Bring Forward arrow. Choose Bring to Front to
place the selected object in front of all objects, or choose
Bring Forward to place the selected object up one object
level. In Figure 16-13, on the left, you see the arrow —
originally in the middle of the object stack — and on the
right as it is moved to the top of the stack.
• Click the Send Backward arrow. Choose Send to Back to
place the selected object behind all objects, or choose Send
Backward to place the selected object down one object level

Align Objects

Figure 16-13

1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then select at
least two objects that you want to align.
Hold down the Ctrl key to select multiple objects.

2. Choose Drawing Tools (or Picture Tools)➪Format➪

Arrange➪Align. A menu of options appears.
3. Select the desired alignment option. If you select Align Top,

the objects align at the position of the highest object in the
selection. If you select Align Left, the objects align at the position of the leftmost object in the selection. If you want two
object aligned directly centered with each other, align them
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Figure 16-14

Group Objects

Distribute Objects
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then select at
least three objects that you want to distribute the space
between.
2. Choose Drawing Tools (or Picture Tools)➪Format➪

Arrange➪Align. A menu of options appears.
3. Select the desired distribution option. If you choose

Distribute Horizontally, PowerPoint moves the objects so
that the horizontal space is equal between the selected
objects. If you choose Distribute Vertically, PowerPoint
moves the objects so that the vertical space is equal between
the selected objects (see Figure 16-15).

Group Objects

Figure 16-15

1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then select at
least two objects that you want to group. The objects can be
pictures, shapes, clip art, or WordArt.
2. Choose Drawing Tools (or Picture Tools)➪Format➪

Arrange➪Group. The selected objects are now grouped as a
single object. Any changes you make to the object — such as
resizing, moving, changing color, and so forth — apply to all
elements in the group. In Figure 16-16, on the left, you see a
rectangle, a circle, and an arrow as separate objects; on the
right, you see the same objects grouped into a single item.
To separate the objects, choose Drawing Tools (or Picture Tools)➪Format➪
Arrange➪Ungroup.

Figure 16-16
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Add Frames to Objects
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the object
that you want to modify. The object could be a shape, text,
clip art, picture, or WordArt object.
2. Choose Picture Tools (or Drawing Tools)➪Format➪Picture

Styles.
3. Click the More button (the small button below the Picture

Styles scroll bar). A gallery of styles appears, as shown in
Figure 16-17.
4. As you hover your mouse over a gallery choice, the Live

Preview feature allows you to see the object with a frame
around it. Select the frame style you want.

Add Effects to Objects

Figure 16-17

1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the object
that you want to modify. The object could be a shape, text,
clip art, picture, or WordArt object.
2. Choose Picture Tools (or Drawing Tools)➪Format➪Picture

Styles➪Picture Effects. A menu of effects appears. The choices
that appear depend on the object type that you’re working
with.
3. Choose the effect you want. A fly-out gallery appears, as

shown in Figure 16-18.
4. As you hover your mouse over a gallery choice, the Live

Preview feature allows you to see the object with the effect.
Select the effect you want.
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Figure 16-18

Adding Tables,
Charts, and Diagrams

D

ata is often grasped more quickly and with more understanding and
impact when presented in a simple, organized, and visual way. In
PowerPoint, tables and charts are two ways to effectively present data —
especially quantitative, complex, or tedious data. This chapter describes the
powerful options within PowerPoint to work with charts and tables. You
can create tables and charts from scratch within PowerPoint or import them
from Microsoft Word or Excel.
Then, after you create your table or chart, use PowerPoint to change virtually
all the elements, from modifying a table’s font, columns and rows, borders,
and shading to adding effects. And in addition to many types of charts to
choose from, you can also use PowerPoint to alter almost all charts objects.
For example, modify a chart’s type, font, axis, grid, borders, shading, labels,
legend, and effects.
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Similarly, you can use SmartArt diagrams, which also offer a visual solution
to presenting complicated data, especially data such as processes, workflow,
relationships, and causes and effects.

➟ Edit Chart Data .......................................................183

Like tables and graphs, organization charts and diagrams provide important
but complex and sometimes tedious information visually, making it easier
and quicker for the viewer to comprehend. And with Microsoft Office 2010’s
SmartArt feature, creating these charts and diagrams has never been easier.
This chapter covers everything you need to know to create both effective and
attractive org charts and diagrams.
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Insert a Table
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and select the slide on which you
want to create a table.
2. Do one of the following to create a table:

• In the slide content placeholder, click the Insert Table icon.
From the Insert Table dialog box that appears, enter the
number of columns and rows you want and then click OK.
• Choose Insert➪Tables➪Table. From the drop-down palette
that appears, move your mouse cursor to select your
desired number of columns and rows for the table, as
shown in Figure 17-1.
• Choose Insert➪Tables➪Table➪ Insert Table. From the
Insert Table dialog box that appears, enter the number of
columns and rows you desire, and then click OK.

Figure 17-1

When you create a table, PowerPoint displays two additional Table Tools tabs. Use the
Design tab options to change the appearance of the table, and use the Layout tab
options when you want to change the table structure.
3. Click within a table cell and type your desired text, as shown

in Figure 17-2. If you type to the end of the cell, the text
automatically wraps to the next line. Press Enter to insert
another line within a cell.
Press the up-arrow or down-arrow key to move up or down in a column. Press the left
and right arrows to move side to side within the table. Press Tab to advance to the
next cell to the right. If you’re at the end of the row, you advance to the first cell in
the next row.
Figure 17-2
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Copy a Table from Word or Excel

Copy a Table from Word or Excel
1. Open Word and select the desired table; in Excel, click the

upper-left cell of the table and drag diagonally to select the
cells you want. See Figure 17-3, which shows selected Excel
data.
2. In Word or Excel, choose Home➪Clipboard➪Copy.
Alternatively, press Ctrl+C to copy the table.

Figure 17-3

3. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and then select the slide on which
you want to create a table.
4. Choose Home➪Clipboard➪Paste. The table appears on the

slide, as shown in Figure 17-4.
Alternatively, press Ctrl+V to paste the table.

5. Resize the table by dragging a corner sizing handle; click and

drag the table to reposition it.

Figure 17-4
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Format Table Text
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and then select the slide that contains your table.
2. Highlight your text within the cell, row, or column.
3. Click the Home tab. From the Font group, choose any

desired font attributes, such as font name, font size, or special formatting, as shown in Figure 17-5.
4. To format text alignment within the table cells, click the

Home tab. From the Paragraph group, click the left, right, or
center alignment buttons.
You can also change alignment options by choosing Table Tools➪Layout➪Alignment
and choosing an alignment option. From here, you can also align text to the top, bottom, or center of the cells.

Figure 17-5

Format the Table Style
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and then select the slide that contains your table.
2. Click the edge of the table to select the entire table. Note that

if you click inside a cell, only the cell borders will be
formatted.
3. Choose Table Tools➪Design➪Table Styles. Click the More

button to display a gallery of table styles, as shown in Figure
17-6. Choose the table style you want.
4. (Optional) Choose Table Tools➪Design➪Table Style Options

and select additional options for formatting, such as Banded
Rows, a Header Row, and First Column.
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Figure 17-6

Modify Table Size

Modify Table Size
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and then select the slide that contains your table.
2. To add a row, click in the row above or below where the new

row is to be inserted. Choose Table Tools➪Layout➪Rows &
Columns and then choose Insert Above or Insert Below.
3. To add a column, click in the column to the right or left

where the new column is to be inserted. Choose Table Tools
Layout➪Rows & Columns and then choose Insert Left or
Insert Right. See a newly inserted column in Figure 17-7.
You can also click the row or column next to where you want to insert a new one.
Then right-click and choose Insert Rows Above, Insert Rows Below, Insert Columns to
the Right, or Insert Columns to the Left from the contextual menu.
4. To change the height of any row, position the pointer on the

lower border of the row you want modified. Your cursor
changes to a double-headed arrow, as shown in Figure 17-8.

Figure 17-7

5. Click and drag the border up or down to increase or decrease

the row height, respectively.
6. To change the width of any column, position the pointer on

the right border of the column you want modified.
7. Click and drag the border to the left or right to increase or

decrease the width, respectively.
To change the height of all rows evenly or the width of all columns evenly, click anywhere on the table to select it. Choose Table Tools➪Layout➪Cell Size and then click
the Distribute Rows button or the Distribute Columns button. PowerPoint sets the table
rows or columns to the same height, and the table content adjusts to fit.

Figure 17-8
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Insert a Chart
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and then select the slide on which
you want to create a chart.
2. In a slide content placeholder, click the Insert Chart icon or

choose Insert➪Illustrations➪Chart. The Insert Chart dialog
box appears.
3. From the left side of the dialog box, select the type of chart

you want.
4. From the right side of the dialog box, select a chart subtype

and then click OK.
5. Excel 2010 opens along the side of PowerPoint and displays

a worksheet with sample data. Click in the Excel cells and
enter your own data and labels, as shown in Figure 17-9.
Your chart and data appear in the PowerPoint slide.

Figure 17-9

6. In Excel, click the File tab and choose Exit. Excel closes, and

the PowerPoint window enlarges.

Change a Chart Type
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and then select the slide and the
chart you want to modify.
2. Choose Chart Tools➪Design➪Type➪Change Chart Type. The

Change Chart Type dialog box appears (see Figure 17-10).
3. Select a chart type and a chart subtype and then click OK.

Your modified chart appears.
Figure 17-10

182

Embed an Excel Chart

Edit Chart Data
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the chart
that you want to modify.
2. Choose Chart Tools➪Design➪Design➪Edit Data. The Excel

spreadsheet reappears.
3. Modify the Excel data as desired. The PowerPoint chart

immediately reflects the changes (see Figure 17-11).
4. In Excel, click the File tab and choose Exit. Excel closes, and

the PowerPoint window enlarges.

Embed an Excel Chart
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and select the slide where you want
the chart.

Figure 17-11

2. Choose Insert➪Text➪Object. The Insert Object dialog box

appears.
3. Select Create from File and then click the Browse button.
4. Locate the Excel file containing the chart and click OK. The

Insert Object dialog box reappears (see Figure 17-12).
5. Select the Link option if you want the changes made to the

Excel file to be reflected on the chart on the PowerPoint slide.
6. Click OK. The chart appears on the PowerPoint slide.
Figure 17-12
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Modify the Chart Title
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the chart
that you want to modify.
2. Choose Chart Tools➪Layout➪Labels➪Chart Title. A drop-

down list of options appears. The thumbnails give you a
visual representation of the legend’s placement.
3. Select a chart title location. A placeholder title box appears

on the chart.
4. Type the chart title text (see Figure 17-13).
5. Choose Chart Tools➪Layout➪Labels➪Chart Title➪More Title

Options. The Format Chart Title dialog box appears. From
here, you can modify other title attributes, such as Fill,
Border Color, Border Styles, Shadow, and so on.

Figure 17-13

To add a title for a chart axis, choose Chart Tools➪Layout➪Labels➪Axis Titles.
Choose either Primary Horizontal Axis Title or Primary Vertical Axis Title. Then, from
the submenu, choose your desired position of the horizontal or vertical axis title.

Modify the Chart Legend
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the chart
that you want to modify.
2. Choose Chart Tools➪Layout➪Labels➪Legend. A drop-down

list of options appears, as shown in Figure 17-14.
3. Choose the legend placement option you want.
To modify the legend appearance, choose Chart Tools➪Layout➪Labels➪
Legend➪More Legend Options.
Figure 17-14
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Create a SmartArt Diagram
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab and select the slide where you want
the SmartArt.
2. From the content placeholder, click the Insert SmartArt

graphic or choose Insert➪Illustrations➪SmartArt. The
Choose a SmartArt Graphic dialog box appear, as shown
in Figure 17-15.
3. Select the type of graphic you want from the list at the left;

for example, if you want an organization chart, choose
Hierarchy.

Figure 17-15

4. Choose your desired layout for that graphic type and then

click OK. The graphic appears on the slide.
5. To add text to the graphic, click inside the text placeholder

and type. If there is no text placeholder, simply click in the
shape and type. You can also enter your text in the Text pane.
If you don’t see the Text pane, choose SmartArt
Tools➪Design➪Create Graphic➪Text Pane.

Modify a Diagram Style
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the
SmartArt graphic you want to modify.
2. Choose SmartArt Tools➪Design➪SmartArt Styles➪More but-

ton. You see a gallery of styles like the one in Figure 17-16.
3. Choose the style you want.

Figure 17-16

185

Chapter 17: Adding Tables, Charts, and Diagrams

Format and Edit Diagrams
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the
SmartArt graphic you want to modify.
2. Select one or more individual shapes in the graphic, choose

SmartArt Tools➪Format, and do any or all of the following:
• Change a shape. Choose Shapes➪Change Shape and select
a different shape from the drop-down palette shown in
Figure 17-17.
• Resize a shape. Choose Shapes➪Larger (or Smaller) to size
a shape. You can also place your mouse cursor over a
selected shape corner and drag to a desired size.
• Change a shape’s outline style. Click the Shape Styles More
button to display different shape outline styles. Select the
style you want.

Figure 17-17

• Change a shape’s color. Choose Shapes Styles➪Shape Fill
and choose a different color for a shape. You can also
choose a gradient or even a photo for a shape.
• Change a shape’s line style. Choose Shapes Styles➪Shape
Outline and choose a different color, line weight, or line
style (for example, dashed) for a shape.
• Add a shape effect. Choose Shapes Styles➪Shape Effects and
choose a different effect, such as a shadow, glow, or reflection for a shape (see Figure 17-18).
3. Click the Home tab. From the Font group, change the shape

font size, font style, or text color.
To move a shape, select and drag a shape to a new location on the slide.

Figure 17-18
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Add Shapes to a Diagram
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the
SmartArt graphic you want to modify.
2. Choose SmartArt Tools➪Design➪Create Graphic and open

the Add Shape drop-down list. A menu of options appears.
The options available depend on the type of SmartArt graphic
you have.
3. Choose one of the following from the submenu (see

Figure 17-19):
• Add Shape After: Adds a shape at the same level after the
existing shape.
• Add Shape Before: Adds a shape at the same level before the
existing shape.

Figure 17-19

• Add Shape Above: Adds a shape one level above the existing
shape.
• Add Shape Below: Adds a shape one level below the existing
shape.
• Add Assistant: Adds a shape between the existing shape and
any shapes below the existing shape. This option is available only with certain hierarchy graphics.

Delete Shapes from a Diagram
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the
SmartArt graphic you want to modify.

Figure 17-20

2. Select one or more shapes you want to remove and then

press Delete (see Figure 17-20).
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Change the Diagram Color Scheme
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the
SmartArt graphic you want to modify.
2. Choose SmartArt Tools➪Design➪SmartArt Styles➪Change

Colors. A gallery of colors appears, as shown in Figure 17-21.
3. Select the color option you want.

Change the Diagram Type
1. Open the PowerPoint presentation. From the slide thumbnail

pane, click the Slides tab. Select the slide and then the
SmartArt graphic you want to modify.
2. Choose SmartArt Tools➪Design➪Layouts and then click the

Figure 17-21

More button. A gallery of SmartArt sub-layouts for your current SmartArt type appears (see Figure 17-22).
3. Select the new layout from the SmartArt gallery. Or, if you

want a completely different SmartArt diagram type, click
More Layouts. The Choose a SmartArt Graphic dialog box
appears.
4. Select a different diagram type and subtype, and then click

OK. After converting to another type, you might have to rearrange the elements in your diagram, as well as modify your
text attributes.

Figure 17-22
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T

hese days, you hear lots of talk about brand identification.
Manufacturers want you to quickly identify a product as theirs with a
glimpse of their packaging, which usually consists of a common color
theme, logo, and general appearance. That same uniformity is important in
a presentation. Maintaining appearance helps your audience stay focused
and on topic.
PowerPoint provides a series of masters to help you keep uniformity
throughout your presentation. By placing your logo on a slide master, your
brand name stays in view through every slide. PowerPoint masters also
determine the size, position, and appearance of a title and other elements,
such as bullet points. You also save time when you modify a master because
you don’t have to create the same modification on each slide.
In this chapter, you work with

➟

Themes and backgrounds provided by PowerPoint, which provide
uniform color, background, and fonts

➟

Masters where you can place your logo and modify other generalized
appearances

➟

Speaker notes where you create reminders for the presenter to use
with the presentation

➟

Printing slides and audience handouts that you can give to your audience to help them follow along with your presentation

➟
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Chapter 18: Finishing the Presentation

Apply a Theme
1. Open or create a PowerPoint presentation.
2. Choose Design➪Themes. Choose your desired theme. Hover

your mouse over any theme to get a preview. Note that
themes affect the formatting of colors, fonts, and effects of all
elements on your slide.
3. Click the More button to see more themes (see Figure 18-1).

To see additional themes online, click the More button and
then choose More Themes on Microsoft Office Online to
download additional themes online.
The same themes are available in Word 2010 and Excel 2010, enabling you to keep
all your documents and presentations consistent in look and feel.

Change Theme Colors

Figure 18-1

1. Open or create a presentation in PowerPoint.
2. On the Ribbon, click the Design tab. In the Themes group,

click Theme Colors (or the Theme Colors button).
3. Choose your desired predefined color palette from the drop-

down palette (see Figure 18-2).
4. To further customize your colors, choose Create New Theme

Colors from the drop-down palette. In the Create New
Theme Colors dialog box, select your desired colors for each
of the 12 color “slots” provided.
5. Name your customized color palette and click Save for later

use. Your saved theme now appears in the Themes gallery.

Figure 18-2
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Change Theme Fonts
1. Open or create a presentation in PowerPoint.
2. Choose Design➪Themes➪Fonts and click the Font down

arrow. A list of fonts appears (see Figure 18-3).
3. Choose your desired font set.
4. To further customize your fonts, choose Create New Theme

Fonts from the drop-down list. In the Create New Theme
Fonts dialog box, choose your desired Heading and Body
fonts from the drop-down lists.
5. Name your new font set and click Save for later use. Your

saved theme now appears in the Themes gallery.
Always make sure that both optimum readability and legibility are your prime considerations when choosing fonts for your presentation. The Georgia, Verdana, and Times
New Roman fonts were designed for best onscreen display.

Choose Theme Effects

Figure 18-3

1. Open or create a presentation in PowerPoint.
2. Choose Design➪Themes➪Effects.
3. Choose your desired effect from the drop-down list (see

Figure 18-4). Note that unlike colors and fonts, you can’t create your own theme effects.
You can apply effects to SmartArt graphics, shapes, pictures, WordArt, text, and tables.

Figure 18-4
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Work with Slide Masters
1. Open or create a presentation in PowerPoint and choose

View➪Master Views➪Slide Master. PowerPoint switches to
Master view, and a Slide Master tab appears. In the slide
thumbnail pane, you see a Slide Master and each layout
master.
The top slide in the slide thumbnail pane is the Slide Master. The slides under the Slide
Master are the masters for each slide layout.
2. Click the Slide Master. The Slide Master appears in the slide

pane (see Figure 18-5).
3. Make any desired changes, such as placing any text, a picture,

or a logo.
4. When you finish editing the master, choose Slide

Figure 18-5

Master➪Close➪Close Master View.

Change a Slide Master Background
1. Open or create a presentation in PowerPoint and choose

View➪Master Views➪Slide Master.
2. Choose Design➪Background➪Background Styles. A gallery of

styles appears; see Figure 18-6.
3. Hover your mouse over any background choice. Live Preview

shows you how your current slide looks with the new
background.
4. Select the background option you want. The background

applies to all slides in the presentation.

Figure 18-6
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Create Your Own Background
1. Open or create a presentation in PowerPoint and choose

Design➪Background➪Background Styles. A gallery of styles
appears.
2. Click the Format Background option. The Format Background

dialog box appears, as shown in Figure 18-7.
3. Select the Fill option (on the left) and then choose one of the

following options. Additional settings appear, depending
upon which option you choose:
• Solid Fill: Click the Preset colors button to choose a color.
This option provides a single uniform color.
• Gradient Fill: Select the two colors that you want to blend,
along with the direction, the type, and stops in which the
colors blend. This option provides a gradual blending of
two colors.

Figure 18-7

• Picture or Texture Fill: This option allows you to select a
photograph, clip art, or a texture for the background. Use
pictures sparingly on a slide background because they can
detract from the slide content.
4. Click the Apply to All button and then click Close to apply

the setting to all slides, or click Close to apply the setting to
the current slide only. In Figure 18-8, the background is
applied to all slides.
For a really cool background effect, choose a texture fill background. From the
Format Background dialog box, select Artistic Effects section and then the Artistic
Effect button. You’ll see a list of interesting effects you can try on your textured background, such as Pencil Grayscale or Film Grain.

Figure 18-8
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Create Speaker Notes
1. Open or create a presentation in PowerPoint. From the slide

thumbnail pane, click the Slides tab and then select the slide
on which you want to create speaker notes. The slide appears
in the slide pane.
2. Choose View➪Presentation Views➪Notes Page. You see a

full-screen view with half the page displaying the slide and
the other half displaying a notes placeholder. Optionally, you
can enter notes in the Notes pane located directly under each
slide in Normal view, but the working area is small, so you
might want to enlarge it by dragging the separator bar
between the slide and the Notes pane (see Figure 18-9).
3. Click in the Notes placeholder and type your speaker note

text, like that shown in Figure 18-10.
4. Press the Page Down key (on the keyboard) to display the

next slide and note placeholder. Enter any desired notes.
Press the Page Up key to display the previous slide.

Figure 18-9

5. When you finish entering speaker notes, choose

View➪Presentation Views➪Normal.
You can format speaker note text the same as you would slide text. Highlight the text,
click the Home tab, and then make any desired choices from the Font group.

Figure 18-10
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Edit the Notes Master
1. Open or create a presentation in PowerPoint.
2. Choose View➪Master Views➪Notes Master.
3. To add a background fill to the Notes Master, choose Notes

Master➪Background➪Background Styles and choose a style
(see Figure 18-11).
4. To change the default Portrait Notes page orientation to

Landscape, choose Notes Master➪Page Setup➪Notes Page
Orientation and select Landscape.
5. To resize the slide size as it appears on the Speaker Note,

choose Notes Master and then click the slide placeholder.
Drag any of the handles to resize the slide placeholder.
To move the slide placeholder, click the placeholder to select it and drag the placeholder border to a new location.
6. To hide the slide image on the Notes Master, choose Notes

Figure 18-11

Master➪Placeholders and remove the check mark from Slide
Image. I do not recommend turning off this option because
having the slide on the Notes page helps the speaker remember which slide he’s referencing.
7. To add a graphic image to the Notes pages, from the Notes

Master view, choose Insert➪Images ➪Picture or Insert
Images➪ClipArt. Navigate to the image you want and then
insert it. When the object is inserted on the Notes Master
page, move the object below the slide. Objects placed on the
slide area in the Notes Master won’t be visible on the notes
pages (see Figure 18-12).

8. Click Notes Master➪Close Master View to return to Normal

view.

Figure 18-12
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Establish Print Options
1. Open or create a presentation in PowerPoint and then choose

Print from the File tab. A print settings section appears on the
left, and a preview of the first slide appears on the right.
2. From the print settings section, as shown in Figure 18-13,

choose from the following options:
• Copies: Select the number of copies you want to print.
• Printer: Select the printer to which you want to print.
• Settings: Specify other settings, such as whether to print all
slides, a preselected group of slides, or the current slide.
Optionally, you can specify whether to print double-sided
(if your printer has the capability); print-collation order;
whether you want to print the slides, the outline, the
Notes pages, or the handouts; and whether to print in
color, grayscale, or pure black and white. If you select
color and you’re printing to a non-color printer,
PowerPoint prints in grayscale.

Figure 18-13

Optionally, from the third Settings option list, select the Frame Slides option if you
want to print a small thin border around your slides.
3. From the Preview section (see Figure 18-14), click the Next

Page or the Previous Page button to view the other slides.
You can also use the Zoom slider to enlarge the preview view.
4. Click the Print button after making your selections.

PowerPoint prints your presentation.
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Figure 18-14

Print Speaker Notes

Print Audience Handouts
1. Open or create a presentation in PowerPoint and then choose

Print from the File tab.
2. From the Settings section, click the second drop-down option

to display a list of items you could print. See Figure 18-15.
3. Select your desired handout layout. Choose 1, 2, 3, 4, 6, or 9

slides per page. Note that if you choose the 3-slide layout,
blank lines will be added next to each slide to allow for audience members to take notes during the presentation.
See the previous “Establish Print Options” task for information on additional printing
choices.
4. Click the Print button.
Figure 18-15

Print Speaker Notes
1. Open or create a presentation in PowerPoint and then choose

Print from the File tab.
2. From the Settings section, click the second drop-down option

to display a list of items you could print (see Figure 18-16).
3. From the Print Layout category, select Notes Pages.
See the “Establish Print Options” task, earlier in this chapter, for information on additional printing choices.
4. Click the Print button.

Figure 18-16
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Print the Outline
1. Open or create a presentation in PowerPoint.
2. Click the File tab and choose Print.
3. From the Settings section, click the second drop-down option

to display a list of items you could print (see Figure 18-17).
4. From the Print Layout category, select Outline.
See the “Establish Print Options” task, earlier in this chapter, for information on additional printing choices.
5. Click the Print button.

E-Mail the Presentation

Figure 18-17

1. Open or create a presentation in PowerPoint.
2. From the File tab, choose Save & Send.
3. Choose Send Using E-mail.
4. Click Send as Attachment (see Figure 18-18). Your e-mail

program launches with the presentation as an attachment.
5. Enter or select a recipient. Optionally, change the subject

line. By default, PowerPoint uses the presentation name as
the subject.
6. Add any optional notes in the message text.
7. Click Send.
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Presenting the
Presentation

G

ood speakers don’t just stand up and move their lips. Good speakers
add enrichment by making hand, face, or body gestures at key points
during their talk. Sometimes their vocal tone changes to reflect importance.
The changes help keep the audience focused on the speaker.
So it is with a slide show presentation. Adding movement to a slide keeps
your audience paying attention to your presentation and can call special
attention to information you want especially noticed. Movement from one
slide to the next is a transition; movement during a slide is animation.
This chapter shows you how to prepare, start, and lead a presentation as
well as give it your own comments in the form of annotations.
This chapter also shows how you can package a presentation so it can run
repeatedly by itself at a kiosk or from a CD that you prepare.

➟
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Set Up Your Show
1. Open or create a presentation in PowerPoint.
2. Choose Slide Show➪Set Up➪Set Up Slide Show. The Set Up

Show dialog box appears (see Figure 19-1), with the following options:
• Show Type: Specify how you want the audience to view the
presentation. If you have a live audience, select the
Presented by a Speaker (Full Screen) option.
• Show Options: Specify whether you want the sound files
and animations running continuously. You can also specify a pen color for annotations you make with the electronic felt-tip pen (see Figure 19-2).

Figure 19-1

The pen color option is available only if you select the Presented by a Speaker option.
For easiest viewing by your audience, consider using red.

• Show Slides: Specify which slides you want running during
the presentation.
• Advance Slides: Specify whether the presentation should
run automatically using timings that you set up or
assigned during rehearsal, or whether to advance the slides
manually.
• Multiple Monitors: If you’re showing the presentation on a
computer with multiple monitors, specify which monitor
you want to use.
3. Choose the options you want and then click OK.
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Figure 19-2

Set Slide Transitions

Set Slide Transitions
1. Open or create a PowerPoint presentation.
2. Choose View➪Presentation Views➪Slide Sorter, or click the

Slide Sorter View button (on the status bar). You can apply
transitions in Normal view, but working in Slide Sorter view
is easier.
3. Select the slides to which you want to apply transition effects,

choose Transitions➪Transition to This Slide, and then click
the More button. A gallery of slide transitions appears, as
shown in Figure 19-3.

Figure 19-3

4. Click the transition you want. The selected slides preview the

transition, and a transition icon appears beside the slide.
5. Choose Transitions➪Transition to This Slide➪Effect Options

and choose the effect you want.
6. If you want a sound want associated with the transition,

choose Transitions➪Timing, open the Sound drop-down
list, and choose a sound. If you want the sound repeated
until the next slide, choose Transitions➪Timing. Open the
Transition Sound drop-down list and then choose Loop
Until Next Sound.

Figure 19-4

7. Choose Transitions➪Timing. From the Advance Slide sec-

tion, select when you want the slide to advance to the next
slide. Select one or both of the following options shown in
Figure 19-4:
• On Mouse Click: The transition occurs when you click the
left mouse button.
• After: The transition occurs automatically after a specified
number of seconds. If you choose this option, specify the
number of seconds in the After field that you want the
slide displayed. In Slide Sorter view, slides with timed
transitions display the number of seconds under the slide.
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Apply Animation to Bullets
1. Open or create a PowerPoint presentation. In Normal view,

with the bullet list placeholder you want to animate selected,
choose Animations➪Animation and then click the More button to display a gallery of bullet animations (see Figure
19-5).
2. Choose the animation option that you want, or choose one

of the More Effects options at the bottom of the gallery. A
dialog box of more effects appears. From here, you can make
a selection. Then click OK.
3. Choose Animations➪Animation➪Effect Options. From the

resulting gallery, choose the effect option you want for the
bullet list.

Animate a Chart by the Components
1. Open or create a PowerPoint presentation. In Normal view,

select the chart you want to animate.

Figure 19-5

2. Choose Animations➪Animation and then click the More but-

ton to display a gallery of chart animation options. From
here, choose the animation you want.
3. Choose Animations➪Animation➪Effect Options.
4. Hover your mouse over any option to preview its effect on

the chart. Choose one of the available options. The options
you see vary with the chart type you’re modifying:
• As One Object: Applies the animation to the entire chart.
• By Series: Applies the animation to each data series, one at
a time. See Figure 19-6.
• By Category: Applies the animation to each chart category;
one at a time.
Figure 19-6

202

Apply Timing to Individual Slides

Apply Timing to Individual Slides
1. Open or create a presentation in PowerPoint.
2. Choose View➪Presentation Views➪Slide Sorter or click the

Slide Sorter view icon.
You can also set timings by rehearsing the presentation. See the next task, “Rehearse
Timings.”
3. Select a slide. The selected slide has a border around it.

Optionally, hold down the Ctrl key and select multiple slides.
See Figure 19-7.
4. Choose Transitions➪Timing.
5. Beneath Advance Slide, select the After check box.
6. Use the spinner arrows or enter a timing (in seconds) that

Figure 19-7

you want for the selected slides. As you enter a timing, the
time appears beneath the selected slides (see Figure 19-8).
If the slide has text on it, be sure and give the audience plenty of time to read the
text. Some people read much slower than others.
7. If you need to change a slide timing, select the slide again

and modify the timing in the After timing field.
To remove a slide timing, change the time to 00:00.00.

Figure 19-8
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Rehearse Timings
1. Open or create a PowerPoint presentation.
2. Choose Slide Show➪Set Up➪Rehearse Timings. The presenta-

tion begins, and the Recording bar appears in the top left (see
Figure 19-9). Timers on the Recording bar begin recording
the time for each slide as well as for the overall presentation.
Before you begin your practice, have a copy of your speaker notes and any other tool
you plan to use, such as a laser pointer.
3. Practice your presentation for the first slide and then click

one of the following buttons on the Recording bar:
• Next: Advance to the next slide. The Recording bar begins
timing the next slide.
Optionally, clicking anywhere on the slide progresses to the next presentation slide.

• Pause Recording: Temporarily stop recording the slide timing. Click Resume Recording to restart the recording.
• Repeat: Restart the timing and begin rehearsing the current
slide again. Click Resume Recording to restart the
recording.
4. After the last slide is displayed, a message dialog box appears,

as shown in Figure 19-10. Click Yes if you’re satisfied with
the show timings, or click No to remove the timings. You can
then rehearse the show again if desired.
If you click Yes, PowerPoint records each slide time and displays the timings in Slide
Sorter view under each slide.
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Figure 19-9

Figure 19-10

Pause and Resume the Slide Show

Start the Slide Show
1. Open or create a PowerPoint presentation.
2. Choose one of the following methods to launch your presen-

tation. PowerPoint starts the presentation with the options
you selected. Figure 19-11 illustrates a slide in full screen
view.
• Choose Slide Show➪Start Slide Show➪From Beginning.
• Click the Slide Show View icon.
• Press F5.
3. If your presentation isn’t running on a timed display, con-

tinue the presentation with the controls located in the lowerleft corner of the slide. See the task “Use Slide Show
Controls,” later in this chapter, for more information.
At any time, you can end a presentation by pressing the Esc key or by right-clicking a
slide and choosing End Show from the contextual menu that appears.

Figure 19-11

Pause and Resume the Slide Show
1. From a PowerPoint slide show, right-click the mouse. A

shortcut menu appears, as shown in Figure 19-12.
2. Choose Pause. The Pause option is available only if the pre-

sentation is running on timings. The presentation stops, and
the current slide stays onscreen.
3. Right-click the mouse. A shortcut menu appears.
4. Choose Resume to restart the presentation.

Figure 19-12
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Use Slide Show Controls
1. From a PowerPoint slide show, position the mouse over the

lower-left corner of the slide. A small group of icons appears,
as shown in Figure 19-13.

Figure 19-13

2. Choose from one of the four available icons:

• Previous: Display the previous slide.
• Pen: Annotate your presentation. See the upcoming task,
“Annotate Slides.”
• Slides: Display a particular slide.
• Next: Display the next slide.

Navigate with the Keyboard
From a PowerPoint slide show, press any of the following keystrokes to perform an action:
• N or spacebar: Next animation, or next slide if no
animations.
• P: Previous animation, or previous slide if no animations.
• Ctrl+P: Change the pointer to a pen for annotations (see
Figure 19-14). Note: Your pointer will appear smaller than
seen in this figure.
• Ctrl+A: Change the pointer from a pen to the regular
mouse pointer.
• S: Pause. Press S again to resume.
• B: Pause show and display an all-black screen. Press B
again to resume.
• W: Pause show and display an all-white screen. Press W
again to resume.
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Figure 19-14

Annotate Slides

Use Hidden Slides
1. Open or create a PowerPoint presentation. In Normal view or

Slide Sorter view, select the slides that you don’t want automatically displayed.
2. Choose Slide Show➪Set Up➪Hide Slide.
3. From the slide show, click the Slides button from the slide

show controls. Choose Go to Slide, which displays a list of
all slides. Hidden slides display with their number in parentheses (see Figure 19-15).
4. Choose the hidden slide that you want to display. The slide

displays onscreen.

Annotate Slides
1. From a PowerPoint slide show, display the Pen by clicking

Figure 19-15

the Pen icon from the slide show controls. A shortcut menu
appears.
2. Choose a pen type and optional pen color.
3. Draw freely on your screen. Annotating marks appear in the

color and pen style you selected (see Figure 19-16).
4. Cancel Pen mode by pressing Esc, pressing Ctrl+A, or clicking

the Pen icon from the slide show controls and choosing
Arrow.
You can quickly erase any annotations by clicking the Pen control icon and choosing
Erase All Ink on Slide or by pressing E on the keyboard.
5. When the presentation ends, a message box appears. Click

Keep if you want to keep your annotations with the presentation, or click Discard. Saved annotations appear as on the
slide as objects.

Figure 19-16
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Package the Presentation
1. Open or create a presentation in PowerPoint. From the File

tab, click Save & Send, and then choose Package Presentation
for CD.
2. Click the Package for CD button. The Package for CD dialog box

appears; see Figure 19-17. Perform one of the following steps:
• Copy to CD. Give the CD a name and then click the Copy
to CD button. Click Yes to the message that appears and
then insert a blank recordable CD into the drive; the CD
burn process begins. When finished, PowerPoint asks
whether you want to burn another CD. Click Yes if you
want another CD, or click No if you don’t.

Figure 19-17

• Copy to Folder. Click the Copy to Folder button. The Copy
to Folder dialog box appears, prompting you for a folder
name and folder location. If desired, change the folder
name or location and then click OK. If prompted with a
message about including linked files, click Yes. PowerPoint
creates the folder and saves all the files.
3. Click Close if prompted.

Run a Packaged Presentation
1. Insert the CD with your presentation into a computer’s CD or

DVD drive.
2. From the AutoPlay dialog box that appears, choose Run

PresentationPackage.html (see Figure 19-18). The actual options
you see next depend on your version of Microsoft Windows.
3. Click the name of the presentation. A message box appears.
4. Click Open. The presentation immediately begins.
If you want to run the presentation from a folder, open the folder and double-click
the Play file. The presentation immediately begins.
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Getting Started
with Outlook

O

utlook is one of the most widely used programs to send and receive
e-mail messages, but Outlook is so much more than just an e-mail client. In addition to providing an address book where you can store information about the people with whom you correspond, Outlook also enables
you to manage your calendar by storing meetings and tasks you need to
accomplish. The appointment and task management functions available in
Outlook are fairly advanced; if you work in an environment that uses a
Microsoft Exchange server, you can even set up your calendar to make it
available to others who can then set up meetings for you.
Before you dive in to using Outlook to exchange e-mail, manage your contacts, and handle your appointments and “to do” lists, you need to explore
the Outlook window to better understand how to move around in Outlook.
In this chapter, you

➟
➟
➟
➟

Gain an understanding of the Outlook window
Work with the Navigation pane, menus, toolbars, and the Ribbon
Examine Outlook Today and the To-Do bar
Set editing options while working in Outlook

➟
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Chapter 20: Getting Started with Outlook

Open and Explore Outlook

2

1

4

1. Choose Start➪All Programs ➪Microsoft Office ➪Microsoft

Outlook 2010. Outlook opens. Use the table and Figure 20-1
to help you identify the major parts of the Outlook window.
Location

Identifies

1

File tab

2

Quick Access Toolbar (QAT)

3

Navigation pane

4

Ribbon

5

“The right side”

6

Status bar

2. The Navigation pane contains buttons you click to switch

among Outlook’s various sections: Mail, Calendar, Contacts,
Tasks, and so on.
3. The buttons on the Ribbon change, depending on the section

of Outlook you’re viewing.
4. I know of no official name for “the right side” of the Outlook

window; in this area, you’ll always find the contents of whatever button you select in the Navigation pane. In Figure 20-1,
the right side shows the contents of the Inbox, which is selected
in the Navigation pane. Because you can customize “the right
side” of the window, you might see multiple panes.
You can change the appearance of the Ribbon, the Quick Access Toolbar, and the
status bar; see Chapter 25 for details.
5. To close Outlook, click the X in the upper-right corner of the

screen.
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3

Figure 20-1

5

6

Work with the Navigation Pane

Work with the Navigation Pane
1. Click any button in the Navigation pane to display that sec-

tion of Outlook. The Navigation pane buttons always appear
at the bottom of the Navigation pane, while the information
above and to the right of the buttons changes, depending on
the button you select. In Figure 20-2, I clicked the Calendar
button in the Navigation pane, and the Day view of the
Calendar appears on the right side of the Outlook window,
with a small calendar of the current month appearing above
the Navigation pane buttons. You can read more about using
the Calendar in Chapter 23.
2. To display more buttons in the Navigation pane, click the

Configure Buttons button in the lower-right of the
Navigation pane (see Figure 20-3). A menu appears that you
can use to show more or fewer buttons.
3. To adjust the order in which the buttons appear, choose

Figure 20-2

Navigation Pane Options from the Configure Buttons menu
(see Figure 20-3) to display the Navigation Pane Options dialog box. Then, you can
• Place a check beside a button to make it appear in the
Navigation pane.
• Use the Move Up and Move Down buttons to change the
order of Navigation pane buttons.

Figure 20-3
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Work with the Outlook Ribbon
1. Click the Contacts button in the Navigation pane. Outlook

displays the Home tab of the Ribbon, consisting of buttons
related to working with contacts (see Figure 20-4).
2. Click the Tasks button in the Navigation pane. Outlook dis-

plays the Home tab of the Ribbon, consisting of buttons
related to working with tasks and to-do items (see Figure 20-5).
The same five tabs appear on the Ribbon, regardless of the section of Outlook in
which you work. But, the buttons on the tabs change to accommodate the tasks most
commonly associated with the selected Outlook section.

Figure 20-4

Figure 20-5
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Use Outlook Today

Use Outlook Today
1. Click the Mail button.
2. In the Navigation pane, click the name of your Outlook data

file; in Figure 20-6, the Outlook data file name is, cleverly,
“Outlook.” Outlook Today appears on the right side of the
Outlook window, summarizing your calendar, tasks, and
e-mail.
3. Click the Customize Outlook Today button in the upper-

right of the Outlook Today pane to display the Customize
Outlook Today pane (see Figure 20-7). You can take any of
the following actions:
• Always display Outlook Today when you open Outlook.
Select the When Starting, Go Directly to Outlook Today
check box.
• Select folders to appear on the Outlook Today page. Click the
Choose Folders button. Figure 20-6 displays the Inbox,
Drafts, and Outbox folders.

Figure 20-6

• Specify the number of calendar days you want Outlook Today to
display. Use the Calendar section.
• Identify the tasks you want Outlook Today to display as well as
how you want the tasks sorted. Use the Tasks section.
• Control the layout and appearance of the Outlook Today page.
Use the Styles section
4. Click Save Changes to see the effects of your changes.

Figure 20-7
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Set the Outlook Starting Folder
1. Click the File tab. From the Backstage view that appears, click

Options. The Outlook Options dialog box appears.
2. On the left side, click Advanced (see Figure 20-8).
3. In the Outlook Start and Exit section, click the Browse but-

ton. The Select folder dialog box appears (see Figure 20-9).
4. Click the folder that you want to see each time you open

Outlook.
5. Click OK twice. Each time you open Outlook, Outlook will

display the folder that you selected.

Figure 20-8

Figure 20-9
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View the To-Do Bar

View the To-Do Bar
1. Click a button in the Navigation pane to select a section in

Outlook to display the To-Do bar. For this example, I clicked
the Tasks button.
The To-Do Bar can appear in any section of Outlook, and you can display it in multiple
Outlook sections. By default, it appears minimized in the Tasks section.
2. Click the View tab.
3. In the Layout group, click the To-Do Bar button (see

Figure 20-10).
4. From the drop-down menu that appears, click Normal. The

To-Do bar appears on the right side of the selected section
(see Figure 20-11), showing you today’s agenda.

Figure 20-10

If the To-Do Bar was minimized, you can click the small carat at the top of the pane to
display today’s agenda. You can minimize the To-Do Bar again by clicking the carat.
5. You can add new tasks from the To-Do bar by clicking in the

Type a New Task field in the middle of the To-Do bar and
typing the task information. The Task Tools tab appears on
the Ribbon, and the new task appears on both the To-Do bar
and the Tasks list. You can read more about working with
tasks in Chapter 24.
6. You can quickly minimize the screen real estate used by the

To-Do bar; click the arrow in the upper left of the To-Do bar
(refer to Figure 20-11). Click the arrow again to expand the
To-Do bar.

Figure 20-11
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Use the Reading Pane
1. Click a button in the Navigation pane to select a section in

Outlook to display the Reading pane. For this example, I
clicked the Mail button and selected the Inbox.
By default, the Reading pane appears on the right side of the message list when you
click the Mail button in the Navigation pane; these steps describe how to control the
placement of the Reading pane.
2. Click the View tab and, in the Layout group, click the

Reading Pane button.
3. From the drop-down menu, choose Bottom. Click a message,

task, calendar event, or contact to view its details in the
Reading pane (see Figure 20-12).

Set Outlook Options

Figure 20-12

1. Click the File tab. From the Backstage view that appears,

choose Options to display the Outlook Options dialog box
(see Figure 20-13).
2. Click a selection on the left to see the options available.

You’re mostly likely to use options on the following tabs:
• When you click General on the left, you see groups of
options that affect all of Outlook.
• The next five choices on the left display options for each corresponding section in Outlook.
• When you click Advanced on the left, you can control a variety of miscellaneous options.
• You can click Customize Ribbon and Quick Access Toolbar on
the left to tailor those elements. See Chapter 25 for details.
3. Click OK to save your selections.
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Figure 20-13

Clean Up Outlook Data

Clean Up Outlook Data
1. Click the File tab.
2. From the Backstage view that appears, click the Cleanup

Tools button (see Figure 20-14).
3. Click Mailbox Cleanup, and the Mailbox Cleanup dialog box

appears (see Figure 20-15). From this dialog box you can
• View the size of each Outlook folder to help you identify the
folders to clean.
• Search for items by age or by size.
• Click the AutoArchive button to move old items to an archive
file. By default, every 14 days, Outlook moves dated items
that are six months old to archive folders. To view all
archived items, click the Mail button and then click the
plus sign beside Archive Folders.

Figure 20-14

• Click the Empty button to permanently delete the contents of
the Deleted Items folder that appears when you click the
Mail button in the Navigation pane. Outlook stores everything you delete — mail messages, contacts, and tasks —
in the Deleted Items folder. To truly delete items stored in
the Deleted Items folder, you must empty the folder.
4. Click Close when you finish cleaning up.
The other two commands visible on the Cleanup Tools button correspond to the
AutoArchive button and the Empty button in the Mailbox Cleanup dialog box.

Figure 20-15
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Compact Outlook Data Files
1. Click the File tab. From the Backstage view that appears, click

the Account Settings button (see Figure 20-16). A drop-down
menu appears; choose Account Settings to display the Account
Settings dialog box.
2. Click the Data Files tab and then select the data file that you

want to compact.
3. Click the Settings button above the list of data files. The

Settings dialog box for the selected data file appears (see
Figure 20-17).
4. Click the Compact Now button.
Deleting information (such as unwanted e-mail) doesn’t reduce the size of your
Outlook data file. To keep the data file to a manageable size, compact it occasionally
by using these steps.

Figure 20-16

5. When Outlook finishes compacting, click OK and then click

Close.

Figure 20-17
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Working with E-Mail

➟

Chapter

E

-mail is probably the single most widely used section of Outlook. From
the Mail section of Outlook, you can perform the basics of sending,
receiving, and reading e-mail, but Outlook goes far beyond those basics in
providing you with features. In addition to forwarding e-mail to one or
more recipients and sending and receiving attachments with e-mail messages, you can manage the mail you receive and make your life easier by
storing contact information about the people with whom you exchange
messages so that you can quickly and easily compose messages to people
with whom you communicate frequently. In this chapter, you see how to

➟

Send, receive, read, respond to, and forward e-mail messages and
attachments to single recipients or groups of recipients.

➟
➟

Add the sender of a message to your list of contacts.

➟

Manage e-mail messages by grouping and categorizing them and moving them into specific folders.

➟
➟
➟

Mark messages for follow-up.

Send a blind copy (a message sent to a recipient whose name isn’t visible to other recipients of the same message).

Work with out-of-office replies and e-mail message signatures.
Manage junk mail.

Get ready to . . .
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Work with Conversation View
1. Click the Mail button in the Navigation pane; mail messages

you have received appear on the right side of the Outlook
window. By default, Outlooks displays messages organized
by date in Conversation view (see Figure 21-1).
By default, Outlook displays the Reading pane to the right of the list of messages,
but I prefer to place the Reading pane below the list of messages and have done so
throughout this chapter.
2. To view all e-mail messages that are part of a particular con-

versation, click the message.
Conversation view is the new default view in Outlook 2010. If you prefer, you can use
the View tab to order and view messages by date, sender, or recipient.
3. Click the small triangle that appears beside the message, and

Figure 21-1

Outlook expands the conversation (see Figure 21-2).
To always view entire conversations (and avoid clicking the little triangle), right-click
anywhere on the bar below the Search Inbox fieldFrom the menu that appears,
choose Arrange By. Another menu appears; choose Conversations and, from the menu
that appears, choose Always Expand Conversations.
4. To read a mail message in the Reading pane, as shown in

Figure 21-1, click it or double-click the message to open it.

Figure 21-2
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Create and Send an E-Mail
1. Click the Mail button in the Navigation pane.
2. On the Home tab, in the New group, click the New E-mail

button (see Figure 21-3) to display a new e-mail message
window (see Figure 21-4).
3. Click in the To field and type the e-mail address(es) of the

recipient(s) of your message. Outlook automatically separates
e-mail addresses with a semi-colon (;).
If you stored a contact in the Address Book and you previously sent an e-mail message to that contact, Outlook suggests contact names while you type the recipient’s
name or e-mail address. When Outlook suggests the correct name, press Tab to
select it.
4. Click in the Subject field and type a subject for the message.

Figure 21-3

5. Click in the message body (the large empty field) and type

your message.
6. Click Send to place the message in Outlook Outbox.
Outlook periodically sends messages from its Outbox, or you can click the Send/
Receive All Folders button on the Quick Access Toolbar or press F9 to send the message immediately. On the Options tab of the message window, you can click the Delay
Delivery button to set a date for Outlook to send the message.

Figure 21-4
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Select Mail Message Recipients
from the Address Book
1. Perform Steps 1 and 2 in the earlier task, “Create and Send

an E-Mail.”
2. Click the To button beside the To field (where you can type

mail recipient names or addresses). Outlook displays the
Select Names dialog box (see Figure 21-5).
3. Highlight the recipient by typing a few letters of the recipient

name or by clicking the recipient in the list.
4. Click the To button to add the recipient to the To field.
5. Repeat Steps 3 and 4 for each recipient to whom you want to

send the message.

Figure 21-5

6. Click OK. Outlook redisplays the e-mail message window,

and the selected recipients appear in the To field.

Reply to an E-Mail
1. Click the Mail button in the Navigation pane.
2. On the right hand side of the screen, click the message to

which you want to reply.
3. Click the Reply button on the Home tab of the Ribbon.

Outlook opens a new mail message and also fills in the
e-mail address and the subject of the original message (see
Figure 21-6).
4. Type the message and then click Send. Outlook stores the

message in its Outbox.
Figure 21-6
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Forward an E-Mail
1. Click the Mail button in the Navigation pane.
2. On the right side of the screen, click the message you want to

forward (see Figure 21-7).
3. On the Home tab, in the Respond group, click the Forward

button, and Outlook displays the original message (see
Figure 21-8).
4. In the To box, supply the addresses of the recipients to whom

you want to forward the message.
You can click the To button and select contacts from the Address Book as described in
the task, “Select Mail Message Recipients from the Address Book.”
5. If appropriate, add text to the forwarded message.

Figure 21-7

6. Click Send. Outlook places the message in its Outbox, where

it will remain until the next time Outlook sends messages, or
until you click Send/Receive All Folders on the Quick Access
Toolbar or press F9.

Figure 21-8
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Display the BCC Field
1. Click the Mail button in the Navigation pane.
2. In a New, Reply To, or Forward Mail Message window, click

the Options tab.
3. Click Show Bcc. Outlook adds the Bcc field to the message

window (see Figure 21-9). Any recipients you include in the
Bcc field will get the message, but their addresses will not be
visible to other recipients.

Send an E-mail without Displaying
Recipient Names

Figure 21-9

1. Click the Mail button in the Navigation pane and then click

the New E-mail button in the New group on the Home tab of
the Ribbon.
2. In the Bcc field, type the recipient addresses.
3. In the To field, type the text that you want recipients to see as

the message sender—perhaps something generic like Message
from Elaine Marmel.
4. Following whatever you typed in Step 3, type your own

e-mail address in brackets: <emarmel@cox.net> (see
Figure 21-10).
5. Finish the e-mail message and send it. Each recipient gets a

message whose sender matches what you typed in Step 3, but
no recipient sees the names of any other recipient. You also
receive a copy of the message.
Figure 21-10
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Control the Appearance of Original Message Text in Replies or Forwarded E-Mails

Control the Appearance of Original
Message Text in Replies or
Forwarded E-Mails
1. Click the File tab; the BackStage view appears (see

Figure 21-11).
2. Click Options to display the Outlook Options dialog box.
3. Click Mail on the left and scroll down to the Replies and

Forwards section (see Figure 21-12).
4. Open the When Replying to a Message list box and make a

selection.
5. Open the When Forwarding a Message list box and make a

selection.
6. Click OK.

Figure 21-11

Figure 21-12
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Add a Message’s Sender
to the Address Book
1. Click the Mail button in the Navigation pane.
2. Double-click the message from the sender whom you want to

add to the Address Book.
3. Right-click the sender and choose Add to Outlook Contacts

from the menu that appears (see Figure 21-13). The Contact
window appears, with the sender’s name and e-mail address
filled in (see Figure 21-14).
4. Click the Save & Close button on the Ribbon.
5. Click the X in the upper right of the message window to close

Figure 21-13

the message.
You can read creating a contact in Chapter 23.

Figure 21-14
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Attach a File to an E-Mail Message
1. Click the Mail button in the Navigation pane.
2. In a New, Reply To, or Forward Mail Message window, click

the Message tab.
3. Click the Attach File button on the Ribbon (see Figure 21-15).
4. In the Insert File window that appears (see Figure 21-16),

navigate to and select the folder where you stored the file you
want to attach.
5. Click the Insert button (bottom right). The message window

reappears, and a new field — the Attached field — appears
below the subject of the message. In the Attached field, the
file you selected in Step 4 appears.

Figure 21-15

6. Click Send. Outlook places the message in its Outbox, where

it will remain until the next time Outlook sends messages, or
until you click Send/Receive on the Quick Access Toolbar or
press F9.

Figure 21-16
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Send an E-Mail to a List of Contacts
1. Click the Mail button in the Navigation pane.
You must set up a Contact list before you can send e-mail to it. See Chapter 22 for
details on setting up a Contact list.
2. In a New, Reply To, or Forward Mail Message window, click

the To button.
3. In the Select Names dialog box, click or type the name of the

Contact List and then click To (see Figure 21-17).
Contact List names appear in boldface type.
Figure 21-17
4. Click OK. Outlook redisplays the message window, and the

To field displays the Contact List name, preceded by a plus
sign (+), as shown in Figure 21-18.
You can click the plus sign to replace the Contact List name with the e-mail addresses
included in the Contact List. You won’t be able to “undo” this action, though.
5. Type a subject and the body of the message; then click Send.

Figure 21-18
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Use Quick Steps
1. Click the Mail button in the Navigation pane.
2. Click a message on the right side of the screen.
3. Click the Home tab on the Ribbon.
4. In the Quick Steps group, click an action you want to take. In

Figure 21-19, I selected Reply & Delete.
Use Quick Steps to combine multiple actions into a single click.

5. Outlook performs the actions defined in the Quick Step you

selected. In Figure 21-20, Outlook deletes the selected message and displays a reply e-mail message, which used the
original e-mail’s subject; all you need to do is type your
message.

Figure 21-19

Figure 21-20
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Create Your Own Quick Step
1. Click the Mail button in the Navigation pane.
2. On the Home tab, click the dialog box launcher for the

Quick Steps group. Outlook displays the Manage Quick Steps
dialog box (see Figure 21-21).
3. Click the New button and choose Custom. Outlook displays

the My Quick Step dialog box (see Figure 21-22).
4. In the Name field, type a name for your Quick Step.
5. Open the Choose an Action list and select an action; for this

example, I selected Forward in the Response section of the
list.
Click the Show Options link to fill in any options you want Outlook to use each time
you use this Quick Step.

Figure 21-21

6. If appropriate, click the Add Action button and open the new

Choose an Action list that appears to select another action;
for this example, I selected Move to Folder.
7. Repeat Steps 5 and 6 for each action you want to include in

the Quick Step.
8. You can use the Shortcut Key list box to select a keyboard

shortcut to assign, and you can type text you want to appear
whenever you hover the mouse over the Quick Step.
9. Click Create, and then click Finish. Your Quick Step appears

in the Quick Steps group on the Ribbon.

Figure 21-22
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Create E-Mail Signatures
1. Click the File tab. From the Backstage view that appears, click

Options to display the Outlook Options dialog box.
2. Click Mail on the left.
3. Click the Signatures button (see Figure 21-23).
4. In the Signatures and Stationery dialog box that appears (as

shown in Figure 21-24), click the New button. In the New
Signature dialog box that appears, type a title that describes
the signature and then click OK.
5. From the upper right of the Signatures and Stationery dialog

box, select a default e-mail account for the signature and a
default signature for new messages and for message replies
and forwards.
6. In the Edit Signature area, type the signature. You can select a

font and font size; apply boldface, italics, underlining, and
text color; set alignment; and insert a business card, graphic
image, or hyperlink.

Figure 21-23

You can scan your signature, or take a digital photo of it and include it by clicking the
Insert Picture button.
7. Click Save.
8. Repeat Steps 4–7 for each signature you want to create.
9. Click OK twice.

Figure 21-24
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Select an Alternate Signature
for an E-Mail Message
1. Click the Mail button in the Navigation pane.
2. In a New, Reply To, or Forward Mail Message window, click

the Insert tab.
3. On the Ribbon, click the Signature button (see Figure 21-25).
4. From the drop-down list, select the signature that you want

to include in the current e-mail message.
5. Complete the message and then click Send.

Search E-Mail
1. Click the Mail button in the Navigation pane, and then click

Figure 21-25

the folder you want to search; for example, click the Inbox.
2. Click in the Search field on the right side of the screen, just

below the Ribbon. To widen the search, use the buttons in
the Scope group on the Ribbon.
3. Type the word or phrase for which you want to search;

Outlook highlights the search phrase in yellow in either the
subject or the body of all messages that contain the search
phrase (see Figure 21-26). To redisplay all messages, delete
the search word or phrase.

Figure 21-26

234

Sort and Group Messages

Sort and Group Messages
1. Click the Mail button in the Navigation pane.
2. Click the View tab; in the Arrangement group, select a

method to sort messages. In Figure 21-27, messages are
sorted by date but not in conversations or grouped, and the
Reading pane doesn’t appear.
You also can sort messages by clicking any column heading on the right side of the
screen. And, by default, Outlook groups messages; these steps show you how to turn
grouping on and off.
3. Click the More button in the Arrangement group (circled in

Figure 21-27). From the drop-down menu that appears, click
Show in Groups to make the grouping more obvious (see
Figure 21-28).
Customize the arrangement of a view by choosing View Settings from the More dropdown menu. Use the buttons in the Advanced View Settings: dialog box that appears
to select columns to display and methods to group, sort, and filter messages. You also
can select fonts for the view, apply conditional formatting to messages that meet criteria you establish, and select formatting for each column in the view.

Figure 21-27

Figure 21-28
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Automatically Move Messages
to a Specific Folder
1. Click the Mail button in the Navigation pane and select a

message upon which you can base a rule.
To move messages from a particular person, select a message from that person in the
right-hand side of the window.
2. On the Home tab of the Ribbon, in the Move group, click the

Rules button. From the list that appears, select Create Rule to
display the Create Rule dialog box (see Figure 21-29).
3. In the When I Get E-mail with All of the Selected Conditions

section, select the conditions that you want Outlook to
match when moving a message to a specific folder.

Figure 21-29

4. In the Do the Following section, select the Move the Item to

Folder check box. Outlook displays the Rules and Alerts
dialog box (see Figure 21-30).
5. Select the folder where you want to store messages that

match the criteria you set in Step 3.
If the folder doesn’t exist, click New. In the Create New Folder dialog box that
appears, type a name for the new folder; in the Select Where to Place the Folder section, click the name of your Outlook folder; in Figure 21-30, the folder is cleverly
named Outlook.
6. Click OK twice. Outlook displays a message indicating that

you successfully created the rule, and Outlook offers you the
opportunity to run the rule by selecting the Run This Rule
Now on Messages Already in the Current Folder box.
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Figure 21-30

Follow Up on a Mail Message

Categorize E-Mail
1. Click the Mail button in the Navigation pane.
2. Select a mail message on the right side of the Outlook

window.
3. On the Home tab, click the Categorize button on the

toolbar and then select a category to assign to the message
(see Figure 21-31).
See Chapter 22 for details on creating categories.

Follow Up on a Mail Message
1. Click the Mail button in the Navigation pane.

Figure 21-31

2. Select a mail message on the right side of the Outlook

window.
3. On the Home tab, click the Follow Up button and then select

a flag that represents when you want to follow up on the
item (see Figure 21-32). Outlook displays a flag in the flag
column beside the message and also creates a task that
appears when you click Tasks in the Navigation pane.

Figure 21-32
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Create a Reminder
1. Click the Mail button in the Navigation pane.
2. Select a mail message on the right side of the Outlook

window.
3. On the Home tab, click the Follow Up button and then

choose Add Reminder from the drop-down list (see
Figure 21-33).
4. In the Custom dialog box that appears, select the type of flag

from the Flag To drop-down list (see Figure 21-34).
5. Set the Start Date and Due Date for the reminder.
6. Set a time for the reminder to appear. By default, Outlook

plays a sound when the reminder appears, but you can shut
off the sound by clicking the button to the right of the
reminder time.

Figure 21-33

7. Click OK.
You set up reminders for e-mail messages, contacts, and tasks using these steps. To
set a reminder on your Calendar, see Chapter 23.

Figure 21-34
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Set Up an Out-of-Office Reply Message
1. Click the Mail button in the Navigation pane.
2. Click the New E-mail button on the Home tab of the Ribbon.
3. Click the Format Text tab.
4. In the Format group, click Plain Text; if a message box

appears, click Continue.
5. In the body of the message, type the message you want to

send out as a reply to messages you receive while out of the
office (see Figure 21-35).
6. In the message window, click the File tab. From the Backstage

view that appears, choose Save As.
7. In the Save As dialog box that appears (shown in Figure

21-36), provide a filename.
8. Open the Save as Type list and choose Outlook Template

Figure 21-35

(*.oft).
9. Navigate to C:\Users\user name\AppData\Roaming\Microsoft\

Templates.
10. Click Save.
You can close the e-mail message without saving or sending it. See the next task to
turn on your out-of-office reply.

Figure 21-36
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Turn On an Out-of-Office
Reply Message
1. Click the Mail button in the Navigation pane.
These steps assume that you aren’t using Microsoft Exchange Server. If you are using
Microsoft Exchange Server, use the Automatic Replies button in Backstage view
instead of using these steps.
2. On the Home tab, click the Rules button. From the drop-

down menu, choose Manage Rules and Alerts.
3. In the Rules and Alerts dialog box shown in Figure 21-37,

click the New Rule button to start the Rules Wizard.
4. In the Start from a Blank Rule section, click Apply Rule on

Messages I Receive (see Figure 21-38).
5. Click Next.

Figure 21-37

Outlook must be running and checking for messages for the automatic reply to be
sent. Outlook keeps track of the users to whom the automated reply is sent and sends
the automated reply only once to each sender — that is, as long as you don’t close
Outlook and reopen it.
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Figure 21-38

Turn On an Out-of-Office Reply Message
6. In the Which Condition(s) Do You Want to Check? section,

select the Sent Only to Me check box (see Figure 21-39). If
other criteria apply, select them as well. If a dialog box
appears and informs you that Outlook will apply this rule to
every message that you receive, click Yes.
7. Click Next.
8. In the What Do You Want to Do with the Message? Step 1:

Select Action(s) section, select the Reply Using a Specific
Template check box.
9. In the Step 2: Edit The Rule Description section, click the A

Specific Template link (see Figure 21-40).

Figure 21-39

Figure 21-40
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10. In the Select a Reply Template dialog box, open the Look In

drop-down list and choose User Templates in File System
(see Figure 21-41).
11. Select the template that you want to use for your out-of-office

reply and then click Open to redisplay Figure 21-40. Outlook
replaces the A Specific Template link with a link to your message template.
12. Click Next; if appropriate, select any exceptions that you want

to apply to the rule. For example, you can avoid applying the
rule to messages containing certain words in the subject.
13. Click Next.
14. Supply a name for the rule. If you want to start using it, select

the Turn on This Rule check box (see Figure 21-42).
15. Click Finish to redisplay the Rules and Alerts dialog box

shown earlier in Figure 21-37.

Figure 21-41

16. Click OK.
After you create a rule, the Rules and Alerts dialog box turns the out-of-office reply
on and off. Complete Steps 1 and 2 in this task to redisplay the Rules and Alerts dialog box. Select or remove the check that appears beside the rule. Consider setting up
a task or reminder to help you turn the rule on and off as appropriate.

Figure 21-42
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Manage Junk Mail
1. Click the Mail button in the Navigation pane.
2. On the Home tab, from the Delete group, click the Junk but-

ton. From the menu that appears, choose Junk E-mail
Options (see Figure 21-43).
3. On the Options tab of the Junk E-mail Options dialog box,

shown in Figure 21-44, you can set the level of junk mail
protection that you want Outlook to apply.

Figure 21-43

Figure 21-44
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4. Click the Safe Senders tab (see Figure 21-45).
5. Click the Add button to add an e-mail address or domain

name of someone from whom you always want to receive
messages. Outlook will not treat e-mail as junk mail from
anyone who appears on this list.
The Safe Recipients tab and the Blocked Senders tabs work the same way as the Safe
Senders tab. On the Safe Recipients tab, you can add e-mail addresses or domain
names for e-mail you send. On the Blocked Senders tab, you can add e-mail addresses
or domains that you want Outlook to always treat as junk mail.
6. Click the International tab (see Figure 21-46).
7. Click the Blocked Top-Level Domain List button to select

countries or regions from which you want to block e-mail.
You can click the Blocked Encodings List button to block e-mail messages in selected
languages.
Figure 21-45
8. Click OK to close the Junk E-mail Options dialog box.
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Figure 21-46

Managing Contacts

➟

Chapter

I

n Outlook, contacts are the people with whom you interact. You might
send them e-mail, you might have meetings with them, or you might
work with them on tasks. In the Contacts section of Outlook, you can
store pertinent information about your contacts — including name, e-mail
address, street address, and phone numbers — in your Address Book so that
you always have that information at your fingertips. You also have room to
store personal information about the contact, such as the contact’s birthday
and spouse’s name. Outlook makes contact information readily available
in other sections of Outlook. For example, if you store a contact’s e-mail
address, Outlook fills in the e-mail address automatically when you send an
e-mail to the contact.
As your list of contacts grows, you might find it handy to organize your contacts by assigning them to color categories. You also can view your contact
information in a variety of ways, including by category. In this chapter, you
see how to

➟
➟

Add a contact to the Outlook Address Book.

➟
➟
➟
➟

View contacts in different ways.

Create a distribution list so that you can quickly send an e-mail to a
group of people.
Manage contacts using categories.
Print contact information.
Share contact information.
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Add Contacts
1. Click the Contacts button in the Navigation pane.
2. Click the New Contact button on the Home tab of the

Ribbon to display a new, untitled Contact window (see
Figure 22-1).
3. Type a name in the Full Name field and provide other infor-

mation for the contact. In the Display As field, type the name
that you want Outlook to display in the To line of an e-mail
message. Use the arrows beside various fields to store multiple e-mail and street addresses as well as phone numbers.
You can categorize contacts to help manage them; see “Create
Color Categories for Contacts” later in this chapter.
4. Click the Save & Close button.
To create another contact from the same company, click the Save & New button.
Then, click the arrow beside the Save & New button and choose Contact from Same
Company. Outlook displays a new Contact window that contains Company, Business
Phone, and Business Address information. To create a contact from an e-mail
message, see Chapter 21.

Figure 22-1

Search for a Contact
1. Click Contacts in the Navigation pane.
2. On the right side of the screen, click in the Search Contacts

field that appears above your list of contacts.
3. Type some letters of a contact name; Outlook displays the

closest matches (see Figure 22-2).

Figure 22-2
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Create a Contact Group
1. Click the Contacts button in the Navigation pane.
2. On the Home tab, in the New group, click New Contact

Group to display the Contact Group window (see Figure 22-3).
In prior versions of Outlook, contact groups were called distribution lists.

3. In the Name field, type a name that describes the contact

group.
4. From the Members group, click Add Members and then select

a source for the members you want to add. Outlook displays
the Select Members window (see Figure 22-4).
5. Click a contact; or, in the Search field, type some letters of a

name that you want to include in the group. Outlook highlights the first contact that matches the letters you typed.

Figure 22-3

6. When Outlook highlights the correct contact, click the

Members button to add the contact to the contact group.
7. Repeat Steps 4 and 5 for each contact that you want to

include in the contact group. Outlook separates contact
names with a semi-colon (;).
8. Click OK to redisplay the Contact Group window shown in

Figure 22-3; the window now contains a list of contacts
included in the contact group.
9. Click the Save & Close button.

Figure 22-4
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Work with Views
1. Click Contacts in the Navigation pane.
2. Click the View tab on the Ribbon.
3. From the Current View group, click the Change View button

and select a view; Figure 22-5 shows Business Card view, and
Figure 22-6 shows Phone view, which present contacts in a
list format.
4. Click each view to explore the different ways how Outlook

can display your contact information. Each view can help you
focus on different types of contact information.
In list views, contact groups appear in bold letters.

Figure 22-5

Figure 22-6
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Create Color Categories for Contacts
1. Click Contacts in the Navigation pane.
2. Select any contact on the right side of the window.
3. On the Home tab, click the Categorize button and then

choose All Categories to display the Color Categories dialog
box shown in Figure 22-7.
4. To rename the existing categories, click a category; then click

the Rename button and type a new name.
5. To add another category, click the New button to display the

Add New Category dialog box shown in Figure 22-8.
6. Type a name for the category. If you don’t like the color

Outlook selected, open the Color list and select a different
color.
You can assign keyboard shortcuts to categories so that you can quickly and easily
assign a category to an Outlook item.

Figure 22-7

7. Click OK; Outlook assigns the new category to the contact

you selected in Step 2 by placing a check beside the category
in the Color Categories dialog box. Use the check boxes
beside each category to assign categories to the selected contact. You can assign a contact to more than one category.

Figure 22-8

8. Click OK to save the categories you established.
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Assign a Category to a Contact
1. Click Contacts in the Navigation pane and then click the

Home tab.
You can assign categories you create to any Outlook item: meetings or appointments
on the Calendar, e-mail messages, tasks, contacts, notes, and so on.
2. Select any contact. Using List view or Phone view, you can

simultaneously assign the same category to multiple contacts.
To select a contiguous set of contacts, click the first contact,
press and hold the Shift key, and then click the last contact.
Select individual contacts by pressing and holding Ctrl while
you click.
3. On the Home tab, in the Tags group, click the Categorize but-

ton; from the list that appears, select a category (see Figure
22-9). Outlook assigns that category to the selected contact(s).

Figure 22-9

4. To view contacts by category, click the View tab.
5. In the Arrangement group, click Categories (see Figure 22-10).
You also can click the Home tab and, in the Current View group, click By Category.

6. Double-click a category’s heading to expand or contract your

view of the contacts in that category.
You also can assign a category to a contact as you create the contact; in the Untitled –
Contact window, the Categorize button appears on the Contact tab in the Tags group.

Figure 22-10
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Print a View
1. Click Contacts in the Navigation pane.
2. Use the Current View group on the Home tab to select the

view you want to print. In Figure 22-11, I selected Card view.
3. Click the File tab. In the Backstage view that appears, click

Print (see Figure 22-12).
4. In the Printer section, click the button to select a printer.
5. You can click the Print Options button to display the Print

dialog box, where you can opt to print selected pages, set up
the number of copies you want to print, and change the page
orientation from Portrait to Landscape.
6. In the Print What section, select a print style; the choices

available depend upon the view you selected in Step 2. The
preview on the far right changes to reflect the print style you
select.

Figure 22-11

7. Click Print.

Figure 22-12
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View One Category of Contacts
in Any Contact View
1. Click Contacts in the Navigation pane.
2. Click the View tab.
3. In the Current View group, click the Change View button and

select any view except By Category; for this example, use
Business Card view.
4. In the Current View group, click the View Settings button (see

Figure 22-13).
5. In the Advanced View Settings dialog box that appears, click

the Filter button (see Figure 22-14).
Figure 22-13

Figure 22-14
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6. In the Filter dialog box that appears, click the More Choices

tab (see Figure 22-15).
7. Click the Categories button.
8. In the Color Categories dialog box that appears, select the

check box beside the category you want to display (see Figure
22-16).
9. Click OK three times. The view you selected in Step 2 —

Business Card view, in this example — now displays only
those contacts assigned to the selected category.
To redisplay all contacts in the view, click the View tab and, in the Current View group,
click Reset View.

Figure 22-15

Figure 22-16
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Print a Category of Contacts
1. Follow the steps in “View One Category of Contacts in Any

Contact View” preceding this section to set up the category of
contacts to print.
Outlook prints the information you have displayed on-screen when you opt to print.
So, to print a selection of information, you first customize a view to display that information and then you print it.
2. Click the File tab to display the Back Stage view (see

Figure 22-17).
3. Click Print to display printing options (see Figure 22-18).

Figure 22-17

Figure 22-18
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4. Click the first button in the Printer section to select a printer

(see Figure 22-19).
5. You can click the Print Options button to display the Print

dialog box, where you can opt to print selected pages, set
how many copies you want to print, and change the page orientation from Portrait to Landscape.
6. In the Print What section, select a print style. Outlook dis-

plays a sample of what you’ll get if you print. Figures 22-18
and 22-19 show the Card Style, Figure 22-20 shows the
Phone Directory Style.
You can use the arrows below the preview to page through the document, and you
can click the Preview area or use the buttons below it on the right to zoom in and out
of the preview.
7. Click Print.
Figure 22-19

Figure 22-20
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Customize a View to Display and
Print Address Information
1. Click Contacts in the Navigation pane.
2. Click the View tab; in the Current View group, click the

Change View button to select the view in which you want to
display address information. For this example, I’m using
Phone view.
Outlook prints address information only if it appears onscreen. To print address information for a particular category of contacts, select and customize By Category view.
See “View One Category of Contacts in Any Contact View” earlier in this chapter.
3. On the View tab, from the Arrangement group, click Add

Columns (see Figure 22-21).
4. In the Show Columns dialog box that appears, open the

Figure 22-21

drop-down list box above the Available Columns list and
then select Address Fields (see Figure 22-22).
5. In the Available Columns list, click a field to add.
6. In the Show These Columns in This Order list, click the field

that you want to display to the right of the new field.
7. Click the Add button.
8. Repeat Steps 5–7 for each field.
9. Click OK.
You can use reorder fields in the view by using the Move Up and Move Down buttons,
and you can remove a field by clicking it and then clicking Remove.

256

Figure 22-22

E-Mail a Contact’s Information

E-Mail a Contact’s Information
1. Click Contacts in the Navigation pane.
2. Right-click a contact and choose Forward Contact from the

menu that appears. From the submenu that appears, click As
a Business Card (see Figure 22-23). Outlook opens an e-mail
message. An electronic business card — nothing more than a
paper business card in electronic form — appears in the body
of the message. Outlook also includes a .vcf attachment
that users of Outlook and other e-mail clients that support
business cards can import into their own databases (see
Figure 22-24).
If you want to send just the .vcf attachment, click Forward Contact and then select
As an Outlook Contact.
Figure 22-23

Figure 22-24
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Forward Contact Information
from an E-Mail Message
1. Click Mail in the Navigation pane.
2. On the Ribbon in the New group, click the New E-mail

button to start a new mail message.
3. Place insertion point in To field or in the body of message

and then click the Attach Item button in the Include group.
4. From the list that appears, click Business Card (see

Figure 22-25).
5. Select a name from the list that appears or click Other

Business Cards to display the Insert Business Card window
(see Figure 22-26).
6. Highlight the contact whose contact information you want to

forward and then click OK. In the body of the message window, Outlook inserts an electronic business card and a .vcf
attachment for the selected contact.

Figure 22-25

Figure 22-26
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Include Your Electronic Business Card
as Your Outlook E-Mail Signature
1. Click the file tab. From the Backstage view that appears, click

Options to display the Outlook Options dialog box.
2. Click the Mail tab.
3. Click the Signatures button. Outlook displays the E-mail

Signature tab of the Signatures and Stationery dialog box (see
Figure 22-27).
4. In the Select Signature to Edit section, click the New button.

Outlook displays the New Signature dialog box, where you
type a name for the signature and then click OK to redisplay
the Signatures and Stationery dialog box.

Figure 22-27

5. Click in the Edit Signature field, type any text that you want

to include in the signature, and then click the Business Card
button. Outlook displays the Insert Business Card dialog box
(see Figure 22-28).
To format signature text, select the text and then use the style and formatting buttons
to select options. You also can include an image, such as a scanned graphic of your
signature, by clicking the Picture button.
6. Select your own contact information and then click OK.

Outlook redisplays the Signatures and Stationery dialog box,
which now displays your electronic business card in the Edit
Signature field.
7. If you want to include your electronic business card on new

e-mail messages and replies or forwarded messages, use the
list boxes in the choose Default Signature section to select
your e-mail account and the electronic business card
signature.

Figure 22-28

8. Click OK twice.
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Send an E-Mail to All Contacts
in a Category
1. Click Contacts in the Navigation pane.
2. On the Ribbon, click the View tab. From the Current View

group, click the Change View button and then select By
Category.
3. Click the heading of the category containing the contacts who

should receive your e-mail to select that category.
If the heading of the category you want to use isn’t visible, click the Expand/Collapse
button in the Arrangement group and choose Collapse All Groups.
4. Click the Home tab. From the Communicate group, click

E-mail (see Figure 22-29). Outlook displays a message indicating that the action will apply to all contacts in the selected
category.

Figure 22-29

5. Click OK. Outlook opens an e-mail message with all

the addresses for the category listed in the To field (see
Figure 22-30).
If anybody in the selected category doesn’t have an e-mail address, Outlook displays
a warning, telling you that you should supply valid e-mail addresses before sending
the message.
6. Complete the e-mail message and send it.
You can hide the recipient names; see “Send an E-Mail without Displaying Recipient
Names” in Chapter 21 for details.

Figure 22-30
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M

any people swear that they live by their calendars and that they
couldn’t survive without them: They simply wouldn’t know where to
be at any given point without their calendars.
The Calendar in Outlook gives you lots of flexibility to plan. You can set up
appointments and meetings and then easily move them around as dates or
times change. Appointments are activities that don’t involve inviting other
people to attend, and meetings are activities that do involve inviting other
people to attend. You can set up recurring appointments to record, for
example, your weekly physical therapy appointments. And you can set up
recurring meetings to handle your bi-monthly staff meetings. You also can
set up reminders so that Outlook displays a window — and even plays a
sound — to help you avoid accidentally missing appointments or meetings.
In this chapter, you see how to

➟
➟
➟
➟
➟
➟
➟

Set up appointments and meetings.
Create recurring appointments and meetings.
Propose alternative meeting times.
Accept and decline meeting invitations.
Change meeting dates and times.
Work with reminders.
Manage the appearance of your calendar.

➟
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Set Up an Appointment
1. Click the Calendar button in the Navigation pane.
2. In the mini calendar that appears in the upper left corner of

the Navigation pane, click the date on which you want to
schedule an appointment.
A red square appears around today’s date. Days containing appointments appear in
boldface type.
3. Click a time slot.
4. Type information that describes the appointment and then

press Enter. Outlook establishes a 30-minute appointment.
5. To make an appointment last longer, move the mouse

pointer over the handle — circled in Figure 23-1 — and drag
the handle downward.

Figure 23-1

You can color-code appointments by using the Color button on the View tab.

Set Up a Recurring Appointment
1. Click the Calendar button in the Navigation pane and use the

mini calendar in the Navigation pane to click a day containing an existing appointment.
2. Click an existing appointment. The Calendar Tools

Appointment tab appears on the Ribbon.
3. From the Options group, click the Recurrence button to dis-

play the Appointment Recurrence dialog box (see Figure 23-2).
4. In the Recurrence Pattern section, select a frequency option

(such as Weekly) and then select the options for the frequency. Click OK to save the recurrence settings.
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Figure 23-2

Change an Appointment Date or Time

Change an Appointment Date or Time
1. Click the Calendar button in the Navigation pane.
2. In the mini calendar in the Navigation pane, click the date of

the appointment.
3. Click the appointment and drag it to its new date, using the

small calendar that appears in the Navigation pane (see
Figure 23-3). The appearance of the mouse pointer changes
while you drag the appointment; when you drop it on the
new date, Outlook displays the appointment on the new
date.
On the small navigation calendar, today’s date is circled, and the date you’re reviewing appears highlighted. Using buttons in the Arrange group on the Home tab, you
can change the Calendar view on the right side of the window to display a day, week,
or month at a time.
Figure 23-3
4. To change an appointment’s time, drag it to the new time

slot (see Figure 23-4). The appearance of the mouse pointer
changes as you drag the appointment.

Figure 23-4
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Set Up a Meeting
1. Click the Calendar button in the Navigation pane.
2. Use the mini calendar in the Navigation pane to select click

the day; then click time slot that you want to use for the
meeting.
3. On the Home tab, from the New group, click New Meeting

(see Figure 23-5).
4. In the Meeting window that appears, as shown in Figure 23-6,

supply a subject and a location for the meeting. If you need
to attach a document to the meeting request, click the Insert
tab and then click the Attach File button from the Include
group.
If you’re using Microsoft Exchange, you can click the Meeting Suggestions button on
the Meeting tab to display the Meeting Suggestion pane, where you can make suggestions concerning the date, time, and place for the meeting.
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Figure 23-5

Figure 23-6

Set Up a Meeting
5. Click the To button to display the Select Attendees and

Resources window (see Figure 23-7).
6. Highlight a contact and then click the Required or the

Optional button, based on whether the person’s presence
determines whether the meeting can be conducted. Click OK
when you finish selecting attendees, and Outlook redisplays
the Meeting window shown in Figure 23-6.
7. If your organization stores Outlook calendars on a Microsoft

Exchange Server and you have privileges to update those calendars, you can click the Scheduling button in the Show
group to help you find the best time for a meeting and schedule the meeting on each attendee’s calendar. In Figure 23-8,
the hatch marks indicate no access to the calendars of the
proposed attendees, and the meeting time is represented by
the vertical block; in color, the left side of the meeting displays a green bar, indicating the beginning of the meeting,
and the right side displays a red bar, indicating the end of the
meeting.

Figure 23-7

8. Click the Send button above the list of attendees to send a

meeting invitation to the selected recipients.

Figure 23-8
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Create a Recurring Meeting
1. Perform Steps 1–7 described in the earlier task, “Set Up a

Meeting.”
2. Click the meeting to display the Calendar Tools tab.
3. From the Options group, click the Recurrence button to dis-

play the Appointment Recurrence dialog box (see Figure 23-9).
4. In the Recurrence Pattern section, select a frequency (such as

Weekly) and then select options for the frequency. Click OK,
and Outlook prompts you to send an update to meeting participants. Click the Save Change and Send Update button and
then click OK.

Accept or Decline a Proposed
Meeting Time

Figure 23-9

1. Click the Mail button in the Navigation pane.
2. Double-click the e-mail message containing the meeting

request.
3. From the Respond group on the Ribbon, click the Accept but-

ton, the Tentative button, or the Decline button (see Figure
23-10) and make a selection from the drop-down menu that
appears. If you choose to send the response immediately or
to edit the response before sending it, Outlook creates an
e-mail message addressed to the person who proposed the
meeting; above the To button, your response appears. Outlook
then deletes the meeting request message. If you opt not to
send a response, Outlook simply deletes the meeting request
message.

266

Figure 23-10

Change a Meeting Time or Date

Propose a Different Meeting Time
1. Click the Mail button in the Navigation pane and then dou-

ble-click the e-mail containing the meeting request.
2. From the Respond group, click Propose New Time. Outlook

displays the Propose New Time window (see Figure 23-11).
If your organization uses Exchange Server to store and make calendars available, you
can see available time for meeting participants.
3. Select a time and then click the Propose Time button.

Outlook creates a Meeting Response e-mail addressed to the
person who initially proposed the meeting. Below the subject, the original and proposed dates and times appear.

Figure 23-11

4. Click Send to place the message in your outbox.

Change a Meeting Time or Date
1. Click the Calendar button in the Navigation pane.
2. Double-click the meeting you want to change.
3. Change the date, the time, or the location, as needed.
4. Click the Send Update button (see Figure 23-12).
If you need to cancel a meeting, open the meeting; from the Actions group on the
Ribbon’s Meeting tab, click the Cancel Meeting button. Outlook removes the meeting
from your calendar and gives you the option to send cancellation messages to the
other meeting attendees.

Figure 23-12
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Set Up an Appointment from
an E-mail Message
1. Click the Mail button in the Navigation pane.
2. Drag the message that you want to use to set up the appoint-

ment from the right side of the window to the Calendar button in the Navigation pane (see Figure 23-13).
3. Drop the message onto the Calendar button. Outlook dis-

plays the Appointment window, as shown in Figure 23-14,
which incorporates the text from the e-mail message.
4. Supply the necessary information to set up the appointment

and then click the Save & Close button.
For details on setting up an appointment, see the earlier task, “Set Up an
Appointment.”

Figure 23-13

Figure 23-14
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Create a Reminder for an Existing Appointment or Meeting

Create a Reminder for an Existing
Appointment or Meeting
1. Click the Calendar button in the Navigation pane.
2. Click the appointment or meeting for which you want to set

a reminder. The Calendar Tools Appointment tab or the
Calendar Tools Meeting tab appears on the Ribbon.
3. From the Options group, open the Reminder list and select

the amount of time prior to the appointment or meeting that
you want Outlook to remind you (see Figure 23-15).
You can type an amount that doesn’t appear in the list, such as 45 minutes.

4. When the reminder time occurs, Outlook displays a

Figure 23-15

Reminder window (like the one shown in Figure 23-16) at
the time interval you established before the meeting or
appointment.

Figure 23-16
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Set Default Reminder Information
1. Click the File tab. From the Backstage view that appears,

choose Options to display the Outlook Options dialog box
(see Figure 23-17).
2. Click Calendar on the left; in the Calendar Options section,

select the Default Reminders check box.
3. Open the list and select the amount of time prior to a meet-

ing or appointment that you want to be notified. You can
type an amount that doesn’t appear in the list, such as 45
minutes.
4. Click OK. Outlook will assign a default reminder to every

new appointment or meeting you establish.

Show Week Numbers in the Month View

Figure 23-17

1. Click the File tab. From the Backstage view that appears,

choose Options to display the Outlook Options dialog box.
2. Click Calendar on the left; in the Display Options section,

select the Show Week Numbers in the Month View and in the
Date Navigator check box (see Figure 23-18).
3. Click OK. When you switch to the Month view, Outlook dis-

plays week numbers at the left edge of each week in the view
and in Date Navigator.

Figure 23-18
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Display Two Time Zones

Display Two Time Zones
1. Click the File tab. From the Backstage view that appears,

choose Options to display the Outlook Options dialog box.
2. Click Calendar on the left; in the Time Zones section, select

the Show a Second Time Zone check box (see Figure 23-19).
3. Type a label for the additional time zone, and use the Time

Zone drop-down list box to select the additional time zone.
If appropriate, select the Adjust for Daylight Saving Time
check box.
You also can provide a label for your primary time zone.

4. Click OK. When you view Day or Week view of the calendar,

your default time zone and the additional time zone that you
added appear (see Figure 23-20).

Figure 23-19

Figure 23-20
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Add Holidays to the Calendar
1. Click the File tab. From the Backstage view that appears,

choose Options to display the Outlook Options dialog box.
2. Click Calendar on the left; in the Calendar Options section,

click the Add Holidays button to display the Add Holidays to
Calendar dialog box shown in Figure 23-21.
3. Select the check box beside the country whose holidays you

want to add.
4. Click OK twice. Outlook adds holidays to the calendar (see

Figure 23-22).
Don’t perform these steps twice for the same country; Outlook adds the holidays
twice.

Figure 23-21
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Figure 23-22

Using Tasks and
To-Do Items to
Manage Your Time

T

asks are activities that can track in Outlook until they are complete. You
can establish start and end dates, indicate progress on the task, and set
reminders to complete a task. You can set recurring tasks to handle — for
example, preparing for the weekly staff meeting. Tasks appear in the Tasks
section, on the To-Do bar, and in the Calendar Daily Task List.
So what about those other types of things that you want to track for
follow-up — like that e-mail from the boss, or that phone conversation you
had last week with a contact. Is there an easy way to manage those items?
You bet — you can flag those e-mails and contacts for follow-up. These
to-do items with follow-up flags automatically appear in the Mail section,
in the Tasks section, on the To-Do bar, and in the Calendar Daily Task List.
To-do items aren’t as robust as tasks in Outlook; you can’t indicate progress
or percentage of completeness for to-do items like you can for tasks.
Be aware that Outlook automatically flags all tasks you create for follow-up, but
Outlook doesn’t create a task for any e-mail or contact you for follow-up.
In this chapter, you see how to

➟
➟
➟
➟
➟
➟

Create tasks, recurring tasks, and to-do items.
Mark a task as complete and reinstate completed tasks if necessary.
Hide and display completed tasks.
Sort and reorder tasks.
Link a task to a contact.
Display only today’s tasks on the To-Do bar.

➟
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Create a Task Using the Task Window
1. Click the Tasks button in the Navigation pane.
2. Click the New Task button on the Home tab of the Ribbon to

display the Task window shown in Figure 24-1.
3. In the Subject field, type the task name.
4. (Optional) Set the Start Date and the Due Date, select a sta-

tus that reflects progress, establish the task’s priority, and set
the percentage complete.
5. On the task’s Ribbon Task tab in the Actions group, click the

Save & Close button. The task appears in the Tasks section,
on the To-Do bar, and in the Calendar Daily Task List.

Use the To-Do Bar to Create a Task

Figure 24-1

1. Click the Tasks button in the Navigation pane.
In the figure, the Reading pane doesn’t appear and I expanded the To-Do Bar. See
Chapter 20 for information on displaying the To-Do bar.
2. Click in the Type a New Task text box in the middle of the

To-Do bar (see Figure 24-2).
3. Type a subject for the task and then press Enter. The task

appears in the Tasks section, on the To-Do bar, and in the
Calendar Daily Task List.

Figure 24-2
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Create a To-Do Item

Create a Task in the Calendar
Daily Task List
1. Click Calendar in the Navigation pane.
2. Click Day View or Week View from the Arrange group on the

Home tab of the Ribbon.
3. Below the Calendar, click in the Calendar Daily Task List (see

Figure 24-3).
If the Daily Task List isn’t visible, click the up arrow in the lower right of the screen.

4. Type the Task subject and then press Enter. The task appears

in the Tasks section, on the To-Do bar, and in the Calendar
Daily Task List.

Figure 24-3

Create a To-Do Item
1. Click Mail or Contacts in the Navigation pane. If you click

Mail, click the Inbox in the Navigation pane.
2. Click an e-mail message or a contact and then click the

Follow Up button in the Tags group on the Home tab (see
Figure 24-4).
3. From the menu that appears, choose a follow-up date. To

assign a date that doesn’t appear, click Custom. The to-do
item appears in the Mail section, in the Tasks section, on the
To-Do bar, and in the Calendar Daily Task List.

Figure 24-4
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Create a Recurring Task
1. Click the Tasks button in the Navigation pane.
2. Double-click the task that you want to set up as recurring, or

click the New button on the toolbar to start a new task. For a
new task, fill in the subject and other task information.
3. Click the Recurrence button on the Task tab of the task win-

dow to display the Task Recurrence dialog box shown in
Figure 24-5.
4. In the Recurrence Pattern section, select a frequency (such as

Weekly) and then select the options for the frequency. Click
OK to save the recurrence settings.
Select the Regenerate New Task option when the recurring pattern isn’t absolute;
instead, subsequent occurrences of the task depend on completing prior occurrences of
the task.

Figure 24-5

5. Click the Save & Close button on the Ribbon.

Complete a Task
1. Click the Tasks button in the Navigation pane.
2. Use the Change View button in the Current view group on

the Home tab to select either the Detailed view or the Simple
List view.
Other views will also work; for this example, I used the Simple List view.

3. In the Flag Status column, click the flag of the task that you

want to mark complete. Outlook changes the flag to a check
mark (✓) and draws a line through the task (see Figure 24-6).
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Figure 24-6

Display Completed Task in the To-Do Bar

Display Completed Task
in the To-Do Bar
1. Click the Tasks button in the Navigation pane.
2. On the To-Do bar, click Arrange By and choose View Settings

from the menu that appears (see Figure 24-7).
3. In the Advanced View Settings: To-Do List dialog box that

appears, click the Filter button.
4. In the Filter dialog box that appears, click the Advanced tab

(see Figure 24-8).
5. Click the Clear All button to remove all criteria.
6. Click OK twice. Completed tasks now appear on the

To-Do bar.
Figure 24-7

Figure 24-8

277

Chapter 24: Using Tasks and To-Do Items to Manage Your Time

Hide Completed Tasks in the To-Do Bar
1. Click the Tasks button in the Navigation pane.
2. On the To-Do bar, right-click Arrange By and then choose

View Settings from the menu that appears (see Figure 24-9).
3. In the Advanced View Settings: To-Do List dialog box that

appears, click the Filter button.
4. In the Filter dialog box that appears, click the Advanced tab

(see Figure 24-10).
5. Click the Field button, point to All Task Fields, and click Date

Completed.
6. In the Condition list, click Does Not Exist, and then click the

Add to List button.
7. Repeat Steps 5 and 6, making the following selections:
Field Set

Field

Condition

Value

All Task Fields

Date Completed

On or After

Today

All Mail Fields

Flag Completed Date

Does Not Exist

All Mail Fields

Flag Completed Date

On or After

Figure 24-9

Today

8. Click OK twice.
In the Tasks section, use any view except the Simple List view or the Detailed view to
see only uncompleted tasks.

Figure 24-10
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Reinstate a Completed Task

Hide or Display Completed Tasks
in the Calendar’s Daily Task List
1. Click the Calendar button in the Navigation pane.
2. If necessary, click the Day button in the Arrange group on the

Home tab.
3. Right-click Show Tasks On and choose click Show Completed

Tasks from the menu that appears (see Figure 24-11). When a
check appears beside Show Completed Tasks, completed
tasks appear in the Calendar Daily Task List. When no check
appears, completed tasks don’t appear.

Reinstate a Completed Task
1. Click the Tasks button in the Navigation pane.

Figure 24-11

2. In the Current View section on the Home tab, click the

Change View button and select Completed.
3. Double-click the completed task that you want to reinstate as

active.
4. Change the Status to anything other than Completed (see

Figure 24-12).
These steps work only for tasks you create, not tasks others assign to you.

Figure 24-12
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Sort Tasks in the Task List
1. Click the Tasks button in the Navigation pane.
2. On the View tab, use the Change View button in the Current

View group to select the view you want to sort.
3. Click the View Settings button in the Current View group to

display the Advanced View Settings dialog box.
4. Click the Sort button to display the Sort dialog box shown in

Figure 24-13.
5. In the Sort Items By section, open the drop-down list and

select a field. Repeat this process to set up additional sort
fields.

Figure 24-13

6. Click OK twice.

Reorder Tasks with the Same Due Date
1. Click the Tasks button in the Navigation pane.
2. From the Current View section of the View tab, click the

Change View button to select the view that you want to use
to reorder tasks.
3. Drag the tasks to new locations within the same due date. As

you drag, Outlook displays a red line that indicates the task’s
current location in the list (see Figure 24-14).

Figure 24-14
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Link a Task to a Contact
1. Click the File tab. In the Backstage view that appears, click

Options to open the Outlook Options dialog box.
2. Click Contacts on the left.
3. In the Linking section, select the Show Contacts Linked to the

Current Item check box (see Figure 24-15).
4. Click OK.
5. Click the Tasks button in the Navigation pane.
6. Double-click the task that you want to link to a contact.
7. At the bottom of the window, click the Contacts button to

display the Select Contacts window shown in Figure 24-16.
8. Click a contact and click OK. To select multiple contacts, click

each and click the Apply button. Then click OK. Outlook displays the selected contacts in the text box beside the Contacts
button in the task window.

Figure 24-15

9. Click Save & Close.

Figure 24-16
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Display Only Today’s Tasks
in the To-Do Bar
1. On the To-Do bar, click Arrange By and choose View Settings

from the menu that appears (see Figure 24-17).
2. In the Advanced View Settings: To-Do List dialog box that

appears, click the Filter button.
3. In the Filter dialog box that appears, click the Advanced tab

(see Figure 24-18).
4. Click the Clear All button to remove any current filters.
5. Click the Field button, point at Date/Time Fields, and click

Due Date.
6. Open the Condition drop-down list and select Today.
7. Click OK twice.

Figure 24-17

To reset the To-Do bar to its default view, perform the steps in the earlier task, “Hide
Completed Tasks in the To-Do Bar.”

Figure 24-18
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Features Common to
Office Programs

A

ll Microsoft Office 2010 programs share certain common features, and
these features work the same way in each product. For example, all
Office 2010 programs sport the Ribbon interface that uses tabs and buttons.
The tabs on the Ribbon organize related groups of commands. On each tab,
commands for related functions appear in the form of buttons.
The Quick Access Toolbar contains some of the more common commands
you use, such as saving a document or undoing an action. You can add
commands to the both the Ribbon and the Quick Access Toolbar, as you
discover in this chapter.
This chapter helps you familiarize yourself with features that are common to
all Office 2010 programs. In this chapter, you see how to

➟

Work with the Ribbon, in Backstage view, and with dialog boxes to
choose commands.

➟
➟

Work with the status bar to display document information.
Customize the Ribbon and the Quick Access Toolbar.

➟
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Select Commands from the Ribbon
1. To select commands from the Ribbon using the mouse, click

a tab and then click a button or a dialog box launcher.
Each Ribbon tab contains groups of commands; in Figure 25-1, you see the Clipboard,
Font, Paragraph, Styles, and Editing groups.

Figure 25-1

2. To select commands from the Ribbon using the keyboard,

press Alt to display keys to press to select a tab. For this
example, press H for the Home tab.
3. Press a letter to select a command; for this example, press N

in Word to begin a numbered list (see Figure 25-1).

Use Backstage View
1. Click the File tab. Backstage view appears (see Figure 25-2).
2. From the column on the left, select a command or an option.

If you select an option such as Recent or New, additional
options that you can select appear to the right. If you select a
command, typically, you’ll see a dialog box, such as Save As
or Open.
If you change your mind about selecting a Backstage view command or option, click
the File tab or any other tab or press Esc.
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Figure 25-2

Use the Status Bar

Open a Dialog Box
1. On the Ribbon, in the lower-right corner of some groups, a

dialog box launcher icon appears (see Figure 25-3).

Figure 25-3

In Figure 25-3, the Editing group does not have a dialog box launcher icon.

2. Click the dialog box launcher icon to display the dialog box

associated with the group.
3. Select the option(s) you need and then click OK.

Use the Status Bar
1. Right-click the status bar to display a menu of options and

their current settings (see Figure 25-4).
Use the status bar menu to get more information about your document and to add
information to the status bar.
2. Options that already appear on the status bar have check

Figure 25-4

marks beside them; click one to remove that option from the
status bar.
3. To add an option to the status bar, click it.
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Work with the Mini Toolbar
and the Contextual Menu
1. Select text and slide the mouse pointer upward slightly. The

Mini Toolbar appears in the background (see Figure 25-5).
2. Position the mouse pointer over the Mini Toolbar to make it

appear solidly.
You can turn off the Mini Toolbar from the program’s Options dialog box by deselecting the first option on the General Options page.
3. Right-click anywhere below the Ribbon in Word, Excel,

or PowerPoint — or in any text field in Outlook — to
display both the Mini Toolbar and its contextual menu
(see Figure 25-6).

Figure 25-5

You can right-click anywhere, not just on selected text, to display the Mini Toolbar and
the contextual menu.
4. Click any command or button. The program performs the

actions associated with the command or button.

Figure 25-6
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Customize the Ribbon

Customize the Ribbon
1. Click the File tab to display Backstage view (see Figure 25-7).
2. Click the Options command to display the program’s

Options window (see Figure 25-8).
3. On the left, click Customize Ribbon.
4. Because you cannot add commands to the original Ribbon

groups or tabs, click New Group or New Tab below the
Customize the Ribbon column on the right. If you click New
Tab, the program automatically creates both a new tab and a
new group.
5. Reposition any group or tab by using the Move Up or Move

Down buttons beside the Customize the Ribbon column.
6. Click the new group or tab and then click the Rename button

to assign a name to your group or tab.

Figure 25-7

7. In the Choose Commands From column on the left, click a

command and then click the Add button to add the command to the new group on the right. Take any of the following actions as appropriate:
• Add commands already displayed on the Ribbon.
• Remove any group — an original, or one that you create —
by selecting it and clicking the Remove button.
• Hide any of the original tabs by deselecting the check
beside them. To work with specialty tabs (such as the
Table Tools tab), open the Customize the Ribbon above
the right column and choose All Tabs.
8. Repeat Steps 4–7 until you finish customizing. Then click OK

to save your choices.

Figure 25-8
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Customize the Quick Access Toolbar
1. Click the small button at the right edge of the Quick Access

Toolbar to display some common commands that you can
add to the Quick Access Toolbar (see Figure 25-9).
2. If the command you want doesn’t appear in the list, click

More Commands to display the program’s Options window
(see Figure 25-10).

Figure 25-9

3. In the list on the left, locate and click a command that you

want to display on the Quick Access Toolbar.
Above the list, use the drop-down arrow to control the commands from which you can
choose.
4. Click the Add button to move the command from the left

column to the right column.
To remove a command from the Quick Access Toolbar, click it in the right column and
click the Remove button. To reposition a command, use the up and down arrows on
the right side of the right-hand column.
5. Repeat Steps 3 and 4 for each command you want to add.
6. Click OK to save your selections.

Figure 25-10
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Using Information
from One Office
Program in Another

M

any people use more than one program that is considered part of
Office. Office comes in several variations, and each variant includes
some different software packages. Many people use Word, Excel, PowerPoint,
and Outlook, so in this book, I focus on these four Office products.
When you’re in one Office program, it’s not uncommon to need information created and stored in another. For example, how do you get a mailing
list stored in an Excel file into your Outlook contacts? Or, how do you use
an outline created in Word to generate PowerPoint presentation slides? In
this chapter, you see how to exchange information between

➟
➟
➟
➟

Excel and PowerPoint
Word and Excel
Excel and Outlook
Word and PowerPoint

➟
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Transfer Excel Data into PowerPoint
1. Open the PowerPoint presentation in which you want the

Excel data to appear.
2. Open the Excel workbook containing the information that

you want to transfer to PowerPoint.
Don’t want those Excel workbook lines on the PowerPoint slide? Click the Page Layout
tab; from the Gridlines portion of the Sheet Options group, clear the mark check
beside View.
3. Select the information and then click the Copy button in the

Clipboard group of the Home tab (see Figure 26-1).
4. Switch to the appropriate the PowerPoint presentation using

the Windows task bar.
5. Click the slide on which the Excel data should appear.

Figure 26-1

You can change the slide layout to a blank slide or delete any PowerPoint Click Here
boxes to make the slide easier to see.
6. From the Clipboard group on the Home tab, click the arrow

at the bottom of the Paste button and then choose Paste
Special.
7. In the Paste Special dialog box that appears, choose Microsoft

Office Excel Worksheet Object and then click OK to display
the data on the PowerPoint slide (see Figure 26-2).
Drag a handle to resize the Excel data on the PowerPoint slide. To reposition the data
on the slide, place the mouse over the data; when the pointer becomes four-headed,
drag the data.

Figure 26-2
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Transfer an Excel Chart
to a PowerPoint Slide
1. Open the PowerPoint presentation in which you want the

Excel chart to appear.
2. Open the Excel workbook containing the chart that you want

to transfer to PowerPoint.
3. Click near the outside edge of the chart to select it.
4. On the Home tab, from the Clipboard group, click the Copy

button (see Figure 26-3).
5. Switch to the appropriate PowerPoint presentation using the

Windows task bar.
6. Click the slide on which the Excel chart should appear.
You can change the slide layout to a blank slide or delete any PowerPoint Click Here
boxes to make the slide easier to see.

Figure 26-3

7. From the Clipboard group on the Home tab, click the Paste

button to display the chart on the PowerPoint slide (see
Figure 26-4).
You can connect the chart in PowerPoint to the Excel file so that updates in the Excel
file appear in the PowerPoint chart. In Step 7, click the down-arrow portion of the
Paste button and select Paste Special. On the left side of the Paste Special dialog
box, select the Paste Link option; then, choose Microsoft Office Excel Chart Object
and click OK.

Figure 26-4
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Create a PowerPoint Slide
from a Word Outline
1. Open a Word document and create the outline information

that you want to transfer to a single PowerPoint slide (see
Figure 26-5). Click the Outline icon on the Word status bar
to work in Outline view. Pressing Tab indents a heading;
pressing Shift+Tab outdents a heading.
To create multiple PowerPoint slides, create separate Word documents.

2. Save and close the Word document.
3. Open a PowerPoint presentation.
4. On the Home tab, from the Slides group, click the bottom of

the New Slide button. From the drop-down menu that opens,
choose Slides from Outline (see Figure 26-6).

Figure 26-5

5. In the Insert Outline dialog box that appears, navigate to and

select the Word outline that you created in Step 1; then click
the Insert button. PowerPoint creates a slide containing the
contents of the Word document; PowerPoint treats each
heading in the Word document as a bullet.
If the contents appear to run over the edge of the slide, click the slide, and
PowerPoint will adjust the font size to accommodate the text.

Figure 26-6
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Place a Word Table in Excel
1. In Word, select the rows of a table that you want to place in

Excel.
To copy the entire table, click the Select Table handle (upper left corner of the table).

2. On the Home tab, from the Clipboard group, click the Copy

button (see Figure 26-7).
3. Open the Excel workbook in which you want to place the

Word table and then select the cell that you want to set as the
upper-left corner of the data.
4. On the Home tab, from the Clipboard group, click the Paste

button. The Word data appears in Excel.
5. Click the Paste Options button that appears and select the

Figure 26-7

formatting for the data you copied (see Figure 26-8).

Figure 26-8
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Place a Word Table in PowerPoint
1. In Word, select the rows of a table that you want to place on

a PowerPoint slide.
To copy the entire table, click the Select Table handle that appears in the upper left of
the table.
2. On the Home tab, from the Clipboard group, click the Copy

button (see Figure 26-9).
3. Open the PowerPoint presentation in which you want to

place the Word table and then select the slide on which the
table should appear.
You can change the slide layout to a blank slide or delete any PowerPoint Click Here
boxes to make the slide easier to see.

Figure 26-9

4. On the Home tab, from the Clipboard group, click the down

arrow under the Paste button and then choose Paste Special to
display the Paste Special dialog box shown in Figure 26-10.
5. Choose Microsoft Office Word Document Object and then

click OK to display the Word table on the PowerPoint slide.
You can drag a corner to enlarge the data on the slide.
By default, the Paste option is selected in the Paste Special dialog box. If you select
Paste Link, the Word table appears on the PowerPoint slide, and any changes you
make to the table in Word also appear on the PowerPoint slide.

Figure 26-10
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Place Excel Data in Word
1. In Excel, select the data you want to place in Word.
2. On the Home tab, from the Clipboard group, click the Copy

button (see Figure 26-11).
3. Open the Word document in which you want to place the

Excel data and then position the insertion point where you
want the data to appear.
4. On the Home tab, from the Clipboard group, click the Paste

button. The data appears in Word.
5. Click the Paste Options button that appears and select the

formatting for the data you copied (see Figure 26-12).
If you choose either of the last two options on the Paste Options menu, any changes
that you make to the data in Excel also appear in Word.

Figure 26-11

Figure 26-12
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Place an Excel Chart in Word
1. Open the Word document in which you want the Excel chart

to appear.
2. Open the Excel workbook containing the chart that you want

to transfer to Word.
3. Click near the outside edge of the chart to select it.
4. On the Home tab, from the Clipboard group, click the Copy

button (see Figure 26-13).
5. Click the Word document on the Windows task bar.
6. Click the location in the document where the Excel chart

should appear.
7. On the Home tab, in the Clipboard group, click the Paste

button to display the chart in the Word document (see
Figure 26-14).

Figure 26-13

8. Click the Paste Options button that appears beside the chart

and select the formatting for the chart and whether updates
in Excel will update the chart in Word.

Figure 26-14
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Import Contact Information
from Excel into Outlook
1. In Excel, open the workbook containing the contact informa-

tion that you want to import into Outlook and then establish
a named range for the information. See Chapter 9 for details
on naming a range.
2. Save the Excel workbook as an Excel 97–2003 workbook and

close it. See Chapter 8 for details on saving an Excel
workbook.

Figure 26-15

3. In Outlook, click the File tab. From Backstage view that

appears, click Open (see Figure 26-15).
4. Click Import to start the Import and Export Wizard.
5. On the first screen, choose Import from Another Program or

File; then click Next (see Figure 26-16).

Figure 26-16
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6. Use the next wizard window to identify the type of file con-

taining the information you want to import into Outlook. In
this example, choose Microsoft Excel 97–2003 then click
Next (see Figure 26-17).
Note that, although you can import information from a wide variety of file types into
Outlook, you cannot directly import an Excel 2007 or Excel 2010 file into Outlook.
That’s why, in Step 2, you saved the Excel workbook in Excel 97-2003 format.
7. In the next wizard window, as shown in Figure 26-18, select

the Do Not Import Duplicate Items radio button and then
click Browse.
Although you can allow duplicates to be created, you won’t have any way of easily
identifying which of a set of duplicates came from Outlook and which came from
Excel. Only allow duplicates to be replaced with imported items if you are positive that
the information in the file you are importing is more accurate than the information
currently in Outlook.

Figure 26-17

Figure 26-18
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8. In the Browse dialog box that appears (shown in Figure

26-19), navigate to the folder that contains the Excel workbook that you opened in Step 1 and saved in Step 2. Click
the workbook, and then click OK. The wizard dialog box
shown in Figure 26-18 reappears; click Next.
9. In the next Import a File wizard window, choose Contacts

(see Figure 26-20) and then click Next.
Although you can import the information into any folder in Outlook, when you are
importing Contact information, placing the information in the Contacts folder ensures
that the imported information will format properly in Outlook.

Figure 26-19

Figure 26-20
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10. In the next wizard window (shown in Figure 26-21), click the

Map Custom Fields button. In the Map Custom Fields dialog
box that appears (see Figure 26-22), Outlook attempts to
match fields in the Excel workbook (which appear on the
left) with fields in Outlook (which appear on the right).
Outlook won’t import any fields in the Excel workbook that don’t match a field in
Outlook, but the field names in Excel do not need to be the same as the Outlook field
names.
11. On the right side of the dialog box, click each plus sign to

display all fields. (The plus signs toggle to minus signs.)
12. Confirm that each field in the Value list on the left side of the

dialog box appears in the Mapped From column of the righthand list.
Count the fields in the Excel workbook and then count the fields in the Mapped From
column of the right-hand list to get an idea of how many fields on the left remain
unmapped.

Figure 26-21

13. If a field appears in the Excel workbook but not in the

Mapped From column of Outlook fields, identify a field in
Outlook that corresponds to the field you want to import.
Then, drag the field from the Excel workbook list onto the
appropriate field in the Field column of Outlook fields.
14. When you finish mapping, click OK.
15. Click Finish. Outlook imports uncategorized contacts. To cat-

egorize them, see Chapter 22.

Figure 26-22
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Export an Outlook Category
of Contacts to Excel
1. In Outlook, click the Contacts button in the Navigation pane.
2. On the Home tab, from the Current View group, select By

Category.
You need to display onscreen the address information for contacts that you plan to
export to Excel.
Figure 26-23
3. Right-click any column heading in the view; from the menu

that appears, choose Field Chooser (see Figure 26-23).
4. In the Field Chooser window, open the list and then click

Address Fields (see Figure 26-24).
5. Drag and drop the address fields from the Field Chooser win-

dow onto the column headings of the view, selecting the
address fields that match fields in the Excel workbook.
If you want the Excel workbook to break addresses into separate fields for street, city,
state, and zip code, don’t use the Business Address field, which groups all information
into one field.
6. Click the X in the Field Chooser window to close it.

Figure 26-24
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7. Right-click any category heading and choose Collapse All

Groups from the menu that appears (see Figure 26-25).
Category headings typically contain a small colored square and, if you didn’t rename
your categories, you’ll also see the color spelled out. If you did rename your categories, the names you supplied appear to the right of the small colored square.
8. Right-click the heading of the category you want to export to

Excel and then choose Copy from the menu that appears.
Outlook expands the category and selects all the names in it
(see Figure 26-26).
Outlook exports only information that you select. When you right-click the heading of
the category you want to export and choose Copy, Outlook understands that you want
to export the Contact information for that particular category.

Figure 26-25

Figure 26-26
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9. Open Excel.
10. With the cell pointer in cell A1, click the Paste button (see

Figure 26-27). The names from the selected category appear
in Excel, and they are all highlighted (see Figure 26-28).
11. Click the Select All button that appears above Row 1 and to

the left of Column A to select the sheet.
12. Double-click the bar between Columns A and B. Excel

expands all columns so that you can see all the information
in each column.
The mouse pointer changes shapes when you have it positioned properly on the bar
between Columns A and B.

Figure 26-27

13. Click the File tab; from Backstage view, click Save As and

then choose Excel Workbook.
14. In the Save As dialog box that appears, navigate to a folder

where you want to save the Excel workbook and then click
Save.

Figure 26-28
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Display Outlook Calendar Information
in Another Office Program
1. In Outlook, click the Calendar button in the Navigation

pane. From the Arrange group, select the view that you want
to use in another Office program.
2. In the Navigation pane, select the calendar containing infor-

mation that you want to display in another Office program.
3. To save an appointment or meeting, open the item; other-

wise, skip to Step 4.
4. Click the File button. From Backstage view, choose Save

Calendar or, if you’re saving an appointment or meeting,
choose Save As. Figure 26-29 shows Backstage view for a
calendar.
5. In the Save As dialog box that appears, note the name and

Figure 26-29

folder in which you’ll be saving; then click Save. To limit calendar information, click More Options and select a date
range and the amount of detail to display.
6. Open the Office program and document where you want to

display the calendar item.
7. Click the Insert tab. From the appropriate group (the Text

group in Word), click the Object button. The Object dialog
box appears (see Figure 26-30).
8. Click the Create from File tab.
9. Click the Browse button, navigate to the file you created in

Step 4, select it, and then click Open to redisplay the Object
dialog box.
10. Click OK to insert an icon in the document. Double-click the

icon, and an Outlook calendar, meeting, or appointment
window appears.
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n most cases, you use a mail merge when you want to combine dynamic
(changing) information (such as the recipient of a letter) with static
(doesn’t change) information (such as the body of the letter). However, you
also can use a mail merge to prepare mailing labels and envelopes. If you’re
preparing a form letter to send to, say, your customer base, you need to
write that form letter. Then, to incorporate mailing address information on
the form letter and on mailing labels or envelopes, you need to set up a file
that contains the mailing address information. You can set up that information in Word, in Excel, or you can use your Outlook Contact information. In
this chapter, you see how to
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Create a Mailing List in Excel
1. On a blank Excel worksheet, use row 1 to enter column head-

ings to identify each field of a particular mailing address.
2. On subsequent rows, enter the appropriate information for

each address you want to include in your mailing list (see
Figure 27-1).
3. Save the Excel file.

Create an Address List in Word
1. In a blank Word document, click the Mailings tab.
2. Click the Select Recipients button from the Start Mail Merge

group. From the drop-down menu that appears, choose Type
New List to display the New Address List dialog box shown
in Figure 27-2.

Figure 27-1

3. On each row, type mailing address information, pressing Tab

to move across the row.
4. Click OK when you finish entering addresses. Word displays

the Save Address List window, where you type a name for the
list and then click Save.

Figure 27-2
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Create a Mail Merge Letter
with Excel Data
1. Create a form letter but don’t include any information that

will change from letter to letter, such as the inside address.
2. Click the Mailings tab.
3. From the Start Mail Merge group, click the Start Mail Merge

button and then choose Letters from the drop-down menu
that appears (see Figure 27-3).
4. From the Start Mail Merge group, click Select Recipients and

then choose Use Existing List from the drop-down menu that
appears. The Select Data Source dialog box appears.
This example uses a mailing list stored in an Excel file. Make sure that the file containing mailing list information is not open.

Figure 27-3

5. Navigate to the folder containing the mailing list file, select

the file, and then click Open. Word links with Excel, and the
Select Table dialog box shown in Figure 27-4 appears. If the
Excel workbook contains multiple sheets, select the sheet
containing mailing list information and then click OK.

Figure 27-4
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6. From the Start Mail Merge group, click the Edit Recipient List

button to display the Mail Merge Recipients window shown
in Figure 27-5. A check box appears beside each person’s
name, identifying the recipients of the form letter.
7. Remove the check beside any addressee to whom you do not

want to mail a form letter. Then click OK to redisplay the
form letter.
8. Place the insertion point at the location in the letter where

you want the inside address to appear.
9. From the Write & Insert Fields group on the Ribbon, click the

Address Block button to display the Insert Address Block dialog box (see Figure 27-6).
10. On the left side of the Address Block dialog box, select a for-

mat for recipient names; a preview of the format appears on
the right side.
Figure 27-5

Figure 27-6
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11. If information from the mailing list file doesn’t appear cor-

rectly in the preview, click the Match Fields button to display
the Match Fields dialog box (see Figure 27-7).
12. Open each list box that you want to include in your form let-

ter and then select the corresponding field from the list. To
avoid having to match fields for this mailing list in the
future, select the Remember This Matching for This Set of
Data Sources on This Computer check box and then click OK.
Word redisplays the Insert Address Block dialog box (refer to
Figure 27-6).
13. Click OK, and Word inserts the Address Block merge field in

your document. When you merge the information, Word
replaces the merge field with address information.
14. Place the insertion point at the location in your form letter

where you want the greeting to appear.

Figure 27-7

15. From the Write & Insert Fields group on the Ribbon, click the

Greeting Line button to display the Insert Greeting Line dialog box (see Figure 27-8). Use this dialog box to select a
greeting line and to identify a universal greeting line for missing recipient names; then click OK. Word inserts a merge
field representing the greeting line in the letter.
You might need to click the Match Fields button to make your greeting line appear
how you want.

Figure 27-8
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16. From the Preview Results group on the Ribbon, click the

Preview Results button. Word displays a preview of the
merged letter, using the unchanging content of the letter and
the information from the mailing list file for the inside
address and the greeting (see Figure 27-9). You can click the
Next Record button and the Previous Record button in the
Preview Results group to preview all letters.
17. Click the Preview Results button again to redisplay merge

fields.
18. From the Finish group on the Ribbon, click the Finish &

Merge button. From the drop-down menu that appears,
choose Edit Individual Documents to display the Merge to
New Document dialog box (see Figure 27-10).
19. Select an option to identify the recipients of the letter:

• All: Creates letters for all entries on the mailing list.
• Current Record: Creates only one letter for the recipient
whose letter you’re previewing.

Figure 27-9

• From and To: Creates letters for recipients whom you specify by their record numbers.
20. Click OK. Word merges the form letter information with the

mailing list information and places individual letters for each
mailing list recipient in a new document named Letters1.
If you want, you can save Letters1 or you can simply close it.

Figure 27-10
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Create Mail Merge Envelopes
in Word with Excel Data
1. In a new blank document, click the Mailings tab.
2. From the Start Mail Merge group on the Ribbon, click the

Start Mail Merge button and then choose Envelopes from the
drop-down menu that appears (see Figure 27-11).

Figure 27-11

3. In the Envelope Options dialog box that appears, select an

envelope size and font (see Figure 27-12). You can use the
Printing Options tab to select an envelope feeding method
specific to your printer.
4. Click OK. Word sets up the document for envelopes.
5. From the Start Mail Merge group on the Ribbon, click the

Select Recipients button and identify the type of recipient list
that you plan to use. This example uses an existing list in an
Excel file. The Select Data Source dialog box appears.

Figure 27-12
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6. Navigate to the folder containing the mailing list file, select

the file, and then click Open. Word links with Excel, and the
Select Table dialog box appears (see Figure 27-13). If the
Excel workbook contains multiple sheets, select the sheet
containing the mailing list and then click OK.
7. Click in the area of the envelope where the recipient’s name

and address will appear.
You can click in the upper left of the envelope and type your return address, which
requires no merge field because it will be the same on each envelope.
Figure 27-13
8. From the Write & Insert Fields group on the Ribbon, click the

Address Block button to display the Insert Address Block dialog box (see Figure 27-14).
9. Click a format for recipient names; a preview of the format

appears on the right side of the dialog box.
If the preview doesn’t look right to you, click the Match Fields button and use the list
boxes in the Match Fields dialog box that appears to match Word fields with the fields
in your mailing list file. See “Create a Mail Merge Letter” earlier in this chapter for
details.

Figure 27-14
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10. Click OK. Word adds the Address Block merge field to the

envelope (see Figure 27-15). When you merge the information, Word replaces the merge field with information from
the mailing list file.
11. From the Preview Results group, click the Preview Results

button to see what your envelopes will look like. You can
click the Next Record button and the Previous Record buttons
in the Preview Results group to preview the all the envelopes.
12. Click the Preview Results button again to redisplay merge

fields.
13. From the Finish group on the Ribbon, click the Finish &

Merge button. From the drop-down menu that appears,
choose Edit Individual Documents to display the Merge to
New Document dialog box (see Figure 27-16).
14. Select an option to identify the recipients of the letter:

• All: Creates an envelope for all entries on the mailing list.

Figure 27-15

• Current Record: Creates only one envelope for the recipient
you are previewing.
• From and To: Creates envelopes for recipients whom you
specify by their record numbers.
15. Click OK, and Word merges the mailing list information

onto envelopes and places envelopes for each mailing list
recipient in a new document named Envelopes1.
You can save Envelopes1 or you can simply close it.

Figure 27-16

315

Chapter 27: Handling Mail Merges

Create Mail Merge Labels
in Word with Excel Data
1. In a new blank document, click the Mailings tab.
2. From the Start Mail Merge group on the Ribbon, click the

Start Mail Merge button and choose Labels from the dropdown menu that appears (see Figure 27-17).

Figure 27-17

3. In the Label Options dialog box that appears, select an

option to select the type of printer and a label vendor and
product number (see Figure 27-18). Word displays information about the label you select.
4. Click OK. Word sets up the document for the labels you

selected without gridlines to identify individual labels.
To display gridlines, click the Table Tools Layout tab on the Ribbon. From the Table
group, click View Gridlines.
5. From the Start Mail Merge group on the Ribbon, click the

Select Recipients button and identify the type of recipient list
that you plan to use. This example uses an existing list in an
Excel file. The Select Data Source dialog box appears.
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Figure 27-18
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6. Navigate to the folder containing the mailing list file, select

the file, and then click Open. Word links with Excel, and the
Select Table dialog box appears (see Figure 27-19). If the
Excel workbook contains multiple sheets, select the sheet
containing the mailing list and then click OK.
7. Click in the first label.
8. From the Write & Insert Fields group of the Ribbon, click the

Address Block button to display the Insert Address Block dialog box (see Figure 27-20).
9. Select a format for recipient names; a preview of the format

appears on the right side of the dialog box.

Figure 27-19

If the preview doesn’t look right to you, click the Match Fields button and use the list
boxes in the Match Fields dialog box that appears to match Word fields with the fields
in your mailing list file. See “Create a Mail Merge Letter with Excel Data” earlier in
this chapter for details.

Figure 27-20
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10. Click OK. Word adds the Address Block merge field to the

first label. When you merge the information, Word replaces
the merge field with information from the mailing address
file.
11. From the Write & Insert Fields group on the Ribbon, click the

Update Labels button to add the Address Block merge field to
every label (see Figure 27-21).
12. From the Preview Results group, click the Preview Results

button to see what your mailing labels will look like.
13. Click the Preview Results button again to redisplay merge

fields.
14. From the Finish group on the Ribbon, click the Finish &

Merge button. From the drop-down menu that appears,
choose Edit Individual Documents to display the Merge to
New Document dialog box (see Figure 27-22).
15. Click an option to identify the recipients of the letter:

Figure 27-21

• All: Creates a label for each recipient on the mailing list.
• Current Record: Creates only one label for the recipient you
are previewing.
• From and To: Creates labels for recipients whom you specify by their record numbers.
16. Click OK. Word merges the mailing list information onto the

labels and places individual sheets of labels in a new document named Labels1.
You can save Labels1 or simply close it.

Figure 27-22
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Create Mailing Labels with Outlook
Contact Information
1. In a new blank document, click the Mailings tab.
2. From the Start Mail Merge group on the Ribbon, click the

Start Mail Merge button and then choose Labels from the
drop-down menu that appears (see Figure 27-23).
3. In the Label Options dialog box that appears, select an

option to select the type of printer and a label vendor and
product number (see Figure 27-24). Word displays information about the label you select.
4. Click OK. Word sets up the document for the labels you

Figure 27-23

selected without gridlines to identify individual labels.
To display gridlines, click the Table Tools Layout tab on the Ribbon. From the Table
group, click View Gridlines.

Figure 27-24
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5. From the Start Mail Merge group on the Ribbon, click the

Select Recipients button and then choose Select from
Outlook Contacts from the menu that appears (see
Figure 27-25).
If you have multiple Outlook profiles, you’ll be prompted to select one.

6. In the Select Contacts dialog box that appears, select the

Contacts folder that you want to use and then click OK (see
Figure 27-26).
You can have multiple Contacts folders, but most people have only one.

Figure 27-25

Figure 27-26
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7. All the contacts stored in the Contacts folder that you select

in Step 6 appear in the Mail Merge Recipients dialog box that
appears (see Figure 27-27). Remove the check mark beside
any addressee for whom you do not want to create a mailing
label. Then click OK to redisplay the labels.
If you intend to limit the recipients, save time by assigning them to a category in
Outlook as described in Chapter 22. Then, see “Using the Mail Merge Wizard with
Selected Outlook Contact Information” later in this chapter.
8. Click in the first label.
9. From the Write & Insert Fields group on the Ribbon, click the

Address Block button to display the Insert Address Block dialog box (see Figure 27-28).
10. Select a format for each recipient’s name; a preview of the

format appears on the right side of the dialog box.
If the preview doesn’t look right to you, click the Match Fields button and use the list
boxes in the Match Fields dialog box that appears to match Word fields with the fields
in your mailing list file. See “Create a Mail Merge Letter” earlier in this chapter for
details.

Figure 27-27

11. Click OK. Word adds the Address Block merge field to the

first label. When you merge the information, Word replaces
the merge field with information from the mailing address
file.

Figure 27-28
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12. From the Write & Insert Fields group on the Ribbon, click the

Update Labels button to add the Address Block merge field to
every label (see Figure 27-29).
13. From the Preview Results group, click the Preview Results

button to preview how your labels will look after you replace
merge fields with Outlook Contact information.
14. Click the Preview Results button again to redisplay merge

fields.
15. From the Finish group on the Ribbon, click the Finish &

Merge button. From the drop-down menu that appears,
choose Edit Individual Documents to display the Merge to
New Document dialog box (see Figure 27-30).

Figure 27-29

16. Click an option to identify the recipients of the letter:

• All: Creates a label for each recipient on the mailing list.
• Current Record: Creates only one label for the recipient you
are previewing.
• From and To: Creates labels for recipients whom you specify by their record numbers.
17. Click OK, and Word merges the mailing list information

onto the labels and places individual sheets of labels in a
new document named Labels1.

Figure 27-30
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Using the Mail Merge Wizard with
Selected Outlook Contact Information
1. In Outlook, assign all the contacts that you want to use in a

single mail merge to one category. You can call the category
“Mail Merge.” See Chapter 23 for details on assigning contacts to categories.
2. Export the category of contacts to Excel as described in

Chapter 26.
3. Open Word and click the Mailings tab. From the Start Mail

Merge group, click the Start Mail Merge button and then
choose Step by Step Mail Merge Wizard. Word displays
the Mail Merge pane down the right side of the screen (see
Figure 27-31).
4. Click the type of mail merge you want to create; for this

example, use Labels.

Figure 27-31

5. At the bottom of the Mail Merge pane, click the Next: Starting

Document button. On the subsequent Mail Merge pane, you
can change the type of label you’re using by clicking the
Label Options link. At the bottom of the Mail Merge pane,
click Next: Select Recipients. If the Label Options dialog box
appears, click OK.
6. In the Mail Merge pane, select the Use an Existing List radio

button and then click Browse (see Figure 27-32).

Figure 27-32
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7. In the Select Data Source dialog box that appears, navigate to

the folder in which you stored the Excel file containing mailing list information, select the file, then click Open. Word
links with Excel, and the Select Table dialog box appears (see
Figure 27-33). If the Excel workbook contains multiple
sheets, select the sheet containing the mailing list and then
click OK.
A check should appear in the First Row of Data Contains Column Headers check box.

8. In the Mail Merge Recipients dialog box that appears (see

Figure 27-33

Figure 27-34), you can sort the labels by any column; click
the title of the column. You can optionally exclude a recipient by removing the check beside the recipient name. Click
OK to redisplay Word and the Mail Merge pane.
9. At the bottom of the Mail Merge pane, click Next: Arrange

Your Labels.

Figure 27-34
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10. Click in the first label.
11. In the Mail Merge pane, click Address Block (see Figure

27-35).
Figure 27-35 shows you the Word document after completing Steps 10–15.

12. On the left side of the Address Block dialog box that appears,

select a format for each recipient’s name; a preview of the format appears on the right side (see Figure 27-36).

Figure 27-35

Figure 27-36
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13. If information from the mailing list file doesn’t appear cor-

rectly in the preview, click the Match Fields button to display
the Match Fields dialog box (see Figure 27-37).
14. Open the list box for each field that you want to include in

your form letter and then select the corresponding field from
the list. To avoid having to match fields for this mailing list
in the future, select the Remember This Matching for This Set
of Data Sources on This Computer check box and then click
OK. Word redisplays the Insert Address Block dialog box;
refer to Figure 27-36.
15. Click OK. Word inserts the Address Block merge field in your

document. When you merge the information, Word replaces
the merge field with address information.
16. In the Mail Merge pane, click the Update Labels button.
Word adds <<AddressBlock>> to each label (refer to

Figure 27-35).

Figure 27-37

17. At the bottom of the Mail Merge pane, click Next: Preview

Your Labels. Word displays your labels as they will print (see
Figure 27-38). You can use the buttons at the top of the Mail
Merge pane scroll through the labels.
18. At the bottom of the Mail Merge pane, click Next: Complete

The Merge.
19. In the Mail Merge pane, click Print to immediately print the

labels, or click Edit Individual Labels to merge to a document
called Labels1.

Figure 27-38
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Working in Groups
with Office Programs

O

ften, you create a Word document, an Excel spreadsheet, or a
PowerPoint presentation, and then you want other people to review it,
make comments and corrections, and offer suggestions. You can use the
Track Changes features in Word and Excel to view suggested changes that
you can accept or reject; the feature also identifies who made each suggested
change.
In all three programs, you can use the Comment feature to make suggestions for changes or corrections. You also can use the Comment feature to
incorporate important information that falls outside the mainstream purpose of the document; for example, you might include a comment in an
Excel workbook to explain the source of a number in the workbook. In this
chapter, you see how to:
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Chapter

Get ready to . . .

Add a Comment to a Word Document................328
Track Changes to a Word Document ..................329
Review Tracked Changes in a Word Document .....330
Combine Tracked Changes from Versions
of a Word Document ...................................331
Add Comments to Excel Workbook Cells ............332
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Add, edit, delete, and print comments in Word, Excel, and
PowerPoint.

➟

Set up a Word document and an Excel workbook to track reviewer
changes.

Display All Comments in an Excel Workbook .....333

➟

Review suggested changes and incorporate or reject them.

Track Changes in an Excel Workbook ................335

Display a Comment in an Excel Workbook.........333
Share an Excel Workbook .................................334
Review Tracked Changes in an Excel Workbook .....337
Print Comments in an Excel Workbook ..............337
Add a Comment to a PowerPoint Slide...............338
Edit a PowerPoint Slide Comment ......................338
Delete a PowerPoint Slide Comment ..................339
Review PowerPoint Slide Comments ..................339
Print PowerPoint Slide Comments ......................340
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Add a Comment to a Word Document
1. On the status bar, click the Print Layout icon.
You can insert comments in any view, but the appearance of the comment changes
dramatically when viewed in Outline view or Draft view.
2. Select the text about which you want to comment.
3. Click the Review tab.
4. From the Comments group, click the New Comment button

(see Figure 28-1). Word displays a comment balloon like the
one shown in Figure 28-2. The comment balloon appears in
the markup area on the right side of the document and is
attached to the text that you selected.
In the comment, Word inserts the initials stored in the Personalize section of Word
Options, followed by the comment number.

Figure 28-1

5. Type the comment text.
6. Click outside the comment balloon to save your comment.
To edit a comment, click inside the balloon and make changes. To delete a comment,
click inside the comment; then, on the Review tab, from the Comments group, click
the Delete button.

Figure 28-2
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Track Changes to a Word Document
1. On the status bar, click the Print Layout icon (refer to

Figure 28-1).
2. Click the Review tab.
3. From the Tracking group, click the top portion of the Track

Changes button (see Figure 28-3). Word begins to monitor
changes that you that make to the document.
4. Open the Display for Review list and choose Final: Show

Markup.
5. Make changes to the document as needed (see Figure 28-4).

• Lines containing changes: A vertical bar appears in the left
margin beside these.
• Deleted text: These changes appear with strikethrough
formatting.

Figure 28-3

• Added text: These changes appear underlined and in a color
other than black.
To stop (toggle) tracking changes, repeat Steps 2 and 3. To review changes and accept
or reject them, see the upcoming task, “Review Tracked Changes in a Word
Document.”

Figure 28-4
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Review Tracked Changes
in a Word Document
1. Open a document in which changes were tracked.
2. Click the Review tab.
3. From the Changes group, click the Next button to find the

first tracked change, which Word highlights (see Figure 28-5).
4. Click Accept to incorporate the change into the document, or

click Reject to revert the text to its original state. Word accepts
or rejects the change, removes the revision marks, and highlights the next change (see Figure 28-6).
You can click Next to skip the change without accepting or rejecting it.
Figure 28-5
5. Repeat Step 4 to review each revision.
If you need to move backward to a change you skipped, click Previous.

6. After you review all changes, a message appears that no more

tracked changes appear in the document. Click OK.

Figure 28-6
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Combine Tracked Changes from
Versions of a Word Document
1. With no documents open, click the Review tab. From the

Compare group, click Compare. From the drop-down list that
appears, choose Combine to display the Combine
Documents dialog box (see Figure 28-7).
2. Click the Open icon in the Original Document section to

navigate to and select the original document you want to
combine. Then click Open.
3. When the Combine Documents dialog box reappears, repeat

Step 3, clicking the Open icon in the Revised Document
section.

Figure 28-7

4. Click OK. Word switches to Web Layout view and displays

four panes (see Figure 28-8):
• Left: Contains a summary of the revisions made by combining the documents.
• Middle: Contains the results of combining the original
document and the reviewed document.
• Top right: Displays the original document.
• Bottom right: Displays the reviewed document.
5. Use the steps in “Review Tracked Changes in a Word

Document” to deal with revisions in the combined document. You can save the combined document and repeat these
steps to incorporate comments from other revised versions of
the document.
Figure 28-8
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Add Comments to Excel Workbook Cells
1. Click the cell to which you want to add a comment.
2. Click the Review tab.
3. From the Comments group, click the New Comment button.

Excel displays a comment box containing your name or initials (see Figure 28-9).
4. Type the comment information.
5. Click outside the comment box. Excel stores the comment; a

small, red triangle appears in the upper right of cells containing comments (see Figure 28-10).

Figure 28-9

To edit or delete an existing comment, click the cell containing the comment. Then, on
the Review tab, from the Comments group, click the Edit Comment button or the
Delete button.

Figure 28-10
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Display a Cell Comment
in an Excel Workbook
1. Select a cell containing a comment.
2. Click the Review tab.
3. From the Comments group, click the Show/Hide Comment

button (see Figure 28-11). Excel displays the comment, and it
remains visible even when you select another cell.
The Show/Hide Comment button is grayed out because I deliberately selected a cell
containing no comment.

Figure 28-11

Display All Comments
in an Excel Workbook
1. Click the Review tab.
2. From the Comments group, click the Show All Comments

button (see Figure 28-12). Excel displays all comments in the
workbook, and they remain visible.

Figure 28-12
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Share an Excel Workbook
1. Click the Review tab.
2. From the Changes group, click Share Workbook. The Share

Workbook dialog box appears (see Figure 28-13).
3. Select the Allow Changes check box at the top of the

Editing tab.
4. Click the Advanced tab and then select sharing options (see

Figure 28-14):
• Track Changes: Specify how long Excel keeps change
history.
• Update Changes: Specify when you receive updates from
other users.

Figure 28-13

• Conflicting Changes between Users: Specify how Excel
resolves conflicts caused by two users changing the same
data.
• Include in Personal View: Select options to enable your local
print and filter settings.
5. Click OK to share the file. Excel displays a message explain-

ing that it will save the workbook and your changes. Click
OK again.

Figure 28-14
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Track Changes in an Excel Workbook
1. Click the Review tab.
2. From the Changes group, click the Track Changes button.
3. From the menu that appears, choose Highlight Changes (see

Figure 28-15). Excel displays the Highlight Changes dialog
box (see Figure 28-16).
4. Select the Track Changes While Editing check box. Additional

tracking options become available.
5. In the Highlight Which Changes section, select check boxes

to identify the changes you want Excel to highlight.

Figure 28-15

Figure 28-16
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6. Click OK. When a message appears, telling you that Excel will

save the workbook, click OK. Excel enables change tracking
and shares the workbook.
7. Make changes in the workbook, such as changing values

or adding or deleting rows or columns. Excel adds a darkblue triangle to the upper left of every cell you change (see
Figure 28-17).
8. Move the mouse pointer over a cell containing a dark-blue

triangle. Excel displays a comment that describes the change
(see Figure 28-18).
When you insert a row or column, Excel extends a dark-blue line along the edges of
the row or column.

Figure 28-17

Figure 28-18
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Review Tracked Changes
in an Excel Workbook
1. Click the Review tab.
2. From the Changes group, click the Track Changes button.

From the menu that appears, choose Accept/Reject Changes.
At the prompt, click OK to save the workbook. Excel displays
the Select Changes to Accept or Reject dialog box.
3. Specify the changes to review and then click OK. Excel high-

lights the first change and displays the Accept or Reject
Changes dialog box (see Figure 28-19).
4. Click the Accept button or the Reject button. Excel makes the

change or ignores it and selects the next changed cell.

Print Comments in an Excel Workbook

Figure 28-19

1. Display all comments in the workbook as described earlier in

this chapter in the task, “Display All Comments in an Excel
Workbook.”
2. Click the Page Layout tab.
3. From the Page Setup group, click the dialog box launcher

button to display the Page Setup dialog box. Click the Sheet
tab (see Figure 28-20).
4. Open the Comments drop-down list box and select an

option.
5. Click OK and print the worksheet. Excel prints comments

according to the setting you selected.

Figure 28-20
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Add a Comment to a PowerPoint Slide
1. To add a comment about a slide, click anywhere on the slide;

to comment on an element on the slide, select the item.
2. Click the Review tab.
3. From the Comments group, click the New Comment button.

In the comment box that appears, type the comment (see
Figure 28-21).
4. Click outside the comment box. PowerPoint adds a comment

thumbnail containing your initials to the slide.

Edit a PowerPoint Slide Comment
1. Click the comment thumbnail to reveal its content (see

Figure 28-22). If you don’t see the comment thumbnail, click
the Show Markup button on the Review tab in the
Comments group.

Figure 28-21

2. Click the Review tab.
3. From the Comments group, click the Edit Comment button.

In the box that appears, make changes to the comment.
4. Click outside the comment box to save your changes.
If one reviewer edits the comment of another reviewer, PowerPoint changes the initials in the comment to the last reviewer’s initials.

Figure 28-22
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Delete a PowerPoint Slide Comment
1. Click the thumbnail of the comment that you want to delete.
2. Click the Review tab.
3. From the Comments group, click the arrow below the Delete

button.
4. From the menu that appears, choose Delete (see Figure 28-23).
If one reviewer deletes another’s comment, PowerPoint changes the initials of the
comment to those of the reviewer who deleted the comment.

Review PowerPoint Slide Comments
1. Click the Review tab.

Figure 28-23

2. From the Comments group, make sure that the Show Markup

button is selected (see Figure 28-24).
3. Click the Next and Previous buttons to display the next or

previous comment in the presentation.

Figure 28-24
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Print PowerPoint Slide Comments
1. Click the File tab. From Backstage view that appears, click

Print (see Figure 28-25).
2. In the Settings section, click the Full Page Slides button.
3. Make sure that a check appears beside Print Comments and

Ink Markup (see Figure 28-26).
4. Click the Print button at the top of the screen. PowerPoint

prints the presentation, including its comments.

Figure 28-25

Figure 28-26
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Index

•A•
absolute reference, 88
Address Book
adding message’s sender to, 228
selecting message recipients from, 224
animation, 202
antonyms, finding, 29
appointments. See also Calendar
changing date or time, 263
creating reminder for, 269
recurring, 262
setting up, 262
setting up from e-mail message, 268
area chart, 132
arguments, 83
audience handouts, printing, 197
average value, 86

•B•
background, in presentations, 193
bar chart, 132
blind carbon copy (Bcc), 226
bold text, 35

borders
adding to paragraphs, 45
placing around cells, 100
brightness, 170
bubble chart, 133
bulleted list, 47
bullets, applying animation to, 202

•C•
Calendar
accepting or declining proposed meeting time, 266
adding holidays to, 272
changing appointment date or time, 263
changing meeting time or date, 267
creating recurring meeting, 266
creating reminder for existing appointment or meeting, 269
default reminder information, 269
displaying two time zones, 271
proposing different meeting time, 267
setting up appointment, 262
setting up appointment from e-mail message, 268
setting up meeting, 264–265
setting up recurring appointment, 262
showing week numbers in Month View, 270
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case
capitalizing, 32
changing, 32
cells. See also workbook
active, changing, 74
background colors, 99
borders, 100
copying and pasting data, 79
deleting, 82
editing data, 76
entering data, 75
indenting data in, 102
locating by format, 119
merging to create title, 98
multiple, selecting, 77
range names, 90–91
shifting, 81
styles, 102
undoing data entry, 76
wrapping text in, 100
charts (Excel)
adjusting data, 138
category axis, 130
changing types, 134
color style, 137
creating, 130–131
data labels, 137
embedding into PowerPoint, 183
gridlines, 131
inserting, 132–133
legend, 131, 136
location, 134
placing in Word document, 298
placing picture in data series, 138
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plot area, 131
printing, 146
series, 131
Sparkline, 128–129
tick marks, 131
title, 130, 135
types, 132–133
value axis, 131
X axis title, 130
Y axis title, 131
charts (PowerPoint)
animating by components, 202
changing type of, 182
editing data of, 182
inserting, 182
modifying legend of, 184
modifying title of, 184
clip art, inserting into slides, 163–164
column chart, 132
columns. See also rows
deleting, 82
freezing, 112
headings, 143
inserting, 81
merging, 126
repeating, 143
selecting, 77
splitting data into, 125
compound formulas, 85
cone chart, 133
contrast, 170
contacts. See also Calendar
adding, 246
business cards, 257

Index
categorizing, 250
color categories, 249
creating mail merge labels with, 319–322
customizing view, 256
e-mailing information, 257
forwarding information from e-mail, 258
grouping, 250
linking tasks to, 281
printing categories, 254–255
printing View, 251
searching for, 246
sending e-mail to contacts in category, 260
viewing, 248
viewing categories, 252–253
contextual menu, 288
contiguous cells, selecting, 77
contiguous word, selecting, 15
cylinder chart, 133

•D•
data labels, 137
data markers, 131
date, 75
date formats, 101
decimal points, adding or removing, 94
diagrams. See SmartArt diagrams
document
adding comments to, 328
adding page numbers, 61
applying bold, italics, or underline, 35
auto correcting, 24–25
changing font, 33

changing text case, 32
changing text color, 36
checking spelling and grammar, 28
closing, 6
combining tracked changes from versions, 331
controlling text flow and pagination, 60
converting prior version, 10
copying blocks of text, 15
copying text, 15
copying text formatting, 38
creating new, 7
creating tables, 62
deleting text, 14
entering text in, 7
file format, 8
finding marked place in, 18
finding synonyms or antonyms, 29
finding text, 22
footer, 57–59
formatting paragraphs, 39–52
header, 57–59
highlighting text color, 37
inserting additional text, 12
inserting frequently used phrases, 26–27
inserting line break, 19
inserting page break, 55
inserting section break, 56
inserting text by replacing existing text, 13
insertion points, 7
margins, 54
marking place in, 17
moving around in, 7
moving text, 15
new, 6, 34
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document (continued)
opening, 6, 9
options for saving, 8
page orientation, 55
placing Excel chart in, 298
placing Excel data in, 297
previewing before printing, 64
printing, 65–66
replacing text, 23
reviewing tracked changes in, 330
selecting, 15
selecting new default font, 34
selecting text, 15
starting new paragraph, 19
switching between insert and overtype modes, 13
switching views, 20
templates, 7, 34
tracking changes to, 329
undoing changes, 14
doughnut chart, 133

•E•
effects, 176, 191
electronic business cards
as e-mail signature, 259
e-mailing, 257
forwarding, 258
e-mail
adding message’s sender to Address Book, 228
alternate signatures, 234
attaching file to message, 229
automatically moving to specific folders, 236
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blind carbon copy, 226
categorizing, 237
controlling appearance of original message text in replies or
forwarded mails, 227
creating, 223
following up on message, 237
forwarding, 225
junk mail, 243–244
out-of-office reply message, 240–242
reminder, 238
replying to, 224
searching, 234
selecting recipients from Address Book, 224
sending, 223
sending PowerPoint presentation, 198
sending to contact lists, 230
sending to contacts in category, 260
signatures, 233, 259
sorting and grouping messages, 235
error checking, 124
Excel
arguments, 83
assistance tags, 124
AutoFilter, 121
cells, 69
changing active cell, 74
controlling individual subtotals, 123
converting prior version file to Excel 2010, 73
copying and pasting cell data, 79
creating mailing list, 308
creating new file, 71
deleting file, 73
dragging and dropping data, 80
exporting contact information to Outlook, 299–302

Index
extending series with AutoFill, 78
finding all data occurrences in, 119
formatting worksheets, 93–102
formulas, 69, 83–92
functions, 83
generating subtotal, 122
importing Outlook category of contacts, 303–305
inserting rows and columns, 81
labels, 69
locating cells by format, 119
merging columns, 126
moving data, 79
opening and closing, 70
opening existing file, 72
placing chart in Word, 298
placing date in Word, 297
placing Word table in, 295
printing in, 139–146
removing subtotals, 123
replacing data, 120
saving file in different format, 72
searching for data, 118
selecting multiple cells, 77
sorting by cell format, 117
sorting by multiple criteria, 116
sorting with Ribbon, 114
splitting data into multiple columns, 125
transferring chart to PowerPoint slide, 293
transferring into PowerPoint, 292
transposing data, 80
undoing data entry, 76
values, 69

•F•
font. See also text
attributes, 99
changing, 33
color, 98
default, 34
footer
adding, 57, 144
customizing, 145
inserting, 58–59
options, 144
formulas (Excel)
absolute reference, 88
adding numbers with AutoSum, 85
building with Function Wizard, 89
compound, 85
copying values by Paste Special, 88
copying with AutoFill, 87
creating with operators, 84
editing, 87
finding average value, 86
range names, 90–91
validating data entry, 92
frames, adding to objects, 176
frequently used phrases, 26–27
functions, 83, 89

•G•
grammar, checking, 28
gridlines, 143
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•H•
header
adding, 57, 144
customizing, 145
inserting, 58–59
options, 144
hidden slides, 207
hyperlinks, 124

•I•
indent paragraphs, 44
italics, 35

•J•
junk mail, 243–244. See also e-mail

•L•
labels, 69, 75
legends, 184
line breaks, 19, 40
line chart, 132
line spacing, 46
lines in slides
changing color of, 172
changing style of, 173
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list
bulleted, 47
multilevel, 48
numbered, 47
lowercase, 32

•M•
mail merge. See also e-mail
creating envelopes with Excel data, 313–315
creating labels in Word with Excel data, 316–318
creating labels with Outlook contact information, 319–322
creating letter with Excel data, 309–312
using with selected Outlook contact information, 323–326
mailing list, creating, 308
margins, changing, 54
meetings. See also Calendar; contacts
accepting or declining proposed time, 266
changing time or date, 267
creating reminder for, 269
proposing different time, 267
recurring, 266
setting up, 264–265
multilevel list, 48
multiple columns, selecting, 77
multiple rows, selecting, 77

•N•
newspaper columns, creating, 63
noncontiguous cells, selecting, 77

Index
noncontiguous word, selecting, 15
Notes Master (PowerPoint), 195
numbered list, 47

•O•
objects (PowerPoint)
adding effects to, 176
adding frames to, 176
adding transparency to, 171
aligning, 174
distributing, 175
grouping, 175
moving, 173
stacking, 174
operators, 84
outline
creating in PowerPoint, 154
creating PowerPoint slide from, 294
in Word, importing to PowerPoint, 155
Outlook
Calendar, 261–272
cleaning up data, 219
compacting data files, 220
contacts, 245–260
Conversation view, 222
displaying Calendar information in another Office
program, 306
exporting category of contacts to Excel, 303–305
importing contact information from Excel, 299–302
Navigation pane, 213
opening and closing, 212
options, 218

Quick Steps, 231–232
Reading pane, 218
Ribbon, 214
starting folder, 216
tasks, 273–282
To-Do Bar, 217
using, 215
out-of-office reply message, 240–242

•P•
page breaks, inserting, 55
page numbers, adding, 61
page orientation, 55
pagination, 60
paragraphs. See also document
adding border to, 45
aligning text, 42
bulleted list, 47
displaying formatting information, 40
formatting with styles, 49–50
hiding and displaying rulers, 41
indent, 44
line spacing between, 46
line spacing within, 46
marks, 40
multilevel list, 48
new, 19
numbered list, 47
saving formatting in style, 52
switching all text of one style to a different style, 51
tabs, 43
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pictures in slides
adjusting brightness and contrast, 170
cropping, 164
flipping, 170
inserting, 164
resizing, 165
rotating, 169
pie chart, 132
PowerPoint. See also presentations; slides
creating outline in, 154
exiting, 153
importing Word outline to, 155
SlideSorter, 162
starting, 150
transferring Excel data into, 292
presentations. See also PowerPoint; slides
background in, 192–193
bullets in, applying animation to, 202
charts in, 182–184, 202
closing, 153
copying tables from Word or Excel and pasting to, 179
creating, 151
e-mailing, 198
inserting tables into, 178
opening, 150
packaging, 208
printing outline of, 198
saving, 152
setting up, 200
SmartArt diagram in, 185–187
speaker notes, 194, 197
tables in, 180–181
themes in, 190–191
timing in, 203–204
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printing in Excel
footer, 144–145
gridlines, 143
header, 144–145
manual page break, 140
page margins, 142
paper orientation and size, 141
previewing before, 140
print area, 141
repeating rows and columns, 143
row and column headings, 143
scaling worksheets to fit on page, 142
printing in PowerPoint
audience handouts, 197
establishing print options, 196
outline of presentation, 198
speaker notes, 197
pyramid chart, 133

•Q•
Quick Access Toolbar, 6, 69, 212, 290
Quick Part entry, 26–27
Quick Styles gallery (Word), 49–50

•R•
radar chart, 133
range names, 90–91
rehearse timing, 204
Ribbon, 6, 114, 212, 214, 286, 289

Index
rows. See also columns
deleting, 82
freezing, 112
headings, 143
height, changing, 96
inserting, 81
repeating, 143
selecting, 77
rulers, hiding and displaying, 41

•S•
Search Document box (Word), 22
section break, inserting, 56
sentence case, 32
sentence, selecting, 15
shapes in presentations, 171, 187
Slide Masters, 192
slides. See also PowerPoint; presentations
adding comments to, 338
adding text to, 159
adding to presentation, 155–156
adding transparency to objects in, 171
adjusting brightness and contrast of pictures in, 170
annotating, 207
applying timing to, 203
changing type of, 158
copying, 158
creating from Word outline, 294
deleting comments, 339
deleting from presentation, 156
drawing shapes in, 171

editing comments, 338
editing text on, 159
formatting text on, 161
hidden, 207
inserting clip art into, 163–164
lines in, 172–173
objects in, 174–176
organizing, 162
pictures in, 164, 168, 170
placing Word table in, 296
printing comments, 340
resizing picture in, 165
reviewing comments, 339
rotating pictures in, 169
setting transitions, 201
shapes in, 171
slide shows, 205–206
sound in, 165
text placeholder on, 160
transferring Excel chart to, 293
using from another file, 151
video in, 166
SlideSorter, PowerPoint, 162
SmartArt diagrams
adding shapes to, 187
changing color scheme, 188
changing diagram type, 188
creating, 185
deleting shapes from, 187
formatting and editing, 186
modifying style of, 185
soft return, 19
sound, inserting into slides, 165
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spaces, 40
Sparkline charts
creating, 128
deleting, 128
editing data, 129
groups, 128
markers, 128
styles, 129
speaker notes, 194, 197
spell checking, 28
spreadsheet. See worksheet
stock chart, 133
subtotal, 122–123
surface chart, 133
synonyms, finding, 29

•T•
tables
creating, 62
creating newspaper columns, 63
in Excel, 295
in presentations, 178–179, 180–181, 296
tabs, 40, 43, 107
tasks. See also Calendar
completing, 276
creating in Calendar Daily Task list, 275
creating with Task Window, 274
creating with To-Do bar, 274
displaying in To-Do bar, 277
displaying only today’s tasks, 282
hiding in To-Do bar, 278
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hiding or displaying in Calendar Daily Task List, 279
linking to contacts, 281
recurring, 276
reinstating, 279
reordering, 280
sorting, 280
to-do-item, 275
text. See also document
aligning, 42
bold, 35
changing case, 32
changing color, 36
copying, 15
copying blocks of, 15
copying format, 38
deleting, 14
entering, 7
finding text, 22
highlighting with color, 37
inserting, 12
inserting by replacing existing text, 13
italics, 35
moving, 15
placeholder for, 160
in presentations, 159, 161, 179
replacing, 23
selecting, 15
selecting new default font, 34
underline, 35
text flow, 60
themes in presentations, 190–191
Thesaurus, 29

Index
to-do-item, creating, 275
toggling case, 32
transitions, 201
transparency, adding to PowerPoint objects, 171

•U•
underline, 35
upper case, 32

•V•
value with decimal, 75
values, 69
video, 166

•W•
whole value, 75
Word
copying from tables and pasting to presentation, 179
creating mailing list, 308
document. See document
opening and closing, 6
word, selecting, 15
workbook
adding comments to, 332
changing active cell, 74
converting prior version file to Excel 2010, 73
copying and pasting cell data, 79

copying worksheets, 105
creating, 71
cross-referencing, 109
deleting, 73
deleting cells, 82
deleting rows and columns, 82
deleting worksheets, 104
displaying all comments in, 333
displaying cell comments in, 333
dragging and dropping data, 80
editing cell data, 76
e-mailing, 146
entering cell data, 75
hiding and unhiding worksheets, 107
inserting rows and columns, 81
inserting worksheets, 104
moving data, 79
moving or copying worksheets to a different workbook, 106
opening, 72
printing comments in, 337
referencing other worksheets, 108
renaming worksheets, 105
reviewing tracked changes in, 337
row height, changing, 96
saving, 71
saving in different format, 72
selecting multiple cells, 77
sharing, 333–334
tracking changes in, 335–336
transposing data, 80
undoing data entry, 76
zooming in or out, 110
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worksheet
adding or removing decimal points, 94
aligning data, 97
borders around cells, 100
cell background colors, 99
cell styles, 102
column width, adjusting, 95
copying, 105
copying format, 101
creating title by merging cells, 98
date formats, 101
deleting, 104
font attributes, 99
font color, 98
format values, 94
freezing titles, 112
hiding and unhiding, 107
indenting data in cells, 102
inserting, 104
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moving or copying to a different workbook, 106
printing, 146
referencing, 108
renaming, 105
selecting, 77
tab colors, 107
views, changing, 111
wrapping text in cell, 100

•X•
X-Y scatter, 132

•Z•
zooming in/out, 110
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Cool Office 2010 Lingo
Address Book In Outlook, the Address Book contains a collection of contacts. You can have several
address books that contain different sets of contacts, but most people use only one address book.
attachment A file or an Outlook item that you
add to an Outlook e-mail message. The content of
the attachment does not appear in the body of the
e-mail message, and the recipient must open the
attachment to view its content.
Blind Copy Using this field in an Outlook e-mail
message, you can send a copy of a message to a
recipient without the knowledge of other recipients.
category An Outlook feature you can use to group
similar Outlook items. You can assign categories
to e-mail messages, contacts, calendar entries, and
tasks, and you can assign more than one category
to any Outlook item. Outlook assigns a color to
each category you set up to make it easy for you to
identify a category. The category colors appear in
individual Outlook items and in all table views.
click on or click To use the mouse to pick a Ribbon
item or option in a dialog box.
Clipboard An area of computer memory where
text or graphics can be temporarily stored.
Close button Used to shut down or exit a dialog
box, window, or application.
default A setting or action predetermined by the
program that can be changed by the user.

desktop The screen background and main area
of Windows where you can open and manage files
and programs.

Ribbon Appears at the top of the application
window and is used to access many of the
commonly used features of Office.

document A generic term used to refer to a file
created in Word, but can also apply to an Excel
workbook or a PowerPoint presentation file. See
“file” for more information.

Save As To assign a new name or location to a
previously saved document, worksheet, or
presentation.

drag and drop To move text or an object by positioning the mouse pointer on the item you want
to move, pressing and holding the mouse button,
moving the mouse, then releasing the mouse button to drop it into its new location.

Save The process of taking a document, worksheet,
or presentation residing temporarily in the memory
of the computer and creating a file to be stored
permanently to disk.

file Information created in a program and stored
on a disk by assigning a name.

scroll bar The bars on the right side and bottom of
a window that let you reposition onscreen a document, presentation, or worksheet vertically and
horizontally.

format To change the appearance of text or
objects with features such as the font, style, color,
borders, and size.

spreadsheet program A software program such
as Excel that can perform calculations on data,
presenting the data in a row and column grid.

mouse pointer A symbol that indicates a position
on screen as you move the mouse around.

Status bar The line at the bottom of an Office
window that shows information, such as page
number or current formatting.

Navigation pane This Outlook element runs down
the left side of the window and contains buttons
you click to switch among the various sections
available in Outlook Mail, Calendar, Contacts, Tasks,
and so on.
presentation A term used to describe the type of
file created when using PowerPoint. See “file” for
more information.
Quick Access Toolbar (QAT) The name of the only
toolbar appearing in any Office 2010 program, the
QAT appears, by default, at the top left edge of the
screen, above the Ribbon.

widow In Word, the term used to describe the
condition where the first line of a paragraph
appears at the bottom of a page and subsequent
lines appear on the following page. Widows are
distracting to reading comprehension.
workbook The term used to describe the type of
file created when using Excel. See “file” for more
information.
worksheet A page in a spreadsheet file on which
you store text and numbers you use in calculations.
You can include multiple worksheets in a workbook.
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• How to convert older
documents to Word 2010

Simple steps...

...for great results

Format and Edit Diagrams
1. Open the PowerPoint presentation, display
the slide and the SmartArt graphic you want
to modify.
2. Select one or more individual shapes in the
graphic, choose Choose SmartArt Tools ➪
Format and do any or all of the following:
• Change shape: Click Shapes ➪ Change
Shape and select a different shape from the
drop-down palette seen in Figure 17-17.
• Add a shape effect: Click Shapes Styles ➪
Shape Effects and choose a different effect,
such as a shadow, glow, or bevel for a shape
(see Figure 17-18).
To move a shape, select and drag a shape to a new location on the slide.
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