VISUAL

Microsoft 365

Quarter Sabes + Saved

Page Layout  Formulas.

- -
A K
ont w
5
[ 3
 Thousands)
¢ March
s 16
2 35
2 343
o m

- £ ehan *

i @ 5 - o x

& comments
@ p  f@&

Actions

Q) Cronte Chant

File  Hos

|

I imsest Column or Bar Chan > 20 Cokmn
@  insent Pie sr Doughnus Chart > | ‘ i ‘ B
bdl oA BA e -
[ Urban Garden Design - Saving.. ~ P ruMdedis i € & -
.y i Home et Draw Design Tonsifors Anmaions SideStow Record Reew View Help =
7) o — —
J su © . 3 | o G
&9 2§ f9
Drawing  Editing  Dictate  Design
- - v Wdem
Font Pucagraph Voice  Designer

Attracting Butterflies to Your
Garden

Why butterflies?
They're relaxing

They're fun
TheyTre beautiful |

Which plants?
Butterfly Bush
Black-Eyed Susan
Butterfly Weed
Daylily

...

Click to add notes

2 Hotes

side7ofi2 [

Engiun (United Statesy T Accessibiity: investigate

B 4 B & 0 @

Paul McFedries

Microsoft 365

£
Q@

‘Thm\«

Office

P Search for apps. files, templates and more =]

More from Microsof

Access
Creste cumtomize and share datsbas

Excel
iscover 3nd connect 15 data, model

Forms

Creste surveys, quizses, and polls and

OneNote
Capture and crganize your notes acro.

Pecple

Organie yaure

PowerPoint
Design prafessionsl oresentatons

@ o @D

info for all you..

me Insert Draw Design Layout References

3 me Tide T

ha
fal] A |

1)

it Tips and Tricks L Instan Oftice

Calendar
Sehadule snd share mesting g eve

Family Safety

OneDrive

Store. access, and share your fles in o

Outlook

Butiness-s

o5 amal $hrough 8 rich .

Power Automate
Create workfiows between your apgs..

Publisher
Create everything fram abels 1o news.

&E VR OISR

[ ]

Plewe Words in the Modem Workplace -

Mailings

-

P rmibiceies B

Review  View  Hep
= Paragraph Spacing ~
Colon Foms (0] ects~ !
Y7 @ setwsbetmit

22 7]| rds in the Modern Workplac

working so hard lately that you feel as though you're practical
2 | -ubicle, that's at least a linguistically appropriate feeling. That
!:| [Aa l‘ |ord cublcle comes from the Latin term cubleulum, which rough

icle was used in English until around t
+ cublcles resurfaced as small sleeping areas t
tions that didn’t quite reach the ceiling.
The office cubicle as we know it tod
was the brainchild of a fellow name
Harold Probst, who workec
Herman Miller company in the 196
Before Mr. Probst came along offics
were arranged bullpen-style, with
desks out in the open in regimentec
rows, the workers arranged like so
many galley slaves. Probst saw mue
wrong with this design, including w
‘he memorably called the "idiot
salutation problem: the constant
interruptions caused by every Tom
1ou as they walked by.

all storage unkts to give each worker their ow
ubicle was born. (Later, someone asked Prob:

Trow: B |

essibilty nvestigte

‘isual

® A Wiley Brand






ESUL LY

Microsoft 365

by Paul McFedries



Teach Yourself VISUALLY™ Microsoft 365
Copyright © 2022 by John Wiley & Sons, Inc., Indianapolis, Indiana

Published by John Wiley & Sons, Inc., Hoboken, New Jersey.
Published simultaneously in Canada.

978-1-119-89351-6

978-1-119-89310-3 (ebk.)

978-1-119-89364-6 (ebk.)

No part of this publication may be reproduced, stored in a retrieval sys-
tem, or transmitted in any form or by any means, electronic, mechanical,
photocopying, recording, scanning, or otherwise, except as permitted
under Section 107 or 108 of the 1976 United States Copyright Act, with-
out either the prior written permission of the Publisher, or authoriza-
tion through payment of the appropriate per-copy fee to the Copyright
Clearance Center, Inc., 222 Rosewood Drive, Danvers, MA 01923, (978)
750-8400, fax (978) 750-4470, or on the web at www.copyright.com.
Requests to the Publisher for permission should be addressed to the
Permissions Department, John Wiley & Sons, Inc., 111 River Street,
Hoboken, NJ 07030, (201) 748-6011, fax (201) 748-6008, or online at
www.wiley.com/go/permission.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER AND
THE AUTHOR MAKE NO REPRESENTATIONS OR WARRANTIES WITH RESPECT
TO THE ACCURACY OR COMPLETENESS OF THE CONTENTS OF THIS WORK
AND SPECIFICALLY DISCLAIM ALL WARRANTIES, INCLUDING WITHOUT
LIMITATION WARRANTIES OF FITNESS FOR A PARTICULAR PURPOSE. NO
WARRANTY MAY BE CREATED OR EXTENDED BY SALES OR PROMOTIONAL
MATERTALS. THE ADVICE AND STRATEGIES CONTAINED HEREIN MAY NOT BE
SUITABLE FOR EVERY SITUATION. THIS WORK IS SOLD WITH THE UNDER-
STANDING THAT THE PUBLISHER IS NOT ENGAGED IN RENDERING LEGAL,
ACCOUNTING, OR OTHER PROFESSIONAL SERVICES. IF PROFESSIONAL AS-
SISTANCE IS REQUIRED, THE SERVICES OF A COMPETENT PROFESSIONAL
PERSON SHOULD BE SOUGHT. NEITHER THE PUBLISHER NOR THE AUTHOR
SHALL BE LIABLE FOR DAMAGES ARISING HEREFROM. THE FACT THAT AN
ORGANIZATION OR WEBSITE IS REFERRED TO IN THIS WORK AS A CITATION
AND/OR A POTENTIAL SOURCE OF FURTHER INFORMATION DOES NOT MEAN
THAT THE AUTHOR OR THE PUBLISHER ENDORSES THE INFORMATION THE
ORGANIZATION OR WEBSITE MAY PROVIDE OR RECOMMENDATIONS IT MAY
MAKE. FURTHER, READERS SHOULD BE AWARE THE INTERNET WEBSITES
LISTED IN THIS WORK MAY HAVE CHANGED OR DISAPPEARED BETWEEN
WHEN THIS WORK WAS WRITTEN AND WHEN IT IS READ.

For general information on our other products and services or for
technical support, please contact our Customer Care Department within
the United States at (800) 762-2974, outside the United States at (317)
572-3993 or fax (317) 572-4002.

Wiley also publishes its books in a variety of electronic formats. Some
content that appears in print may not be available in electronic formats.
For more information about Wiley products, visit our web site at www.
wiley.com.

Library of Congress Control Number: 2022930947

Trademarks Wiley, the Wiley logo, Visual, the Visual logo, Teach Your-
self VISUALLY, Read Less - Learn More and related trade dress are trade-
marks or registered trademarks of John Wiley & Sons, Inc. and/or its
affiliates. Microsoft 365 is a trademark of Microsoft Corporation. All other
trademarks are the property of their respective owners. John Wiley &
Sons, Inc. is not associated with any product or vendor mentioned in
this book. Teach Yourself Visually™ Microsoft 365 is an independent pub-
lication and is neither affiliated with, nor authorized, sponsored, or ap-
proved by Microsoft Corporation.

Cover images: © Paul McFedries
Cover design: Wiley


http://www.copyright.com
http://www.wiley.com/go/permission
http://www.wiley.com
http://www.wiley.com

About the Author

Paul McFedries is a full-time technical writer. Paul has been authoring
computer books since 1991, and he has more than 100 books to his credit.
Paul's books have sold more than four million copies worldwide. These
books include the Wiley titles Teach Yourself VISUALLY Windows 11, Teach
Yourself VISUALLY Excel 2016, Excel Workbook For Dummies, Excel

All-in-One For Dummies, and Excel Data Analysis For Dummies, Fifth Edition.
Paul invites you to drop by his personal website at www.paulmcfedries.com
or follow him on Twitter @paulmcf.

Author’s Acknowledgments

It goes without saying that writers focus on text, and I certainly enjoyed
focusing on the text that you'll read in this book. However, this book is
more than just the usual collection of words and phrases. A quick thumb-
through of the pages will show you that this book is also chock-full of
images, from sharp screenshots to fun and informative illustrations. Those
colorful images sure make for a beautiful book, and that beauty comes
from a lot of hard work by Wiley's immensely talented group of designers
and layout artists. I thank them for creating another gem. Of course, what
you read in this book must also be accurate, logically presented, and free
of errors. Ensuring all of this was an excellent group of editors that
included project editor Lynn Northrup, technical editor Doug Holland, copy
editor Kim Wimpsett, and production editor Barath Kumar Rajasekaran.
Thanks to all of you for your exceptional competence and hard work.
Thanks, as well, to acquisitions editor Devon Lewis for asking me to

write this book.



http://www.paulmcfedries.com/
https://twitter.com/paulmcf




How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is
also for readers who want to expand their knowledge.

The Conventions in This Book

@ Steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the
result.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross reference
to a related area of the book.

Using Sparklines to View Data Trends

You can place a micro-chart of i a single cell in your worksheet. Excel refers to these
micro-charts as sparkline

You can create three types of sparkline charts: line, column, or win/loss. All three show you, at a
glance, trend information for a range of data you select. Excel places a sparkline chart in the cell
immediately to the right of the row of cells you use to create the chart. Excel offers several styles
that you can apply to your sparklines.

Using Sparklines to View Data Trends

Insert a Sparkline
€ Select the row of cells containing
the data you want to include in

the sparkline chart.

Note: To avoid having to move the
sparkline chart, make sure an empty
cell appears to the right of the cells
you intend to chart.

@ Click the Quick
button (7

© Click Sparklines.

(© Click the type of sparkline chart
you want to insert.

This example creates a line
sparkline chart.

© Excel inserts the sparkline chart
in the cell to the right of the
selected cells.
(© The Sparkline contextual tab
appears.
(© Repeat steps 1 to 4 to add .
sparklines for the rest of your data.

@ Alternatively, you can drag the
Fill handle down to create a o
sparkline group. See the
upcoming Tip for more about
sparkline groups.

&Note: To delete a sparkline
chart, right-click it and then

Q Icons and Buttons

Icons and buttons show you exactly what you need to
click to perform a step.

O Tips
Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names, options, and text
or numbers you must type.

@ Italics

Italic type introduces and defines a new term.

CHAPTER

EXCEL
Working with Charts 1

Apply a Sparkline Style
@ Click the cell containing a

sparkline that you wantg style.
@ Click Sparkline-
© Use the Style gallery to Select

the style you want to apply to
the sparkline.

S

A

© You can click More () to
display the full Style gallery.

© Excel applies the style to the
sparkline.

click Sparklines. Click either Clear
Selected Sparklines or Clear
Selected Sparkline Groups.

Can I create multiple sparklines simultaneously?

Yes. You can select data on multiple rows; Excel creates a

sparkline for each row and treats the sparklines as a

group. For example, if you change the chart type of one

sparkline, Excel changes the chart type for the entire
group.

How can I change the chart type of a
sparkline?

Click the cell containing the sparkline and then
click the Sparkline contextual tab. In the Type
group, click the sparkline chart type you want

to use.
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PART I

Microsoft 365
Features

The Microsoft 365 applications share a common look and feel. You can find
many of the same features in each program, such as the Ribbon, Quick
Access Toolbar, program window controls, and the File tab. Many of the
tasks you perform, such as creating and working with files, share the same
processes and features throughout the Microsoft 365 suite. In this part, you
learn how to navigate the common Microsoft 365 features and basic tasks.

Microsoft 365 is a suite of apps that help you stay
connected and get things done

v Word

Create impressive documents and
improve your writing with built-in
intelligent features.

ﬂ Excel

PowerPoint

Microsoft Teams

Outlook

OneDrive
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Start and Exit Microsoft 365 Apps

Microsoft 365 installation creates an icon for each Microsoft 365 app either on the Start menu
orin the All Apps list. To work with an app, you need to know how to launch the app on your
PC. When you are finished with an app, you also need to know how to exit the app.

This section uses Word to demonstrate how to open an app from Windows 11. Once a Microsoft 365
app opens, its Start screen appears, where you can find a recent document or start a new document.
For other ways to open or create a document, see Chapter 2.

Start and Exit Microsoft 365 Apps

@ click Start (z5).

The Start menu appears. B
() Alternatively, you can click Search (O), type the W - a m
name of the app, and then click the app in the e W ool Pwemn  w Colenar
search results. 8 ® ‘ 9 @ ©
Click the Microsoft 365 app you want to start. PR e < ot~ ¥,
e m v Do e
Note: If you do not see the Microsoft 365 app you B R Dnt S e LN et e S i
want, skip to step 3. e i
€ Click All apps. e By o
323:’?”“ E :::ivdzorlly Test

Windows displays the ALl Apps list.

O Click the app you want to open.




The app launches and displays its
Start screen.

(© You can use the Home panel to
start a blank document or open a
recent document.

@ You can use the New panel to start
a new document.

() You can use the Open panel to
open an existing document.

(@ This area indicates whether you
have signed in to your Microsoft
365 subscription.

Note: See Chapter 4 for details about
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Good afternoon

v New

R Search
Recent  Pinned  Shared with Me
B hame

ﬁq 2023 Budget
OreDive - Persanal » Excel Data Analysis FD

@ 9781119892516 ch01 callouts.
Paul McFedries's OneDrive « Werting » TW Microsoft 365 » Figures » <01

m 9781119866442 ch01 callouts.
Paul Ml

4 Writing » TV Windows 11+ Figures » ch01
@ 9781119893516 ch01_f
Paul McFedries's OneDrive » Wirting »

01
@ Paul McFedries's OneDrive » Writing = TYV Micrasaft 365 = 0721119074779 text

More templates —

Signing .in tO MiCTOSOft 365. @ AutoSeve @ o) [H Document! - Wort P searchalt=q 'y pun B & ﬂ
Fle  Home Inset Draw Design Layout References Malings Review View Hep £ Comments. (@]
© 7o exit the app, click the Close R —l 08 I E I\ A
Paste < - J ‘GA“ Puugmvh Sw'ls Eﬂvyng Dictate Editor R;:e Styles
button (). O P ol ¥ S POV OO A O e .
““““““ T T T e
Note: If you have multiple documents
open, you must click Close (3<) for
each file to exit the app. :
Pagelof1 Owords English (Canads) Tedt Predictions: On To sccessibilty: Good'to go Drocus  [EH S+ o
Can I create a shortcut to open a Microsoft 1§ cces
365 application? N £ Pinto Start
. . Accessik -
Yes, you can pin the app to the Windows Start More > & Pinto taskbar
menu or taskbar. Follow steps 1 to 4 in this c [ Uninstal B8 Run as administrator

section, and then right-click the app name in
the ALl Apps list. From the menu that appears,

E Calculat  Recent

Open file location

either click Pin to Start to add the app to the Pinned section of the Start menu or click More and then
click Pin to taskbar to pin the app to the Windows taskbar. To open the app, click the app’s tile in the
Pinned section of the Start menu or the app’s button on the taskbar.




Explore the App Window

(L Microsoft 365 apps share a common appearance and many of the same features, and when you
learn the features of one Microsoft 365 app window, you can use the same skills to navigate
the windows of the other Microsoft 365 apps. These common features include the title bar, program
window controls, zoom controls, and the Ribbon. The Ribbon is an important Microsoft 365 feature
because it contains the app commands and features that you will use most often. You learn more
about the Ribbon later in this chapter.

o Title Bar [ e ‘D"\.Hlul-lu-lﬂ O Sewch ey 0 X J ES x<0

Displays the name of the open file, R T el C 1o

the name of the Microsoft 365 app, (H e |Ba i |EEe | ma— | T )

and the AutoSave and Save buttons. n 5 .
. ﬁ L) < ] L] F G K L M N o -

O Search 2

Enables you to search for items
within the app. ;

O Microsoft 365 Indicator i
Displays your Microsoft 365 sign-in "
status. If you see your name, you are .
signed in to your Microsoft 365 2 ?
subscription. You can click your name - P : o

to display a menu that enables you to 0 = E— '”0
manage your Microsoft account settings

or switch to a different Microsoft account.

If you are not signed in, this area shows a Sign In link.

© Program Window Controls

Enable you to control the appearance of the app window. You can minimize the Ribbon,
and you can minimize, maximize, restore, or close the app window.

@ Zoom Controls
Change the magnification of a document.

@ View Shortcuts
Switch to a different view of your document.

O Status Bar
Displays information about the current Microsoft 365 document.

O Ribbon

Displays groups of related commands in tabs. Each tab offers buttons for performing common tasks.




CHAPTER

Work with Backstage View 1

ou can click the File tab to display Backstage view. In Backstage view, you find a list of actions

that you can use to open, save, print, remove sensitive information, and distribute documents
as well as modify the app’s settings. You can also use Backstage view to manage the places on
your computer hard drive or in your network that you use to store documents and to manage your
Microsoft 365 account.

Work with Backstage View

o Click the File tab to d15p|.ay @ auvosave @0) B gook - Exce £ search ) Pt @ & - @ X
Backstage view. OL

ile  Home Inset Draw Pagelayout Formulas Data  Review View Help T comments

L] Calibri T — [ Conditional Formatting ~ &
o Bg. S b=t A
& He b A - - Data
Und Clipboard & Font I Analys Sensitivity ~
AL v f -
A —
3
0
mn
o
20
= Sheet] @ 4 » i
Ready B EH F -—a—+ 100
@ Commonly used file and app I\
management commands appear here. e ——
(© Buttons you can click appear here. 2 Open a
@ Information related to the |©) e [ ‘
button you click appears here. AR stored win e S e @

Each time you click a button, the

Pinned
a OneDrive - Personal

information shown to the right T B s v, 20
changes. o msec Logophilia Financesyse 2 s sasem
. @ Add & Place ﬁ‘sl Personal Finances.xlsx 2 vaezseM
Note: The Home, New, Close, and Options . Bt e
commands do not display buttons or R, g T O
information, but take other actions. Today
. YV Windows 11 TOCxisx 127872021 101 PM
© click the Back button (@) to P
f3;| YV Microsoft 365 TOCxIsx 12/8/2021 10:19 AW
return to the open document. Pt e s’ Oneie - i o

2 Recover Unsaved Workbooks




Change the Color Scheme

You can use Microsoft 365 themes and background patterns to change the appearance of the app
screen. Themes control the color scheme the app uses, and background patterns can add interest
to Backstage view. Color schemes can improve your ability to clearly see the screen, but be aware
that some schemes might be distracting.

Microsoft 365 themes are available even if you are not signed in to Microsoft 365, but to use
background patterns, you must sign in to Microsoft 365. For details on how to sign in and out of
Microsoft 365, see Chapter 4.

Change the Color Scheme

Note: Make sure you are signed in to
Microsoft 365. See Chapter 4 for details.

Auosave (@ o) [ | I ¢ Document! - Word P search (ar+qy [ -

 comments

References Mallngs Review View Developer  Help

ﬂmle Home Insert Draw Design Layout
Il X alibri (8o e
5] I . :

s @ B @
¥
@ Click File to open Backstage view. " e P
Und Clipboard & Font ] G Shles B Voice Sensitivity  Editar ~
Pagelof 1 Owords B oaccessiviiity Goodto go. I Facus Bl B -——F—+ o

o Click Account.

Dosument? - Word

Palhcredrics o ©  ®

Good evening

T 1 tour

Blank document

| R Search

Recent  Pinned Shared with Me

B nName

9781119866442 ch02 callouts.docx
Paul McFediac's OneDiive » Wiiting » TA Windews 115 Final files

] 9761119833516 Margin A Croppings ot
Paul McFedries's OneDrive = Writing = TYV Micrasoft 365 = Figures = Margin

ﬁ}l 9781119866442 Margin Art Croppings.ch01 thru ch08.docx
Paul McFedies's OneDrive » Wiiting » TA\ Windews 11 » Final files

@ G781119893516 Margin Art Listdocxc

ﬁ‘:l 9781119866442 Margin Art Listch09 thru ch14.docx
Paul McFedries's OneDrive » Writing » TAY Windasws 11» Final files

Paul McFedries's OneDrive = Writing = TA Micrasaft 365 = Figures « Margin a

art

t

More templates —>




€ Click the Office Theme .
o Click a theme.
The colors of your app change.

Note: Some theme changes are more
subtle than others.

e Click the Office Background = .

@ Click the pattern you want to use
or click No Background.

@ As you point the mouse ([;) at a
choice in the menu, a background
pattern appears at the top of the
window. The pattern appears only
in Backstage view; it does not
appear as you work on
documents.

@ Click the Back button (&) to

return to your document.

The Microsoft 365 theme you
selected appears.
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Account

User Information

Paul McFedries
paulmefediies @hotmail.com

Signout
Suitch ccount

Account Privacy

Manage Settings

Office Background:

Paulbcedres o @ @ 7 —

Bocument! - Ward

Product Information

B® Microsoft

Subscription Product
Microsoft 365 Apps for enterprise

Belongs to: v-pmcfedries Brmicrosoft com
This product contain

[No bscground

Office Theme:

Manage Account | | Change License

E'ﬂ Office Updates

‘J Office Insider

Updates are autematically downloaded and installed.

program and get early
Office: sefeases of Office
Insicer +
® About Word
2 Learn mare sbout Ward, Support, Product D, and
About Copyright infarmation.

Word Wersion 2110 (Build 1432720276 Click-to-Run)
Curent Channel

¢ What's New
L2

Account

User Information

= Paul McFedries
peulmeledries@hotmailcom
Sign ot
‘Switch account

Account Privacy
Manage Settings

Office Background:
e

—

Document] - Word

PadlMcFediies g @ @) 7 -

Product Information

| L KV H

@ Microsoft
Subscription Product
Microsoft 365 Apps for enterprise

Belongs to: v-prcfedriesDmicrosoft.com
This product contains

N Background
Calligraphy
Cirele: and Stiipes
Cireuit

Clowds

Deadle Circles

Ei,—l Office Updates

(E] Updates are automatically dewnloaded and installed.
Update
Options =
Office Insider
Insider progrom and
releases of Office.
About Word

Learn mere sbout Word, Support, Product ID, and

Copyright informatien.
Version 2110 (Build 14577 20776 Click-to-Run)
Curent Channel

4 What's New
oAl .

What happens if I select a background and then sign out of Microsoft 365?
The background no longer appears in the app but will reappear when you next sign in to Microsoft 365.
Similarly, theme changes you make while signed in to Microsoft 365 might disappear when you sign out of
Microsoft 365. With themes, however, you do not need to be signed in to Microsoft 365 to make a selection.
Just complete steps 1 to 4 in this section.




Search for a Ribbon Command

(L the Microsoft 365 apps enable you to search for Ribbon commands. Searching can be useful
when you need to perform a task that you do not perform regularly and so are not sure where
to find the command you need. Rather than wasting time looking through various Ribbon tabs and
groups, the Search feature can help. By entering some or all of the command name, the Search
features can take you directly to the command you want to run. You can still use the Ribbon directly,
as described in the next section, “Work with the Ribbon.”

Search for a Ribbon Command
o Open a document in a A Autosave m Fist Quarter Sales « Saved =

Microsoft 365 app.

£ search (att+0Q) 0

File Home Insert Draw Page Layout Formulas Data Review View Help
Notef See Chapter 2 for details on 9. Eﬁ K Calibr e = =(gw g, | [l Conditional Formatiing «
opening a Microsoft 365 document. Gy BT U~ AN == =B e B fometasTbier
. v ¥ Hiv O A~ == ~ [ Cell Styles ~
e Select an object or some text Undo | Clipbosrd T Font & Aignment & Styles
in the document, if required by A2 “i[x v &

the Ribbon command you want A B c D E F E K )

to run. 1 |First Quarter Sales (in Thousands)
2
@ Click inside the Search text @ Januan_reorary war
4 | Doohickeys 143 155 168
box. 5 |Gizmos 212 242 255
6 |Thingamajigs 310 322 343
Note: You can also select the 7 |Widgets 75 260 270
. 8
Search text box by pressing
m+m. @ AutoSave @) 2 First Quarter Sales - Saved ~ £ search
o A h-st Of your recent Ribbon File  Home Insert Draw Page Layout FurTIas R':CGDL’)':S'TMWB
. - alibri - - = = 7] nderline
commands appears in the zi fﬁ Ao = __ o
d A . . N Paste E@ - B I U~ A = = [a, Print Preview and Print
Recently Used Actions section. S e A ==
Suggested Actions
. . Undo Clipboard ] Fant [l Aligr
© A list of suggested Ribbon . Ereese Pamee N
A3 ~ S

commands appears in the
Suggested Actions section.

10

A

B

D

1

Zd

3| lanuary February March

4 Doohickeys 149 155 168
5 |Gizmos 212 242 255
& | Thingamajigs 310 322 343
7 |Widgets 275 260 270
8

First Quarter Sales (in Thousands)

>

P
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e Type the name or a brIEf Ams-ve [ First Quarter Sales « Saved - P chart 4 x Paul M e & = a X
description of the command you e ®
want to run. 2 [y A o rsteChar B oo | @S

¢ pte BV BT Insert Column or Bar Chart > 2D Column ey
. . 1 T B
@ The app lists possible commands | v cps « 9 e &h@ﬂﬁ R
Add Chart Element
you can use to complete your a3 > R v
t k A B C D 3 Get Help umt o o a
ask. First Quarter Sales (in Thousand “ehar
;A irst Quarter Sales (in Thousands) ®@ hen N lf'm Jﬂ& J_M ﬂm
e Click a command to use it. % Irooiien Jarwaryebrury warch Fid in Document 208
5 Gizmos 212 242 255 @\ "chart"
(© Commands with arrows (>) T lwidgen ©am we am - EEE
display additional commands. fir SIS Reooscns | TR
s =R
:: e lln Mere Column Charts...
14 2 More search results for “chart”
15
16
17
@ The app performs the action you I U v @ 5 - 0 x
selected; in this example, Excel el Home  lhsan D pagaiuew Fomuss Dsa e Vi Hep Coartpesmn Famat & Comments ®
charts the worksheet data. i = — - B2 H O B
AddChart Quick  Change |- 1l Ij|EE| i il I i " SwitchRow/ Select  Change  Move
Element ~ Layout ~ Colors ~ - - N Celumn Data Chart Type Chart.
Chart1 v S fx ~
A B C D E F G H 1 K L M N [+] -
1 [First Quarter Sales (in Thousands)
o 0
; January _February March Chart Title m
PRl e /|
6 Thlillg;maiip 310 322 243 .
; ngets 275 260 270 250 .
9 200 o]
10 150
1 & 100
12 50
13 ]
14 Doohickeys Gizmos Thingamajigs Widgsts
B mlanuary mFebruary mMarch
16 o) o
17

Will I need to type a description of the action I want to
take if it is the same action I have previously taken?
No. The Search feature remembers your previous searches
and displays them in the Recently Used Actions section
of the menu that appears when you perform step 2.

If I no longer want my previous searches to
appear, can I clear them from the list?

No. The Search feature retains your searches in
the Recently Used Actions section of the menu
that appears when you click in the Search box.

11



Work with the Ribbon

You use the Ribbon to access an app’s commands. The Ribbon is divided into tabs, the names

of which vary depending on the app. Excel’s Ribbon, for example, includes tabs named Home,
Insert, Formulas, and Data. Each Ribbon tab is divided into groups of related commands. The Home
tab includes the Clipboard group for copying and pasting data and the Font group for applying text

formatting.

Each Ribbon command does one of four things: run a task, display a menu of commands, display a

gallery, or launch a dialog box.

Work with the Ribbon

Run a Command

o Click the tab containing the command you
want to use.

o Click the command.

The app runs the command.

Run a Command from a Menu

o Click the tab containing the menu you
want to use.

@ Many Ribbon buttons have two parts: The
top part runs the standard command, and
the bottom part displays the menu.

9 Click the button’s arrow ().
A menu of additional commands appears.

(© Hover the mouse (|;:) over a command to
see a tooltip that displays the command’s
name.

9 Click the command you want to run.

12
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. . L. 1 |First Quarter Sales | :n'"b Mignmert [ FEL ] sorder
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TIPS
Why do some Ribbon tabs appear and disappear? Can I make the Ribbon take
Tabs that come and go on the Ribbon are known as contextual tabs. up less room?
They are contextual in the sense that they appear only when you select Yes. Right-click any section of
an object in a document. For example, if you select a chart in Excel, the Ribbon and then click
the Chart Design and Format tabs appear. These contextual tabs contain Collapse the Ribbon. You now
commands related to working with charts. When you click outside the see just the Ribbon tabs. You
chart to deselect it, the contextual tabs disappear because you no longer | can display the full Ribbon
need them. temporarily by clicking a tab.
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Customize the Quick Access Toolbar

he Quick Access Toolbar offers one-click access to your frequently used commands. The Quick

Access Toolbar is hidden by default, so to use it you must first display it. Its default position is
below the Ribbon. Also by default, the Quick Access Toolbar either is empty or contains just one or
two buttons, so you must customize this toolbar to add the commands you use often, such as the

New, Open, Save, and Quick Print commands.

You can also reposition the Quick Access Toolbar so that it appears above the Ribbon, and you can

configure it to show only the command icons.

Customize the Quick Access Toolbar

Display the Quick Access Toolbar
@ Right-click the Ribbon.

o Click Show Quick Access Toolbar.

The app displays the Quick Access Toolbar below
the Ribbon.

Add Commands to the Quick Access Toolbar

On the Quick Access Toolbar, click the More
button (57).

o Click a command.

14
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[ Mew Blank Document 5 Open  [g] Save 2 Quick Print
© You can click Show Above the Ribbon if you want . S E———— Customizs Quick Aces Tolbar
to display the Quick Access Toolbar above the : [
Ribbon. 5 v Open
@ You can click Hide Command Labels to display E L
just the command icons on the Quick Access ; P ——
Toolbar. . e 61

Read Aloud

Undo

() You can click Hide Quick Access Toolbar if you o
want to temporarily remove the toolbar from the : e Tl
app WindOW. ouch/Mouse Mode

More Commands...
Show Above the Ribbon

&ﬁlds Quick Access Toolbar :

Hide Command Labels

How do I remove a button from the Can I add commands that do not appear in the Quick
Quick Access Toolbar? Access Toolbar’'s menu?
To remove a command, click the Quick Yes. You can add commands to the Quick Access Toolbar

Access Toolbar's More button (7). In the directly from the Ribbon. Click the tab containing the
menu that appears, click the command you | command that you want to add, right-click the command,
want to remove. The button no longer and then click Add to Quick Access Toolbar. The command
appears on the Quick Access Toolbar. now appears as a button on the Quick Access Toolbar.
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Using a Microsoft 365 App with a Touch Screen

f you use Microsoft 365 on a touch-screen device, you can take advantage of Touch mode to
make using the apps easier and more efficient. You can configure the Quick Access Toolbar with a
command that toggles between the default Mouse mode and the tablet-friendly Touch mode.

In Mouse mode, the Quick Access Toolbar and Ribbon button are closely spaced because it is
relatively easy to select buttons accurately with a mouse. In Touch mode, the Quick Access Toolbar
and Ribbon buttons are spaced farther apart to make it easier to select buttons accurately by tapping
them with a finger.

Add Touch/Mouse Mode to the Quick Access @ toine ®50) B documnt - s 0 et o . |
File Home Insert Draw Design layout References Mailings ~ Review View Help
Toolbar tome
. 9 { Calibri (Body) RIFTI = e 0 g

o On the Quick Access Toolbar, tap the More button v f'étg Brue s ’Z Gatng | piame @

— - Av 2 Av v KN - v -

("'I"') [%) New Blank Dacument [ Open  [5] Save & Quick Print
Note: If you do not see the Quick Access Toolbar, see : REEXREE S b Cotomive kb Tonkor. bl

. . . . - Automatically Save
the previous section, “Customize the Quick Access -
Toolbar,” to learn how to display it. o
Email

e Tap Touch/Mouse Mode. i PR,

Print Preview and Print
Editor (F7)

Read Aloud

Undo

Redo

Drew Table

& Touch/Mouse Mode
More Commands..
Show Above the Ribbon

Hide Quick Access Toolbar

Hide Command Labels

@ The Touch/Mouse Mode command appears on the @ Autoters @00 B Oarret - Wera ) 3
Quick Access Toolbar. B0 FEm R G GoE) GEE ROORD MR RIm O RS
2 ﬁ‘] L Calibri (Body) ~ 1 - = fy o ‘!} AN ﬁ_

@) pate 2 B T U~ab x x fp
v ¥ A- 2 A AKX

Undo Clipboard & Font ] Styles 5 Sensitivity Editor
[ New Blank Document Open  [E]Save iy Quick Print  ® Touch/Mouse Mode ~
N . . 1 . 2. - . 3 . L s .

Paragraph  Styles  Editing | Dictate Editer

—

B
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Microsoft 365 Basics

Switch to Touch Mode

@ Avtosave @ oft) [E] Documentl - Word £ search (Ak+Q) [ VTV - a x
o On the Quick Access Toolbar’ tap Fle Home Inset Draw Design layout References Malings Review \View Help = Comments ®
) X, | Calibri Body) RICTI = 0 ] AN el
Touch/Mouse Mode. 0 FD B BT U % %% puguh s | Gy oleme & f nm Qﬁf
I A 2 A ohar AN - - - Files
o Tap Tou Ch. Undo | Ciipboard Font IS Shles Gice | sensitivity | Editor | Reuse Files New Group ~
[ New Blank Document = Open  [5] Save ¢y Quick Print 1
N " CE | Optimize pacing between commands Ry, . . . |
5 Jn[ ;‘::‘:::’!thuninﬂ:umminds.
: Optimized for use with mouse.
gl T
R 2 J
© The Microsoft 365 app increases @ A @) B Oocument - Wors P s e ' v @ 5 - o x
the spacing between the buttons | . e i oo e tou e viigs reien vew e 2 Commants ©
on the Quick Access Toolbar and O |y b | e 2 A s 8 £ T A
1 1 1 O & BT U ox X i ictate itor euse es
the Ribbon, grouping Ribbon e g a e N e o g e oo | e 0
buttons as needed. Unde = Clipboard & Font = Styles & Vaice Sensitivity | Editor | Reuse Files New Group ~
[ MewBlank Document £ Open  [&] Seve G QuickPrint @ Touch/MouseMode~ =
i \""---E---.---1---.---1---'-")"‘\"‘4"‘\w‘s‘wv-wsw‘uwww‘

Are there any other features in
Microsoft 365 apps that make the
apps easier to use on touch devices?
Yes, Word's Read Mode contains
buttons (<) and (»)) on the left and
right sides of the screen (A) that you

inthe same sentence (or else shooting's-too-good-for-'em puns such as “the abominable

). The: riche dot-

were mere il MOPs

(milllonaires on paper), and optlonalres (people with millons of dolars in stock options).
. The older managers who were often brought in 1o help with tha business side of things
f£4)

were caled gray matter, as though they were thi real brains behind these operations.

. 0

can tap to change pages. See Chapter 8 for details on switching to Read Mode. For a more touch-friendly
experience, consider using Microsoft 365 on an iPad or Android device.
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Create a New File

hen you are ready to create new content, rather than adding to an existing document, you can

create a new file. The Start screen that appears when you open a Microsoft 365 app (except
Outlook, OneNote, and Teams) enables you to create a new file, as described in Chapter 1. If Word,
Excel, PowerPoint, Access, or Publisher is already open and you want to create a new document,
workbook, presentation, database, or publication, you create a new file using Backstage view. You
have the option of creating a blank file or basing the file on a template.

Create a New File

Create a New Blank File
@ Click the File tab.

© click New.
The New screen appears.

€ Click the Blank Type thumbnail,
where Type is the type of file,
such as Document (Word),
Workbook (Excel), or Presentation
(PowerPoint).
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@ Autosove @ 0r7) [H]  Presentation! - PowerPaint P Search (Alt+Q) paurt B

&Fi\e Home Insert Draw Design Transitions  Animations  Slide Show Record Review View Help @® Record

RO
() o
Paste

> A

Undo Clipboard

I From Beginning

|

[F]

Slides

o= b g | o
-]

Drawing  Editing | p,

= &

Font Paragraph

Double tap to add title

Double tap to add subtitle

©

{7} Home

2 [ New

B2 Open

Info

Presentation] - PowerPoint v B @ ®
Blank Presentation
| Search for online templates and themes pel

Suggested scarches:  Prescntations  Themes  Education Charts  Disgrams  Business  Infographics

bl

QUICkStarte—‘—r - -
p i

Start an outline Welcome to PowerPoint Bring your presentations to...




Create a New File from a Template
@ Click the File tab (not shown).

© Click New. 2

The New screen appears.

e Click the template that represents the
type of file that you want to create.

(@ You can use this Search box to search
for the template you want.

Note: A template contains predefined text

and formatting that serve as the starting point
for your document, saving you the effort of
manually adding that text and formatting it.

MICROSOFT 365 FEATURES C”AZPTER
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Presentation! - Powerboint v B @ @ 7

New

Blank Presentation

Search for tes and themes P

Suggested searches:  Presentations  Themes  Education  Charts  Diagrams  Business  Infographics

QUCKStarte_...r - -
LAY, | b

st

Welcome to PowerPoint Bring your presentations to.

Title Lorem
Ipsum -
4

Pantone Color of the Year 2... Geometric color block n monochrome 57

A preview and description of the
template appears.

O Click Create.

The Microsoft 365 app creates and
then opens a new file based on the
template. <«

Urban monochrome
Provided by:  Microsoft Corperation
. is accessible premius rerPoi resentation
Title Lorem e .
aund to you
es

Ipsum

SIT DOLOR AMET

Download size: 2019 KB

B

TIP

Is there another way I can create a new
Microsoft 365 file?

Yes. Click the Start button (gg) and then click the
Office app to launch it. Click Create (@) and then
click a file type from the menu that appears.
Windows opens or switches to the app and creates
the new file.

£ Search for apps, files, templatyg

Create new

L oa Document
Word

. Presentation
PowerPoint

e @B B © °

. Spreadsheet
Excel
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Save a File

You save files you create in Microsoft 365 apps so that you can use them at another time. When you
save a file, you can give it a unique filename and store it in the folder or drive of your choice.

After you save a file for the first time, you can click the Save button ([Hl) in the app’s title bar to
save it again. The first time you save a file, the app prompts you for a filename. Subsequent times,
when you use the Save button ([F]) in the title bar, the app saves the file using its original name
without prompting you.

() Before you save a file, the app displays a PR .0 T . m) & = B &

generic name 'in the t'itl_e bar (Such as e Home mset Draw Design Lsout Refermnces  Mslngs Review View  Hep = Comments @

Document1 for a Word document, as K R e g 2 @ é‘ o 2"

shown here). 0 P B ta= et SN O S [PV [P ot .
e e e e oD

@ Click the File tab. 5 .

Chapter 1

Introducing Cloud Computing

P opular : hula haops,
i, the Atkins Dist, Crocs, ut a very few. You wauld think that technology
would not be buffeted by finds, but = quick look

elies that hope: PointCast, flash mobs, Tamagotehis, Seeond Life, Friendster, LOLeats. So the to-the-
oint question s this: Is cloud computing just another technalogical fad? Ifyou talk to people in IT ar
rea the business press, you'd be forgiven for thinking the answer is a resounding "ves!" After all, the
word cloud seems to be on every speaker's lias and every writer's fingertips.

One of this book's goals is to comvince you that cloud computing resolutely is not  fad. It may be
[more on that later itely not some passing technical fancy that

ca and mave on with life. Why am | s sure that cloud computing
won't end up in Because at
its heart cloud computing is not based on the appeal of whimsy or the pull of marketing. Instead, itis 2
Feaction to a workd that s undergoing orastic changes economically, culturally, and socially]

|

Backstage view appears. p—— T ® B 7 e %
o Click Save As. bave Av
() Locations where you can save files o ‘R ‘ G

& OneDrive - Personal
logephiliaBoutlook com

appear here.

Note: Once you select a location, folders 2 ‘mf%m ! e
available at that location appear on the 3 B s o |

right side of the screen. (=T T conteence sova s

e Click the location where you want to o i

save the file; this example uses This PC. ] e a0 bares

1 excel Data Analysis FD 11752021 1131 &AM

O If the folder in which you want to save —

the document appears here, click it and N R
skip to step 5. o .

O Click Browse.
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The Save As dialog box appears. il sove As X
e Type a name for the document. & >« 4 HE> ThisPC > Documents » v G O Search Documents
( You can click in the folder list Organize v Newfolderﬂ =- @
to select a location on your v B TseC , - - , B
computer in which to save the
> M Desktop 5 AccessEx ¢ Conferen & Custom ) Excel S Excel @ Fax
document. pert ce Office AIOFD Data
[ 7 =l Documents Template Example Analysis
. s s FO
@ You can click New folder to > & Downloads | - - - o
create a new folder in which > O Music E il
to Store the document' ’ Pictures ? Et‘je:ffe‘:;ﬂ 9240{123:: “ gluetlo‘)k @ ?)coacﬂur::: ef::orlgin emro;of
G ch'ck Save. File name: ‘ Chapter 1 - Introducing Cloud Computing o ~
Save astype: Word Document ~
Authors: PaulM Tags: Addatag
() Save Thumbnail
A Hide Folders To Cancel
o :l'orcll- Savf:] the document ar:'d d . ﬂ AutoSave Chapter 1 - Introducing Cloud Computing = Saved to this PC -
isplays the name you supplied in
the t-itle bar. File Home  Inse aw Design La References  Mailings  Review View Help
) A Calibri {rTa— =
(O For subsequent saves, you can U fﬁ B| s I 0-» % 74 = A 0
: =7 : ¢ Paragraph Editin i
Past, grapl Styles ] Dictate
chgk the Save button (E).on the o A 2 A A ox / !
Ou.ICk Access TOOl'bar to qU1Ckly pndo Clipboard T Font [ Styles I Voice
save the file. L .---.---;---.---1---.---1---.---3---.---4---.---5
Chapter 1
: Introducing Cloud Computing
B We are used to seeing fads come and go, particularly in the fickle realm of populal
Pet Rocks, CB radio, the Atkins Diet, Crocs, to name but a very few. You would thi
B would not be buffeted by such changeable winds, but a quick look at even recent

Can I save a file using a different file type?

Yes. Each Microsoft 365 app saves to a default file type. For example, a Word document uses the DOCX file
format, and Excel uses the XLSX file format. If you want to save the file in a format compatible with previous
versions of the Microsoft 365 app, you must save it in the appropriate format, such as Word 97-2003
Document for previous versions of Word. To save a file in a different format, follow steps 1 to 4, click the
Save as type - in the Save As dialog box, and choose the desired format from the list that appears.
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Open a File

You can open documents that you have saved previously to continue adding data or to edit
existing data. If you are not sure where you saved a file, you can use the Open dialog box’s

Search function to locate it.

In Word, you can open and edit PDF files. Because Word optimizes PDF files to enable you to edit
text, editing a PDF file in Word works best if you used Word to create the original PDF file. If you
used a different app to create the PDF file, the result might not look exactly like the original PDF.

Open a File

@ Click the File tab (not shown).

Backstage view appears.

© click Open. 2

() By default, the Microsoft 365 app
displays recently opened documents. If
you see the file you want to open, you
can click it to open it and skip the rest
of these steps.

6 Click the place where you believe the
document is stored. This example uses
This PC.

() If the folder containing the document appears
here, click it and skip to step 6.

O Click Browse.
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The Open dialog box appears. @ open x
« > ~ 4 @ ThisPC > Decuments » v O 5 Search Documents
O If you chose the wrong place, you -
. . Organize »  New folder -
can search for the file by typing — - - = -
. v s - —
part of the filename or content R B @
here. - @
> Headings Into O3 Hi Carole & How to Juggle O Indent @ Introducing O lInveice
X . . . >+ Downloads the Night Examples E:::mg
e Click in the folder list to navigate > 0 M ) 8 ‘
to the folder containing the ’ :"““'“ %
» Videos
document you Want tO Open' > = Windows (C)) O\;Eﬂt{tﬂﬂ. O Letterto K. O Letterto M. O Letterto PO omt;' @ List Examples
erry Harper Walten Ine.
e Click the document you want to e = = i ﬁ ‘—
o M=
Open' File n2me: | Introducting Cloud Computing | | AllWord Documents v
0 Click Open. ‘ Fom b one
The ﬁl.e opens in the app WindOW. @D & introducing Cloud Computing » Last Modified: 7m ago ~ L mm @ 5 - o0 x
0 -I-o Cl,ose a ﬁle, C[‘iCk the Close P Ir:sen ca;r:w Design uyoutv nRede:ences Mailings  Review View Help . ﬁ- D’Cinments ¥ Share 6
button (3<) in the upper-right i s 1 u-wx b b [

corner. If you have not saved
the file, the app prompts you to
save it.

oard

F A- L A-par AA Bl
-

Font

B

& Paragraph G Stles &
R N R I

Styles | Editing  Dictate  Editor  Reuse

PR

Files
Voice | Edifor  Reuse Files ~
I

P

fchapter 1

Introducing Cloud Computing

We are used to seeing fads come and go, particularly in the fickle realm of popular culture: hula hoops,
Pet Rocks, CB radio, the Atkins Diet, Crocs, to name but a very few. You would think that technology
would not be buffeted by such changeable winds, but a quick look at even recent technological history
belies that hope: PointCast, flash mobs, Tamagotchis, Second Life, Friendster, LOLEats. 5o the to-the-
point question is this: s cloud computing just another technological fad? If you talk to people in IT or

Are there any tricks to searching for a file?
Yes. To search most effectively for a file, start by following steps 1 to 5 to locate and open the folder in
which you believe the file was saved. Then, type all or part of the file’s name in the Search box and press
(Z2). Files containing the search term in either the filename or as part of the file’s content appear
highlighted in the Open dialog box. Word also displays files containing a close match.
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Print a File

f a printer is connected to your computer, you can print your Microsoft 365 files. For example, you
might distribute printouts of a file as handouts in a meeting.

When you print a file, you have two options: You can send a file directly to the printer using the default
settings, or you can open the Microsoft 365 app’s Print screen to change these settings. For example,
you might opt to print just a portion of the file, print using a different printer, print multiple copies of a
file, collate the printouts, and so on. (Printer settings vary slightly among Microsoft 365 apps.)

Print a File
o Clek the File tab. 3 Autosave @ 01) [ Book! - Excel £ search (A+Q) i @ & - o x

ile  Home Insert Draw Pagelayout Formulas Data Review View Help © Comments ®

L E‘r X Calibri RIT % &l conditional Formetting > ¢ el E@j &
Q y m- B T U+ A A v [ Format a5 Table -
. Paste = Mumber Cells | Editing  Anahze
- s & A - [ Cell Styles ~ - - Data
Undo Clipboard M Font = Alignment & Styles Analysis Sensitivity ™
F2 vl fr| =pPmT(38%2/ 12, E2, $8$3 * 12, 3B34) ~
A B < D E ; G H J K &
1 |Loan Payment Analysis Period Principal Interest  Total
2 | Interest Rate (Annual) 6.00% 1 (5143,‘%3]1 ($50.00) (5193.33)
E Periods (Years) 5 2 ($144.04) (549.28) ($193.33)
4 Principal  $10,000 3 |($144.76) ($48.56) ($193.33)
5 Monthly Payment  (5193.33) 4 |($145.49) ($47.84) ($193.33)
6 Total Loan Costs ($1,599.68) 5 |($146.22) ($47.11) ($193.33)
7 6 (5146.95) ($46.38) ($193.33)
g 7 ($147.68) ($45.65) ($193.33)
o 8  |(5148.42) (544.91) ($193.33)
0 9 (5149.16) ($44.17) ($193.33)
1 10 [(5149.91) ($43.42) ($193.33)
2 60 [($192.37) (50.96) ($193.33)

12
14
15
16
7
15
19
20

< > Principal and Interest | gan Payment Analysis ~ Amertization ==+ ‘ >
Ready ] M -—8——+ 0%
Backstage view appears. o ® © ® 7 - 8 =
@ Click Print. Print
Eg] Copies ‘1 z 0 a
@ You can specify the number of
: ; ;L I rmm mme
copies to print by clicking the — o o e

15193 33)

Morery paymare
= Erother DCP-LI540DW series 0 TotalloanCacts (51,599 62}
EY feady

Drinter Properties

Copies [+

BEeeumne s

(© You can choose a printer from the
Printer drop-down list. 2

Settings

rkbook
Print the entirewarkbaak

E Print Selection
Qnly print the current selection

@ You can choose to print a selection
from the file or specific pages using
the available settings in the

Igrcre Print Area

Settings list. O &
Custom Margins -
Mo Sealing .
il Print sheets at their actual size

Page Setup

1 a2y 0@
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( You can select additional print options p— i ® © ® @ - o X
under Settings. For example, you can Print
choose from various paper sizes and to g | el .
print in landscape or portrait ——
. . Interest Rate( Annual) 600% 1
orientation. Printer ® m:*mf e :
. Brother DCP-L2540DW series Total Loan Casts \s{;::: N
@ If you do not see the setting you want Eﬂ :
to change, click Page Setup to view Settings 2
additional settings. B o owewsmons
P :
:’:wt :::::Tnuwd:wﬂh‘.. T
o wc:.‘:h:u 123 'I
D Partrait Orientation .H:'
D ::“:11" -
Custom Margins -
IR
1 Jush il =2
@ You can page through a preview of pe— v B © T - 8 X
your printed file by clicking the Print
previous arrow (4) and the next o | e :
arrow (p). o é
€ Click Print. : i
. Brother DCP-L2540DW series o
= Ready M Amertization Schedule
The Microsoft 365 app sends the b b e
. : Sett . grmn En
file to the printer. %‘ i mmw e
Print the entire workbook N 9 | S0 g
b [ e[ DoEEn el
I DooEmDommnommm oz ogmEm
Only print on one side of th.. N
N :.:‘amwd,za 123 N
D Portrait Orientation -
] ;e:irﬂ T
Cortom Virgne .
B b ot
Page Setup
] 'ﬂFi 3 DE|

How do I print using default settings?

If you do not need to change any of your default print settings, you can simply click the Quick Print button
on the Quick Access Toolbar (QAT). If you do not see the QAT, see Chapter 1 to learn how to display it.

If the Quick Print button does not appear on your QAT, you can add it. To do so, click the More button (37)
on the QAT and then click Quick Print in the list of commands that appears. You can also add a Print
Preview and Print button to the QAT; clicking that button opens the Print screen from Backstage view.
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Select Data

ou can select data in your file to perform different tasks, such as deleting it, changing its font or
alignment, applying a border around it, or copying and pasting it. Selected data appears highlighted.

Depending on the app you are using, Microsoft 365 offers several different techniques for selecting
data. For example, in Word, PowerPoint, Outlook, and Publisher, you can select a single character,
a word, a sentence, a paragraph, or all the data in the file. In Excel and Access tables, you typically
select cells. In OneNote, use the technique appropriate to the type of data you want to select.

Select Data

Select Data in Word, PowerPoint, or
Publisher

Note: You can use this technique to select

characters, words, sentences, and paragraphs.

0 Click to one side of the word or character
that you want to select.

e Drag the mouse ([}) across the text that
you want to select.

@ The app highlights the characters to
indicate that they are selected.

() To cancel a selection, click anywhere
outside the text or press any arrow key
on your keyboard.
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Select Cells in Excel or Access

o Click the cell representing the
upper-left corner of the cells you
want to select.

o Drag the cell pointer across the
cells you want to select.

@ The app highlights the characters
to indicate that they are selected.

() To cancel a selection, click
anywhere outside the text or
press any arrow key on your
keyboard.
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E1 ~ | " fe period
A B c p [E F G H 1
1 [Loan Payment Analysis WPeriﬂ Principal | Interest  Total
> Interest Rate (Annual) 6.00% 1 (S143.33)3($50.00) (5193.33)
3 Periods (Years) 5 (5144.04” ($49.28) ($193.33)
4 Principal  $10,000 3 |(5144.76)|($48.56) ($193.33)
5 Monthly Payment  ($193.33) 4 ($145.49)1 ($47.84) ($193.33)
6 Total Loan Costs ($1,599.68) 5 |($146.22)!(547.11) (5193.33)
7 6 |($146.95) ($46.38) ($193.33)
8 7 |($147.68)! ($45.65) ($193.33)
9 8 |(5148.42)! (544.91) (5193.33)
10 9 [(5149.16)|($44.17) ($193.33)
1 10 (5149.91)%(543.42) ($193.33)
12 60 [($192.37)) ($0.96) ($193.33)
13 |
14 |
Bl AutoSave B Book - Excel £ Search (#it+Q) Paul M 6
file  Home |Insert Draw Pagelayout Formulas Data  Review \View Help O Con

2 f’i & Calibri u === 9 | [ElCondtionalformating~  [g = O @
¢ pae B B I U AN = | Number | Format as Table Cells | Editing  Anal
- Hiv d v A = P - [EZ Cell Styles ~ - ¥ Da
Undo Clipboard =1 Font =] Alignment =1 Styles Anal
7 Quick Print [, Print Preview and Print =
12R X 4C v " fx | period
A B c b} e e H |
1 |Loan Payment Analysis Period  Principal | Interest  Total
> | Interest Rate [Annual) 6.00% 1 1($143.33)! ($50.00) ($193.33)
3 Periods (Years) 5 2 (3 '44.04) (549.28) (5193.33)

($193.33)
($193.33)
($193.33)
($193.33)

4 Principal $10,000
5 Monthly Payment  (5193.33)
Total Loan Costs (51,599.68)

(5149.16) | (544.17
(5149.91)! ($43.42)

12

Ch+0.

How can I use my keyboard to select text?

To select text or cells to the left or right of the insertion point or cell pointer, press (E0)+ELT)+() or
E+ETT+ED. To select a paragraph or cells above or below the insertion point or cell pointer, press
ED+EID+0) or E+EID+ED. To select all text or cells from the insertion point or cell pointer
location onward, press (£7)+ 000+ (5. To select all the text or cells above the insertion point or cell
pointer location, press (S1)+E010)+ (L. To select all the text or cells containing data in the file, press
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Insert a Picture from Your PC

You can illustrate your Microsoft 365 files with images that you store on your computer. For
example, if you have a photo or graphic file that relates to the subject matter in your document,
you can insert the picture into the document to help the reader understand your subject. After you
insert a picture, you can resize and move the image as described in the section “Resize and Move
Graphic Objects,” later in this chapter. You can also modify the graphic in a variety of ways, as
described in the section “Understanding Graphics Modification Techniques,” later in this chapter.

o Click in your document where you pr (e @) [ i G B » wml() & =
Want tO add a piCtUI’e. Fil&m Draw Design Layout References Mailings Review View Help & Comments l
% Shapes - = ’El o E e ﬁ‘j [ Header ~ B- -

% leon i pese | A links | Comment 3 Footer™ w 1B

Note: You can move the image to a : B ree | o o o
. . . . . - - )@ [ fles s Page Number ~ ox v AZ ~
different location after inserting it onto hiell irieron | el Twon | Lo | wesnron |

the page. See the section “Resize and : &F R -

FA) Stock Images...
Move Graphic Objects,” later in this : Sy How to Juggle

. Place two balls in your dominant hand, one in front of the other.
chapter. .

"

~

. Hold the third ball in your other hand.

w

. Let your arms dangle naturally and bring your forearms parallel to the ground (as through you

o Click the Insert tab. were holding a tray.)

Relax your shoulders, arms, and hands.\

E

Click Pi r : . Of the two balls in your dominant hand, toss the front one towards your other hand in a smooth
ick Pictures. arc. Note: Make sure the ball doesn't spin too much. Make sure the bal goes no higher than

about eye level.

O Click This Device. E T <

The Insert Picture dialog box € > v [Ermeres eomew 0 ¥ O ][ 2 sehoeemms
Organize New folder =+ T @
appears' p— O Name - Statu: Date modified Type Size
© The folder you are viewing Ll (o © e
appears here. ’ ‘f“"‘“’““"  Custom ffce Teplts ° v et
5 & Downloads
N 1 Excel AI0 FD Examples ) 9/23/2021 3:29 PM File folder
Note: Image ﬁl_es come in a Variety &: :::K 2 Excel Data Analysis FD o 11/5/2021 11,31 AM File folder
of formats, inClUding GIF, JPEG, and 5 B Videos jm ° e e
- " Files for Conference ) 9/13/2021 12:27 PM File folder
PNG. > B Vindows () 5] My Data Sources ) 107512021 12:53 PM File folder

© To browse for a particular file ol V.‘ o ﬁ
type, you can click =~ and '

choose a file format.

@ You can click in the folder list to navigate to
commonly used locations where pictures may be
stored.
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e Navigate to the folder T nsetPicure x
Containing the piCtUre & 5 v 4 P> ThisPC > Pictures > 0 ] O Search Pictures
you want to add to your ————— =
document. S ,
@ click the picture you want ’ :e‘k‘”
> acuments
tO add © 2021-08-13 @ Camera Roll @ Saved Pictures & Screenshots © Siena & Videos
> L Downloads Ashbridges
Bay
Click Insert. L e
o 5> 1 Pictures . qﬁ) ﬂ @
> 1 videos Q\;'{nwtolugg\a @L;uwmmg;m G)ﬁowm]u?glc
s - Windows (C) Step 5 Step 7 Steps 1-4
File name: | How to Juggle Steps 1-4 ~ | Al Pictures ~
7
0 The plCture appears mn your File Home Insert Draw Design Layout References Mailings Review View Help Picture Formatﬁ Comments d
document. BE | B = E- g Bresion B s
Remove | Comections EB AristicEfests Tv T @~ | Wiap Tt lectionPane v =
@ The Picture Format contextual Eacigroune W Tnpuency+ (@ Sy . et G = Algn o
. Adjust Picture Styles i Accessibility Arange size
tab appears on the Ribbon; you S EEEIETEEE: TEERERRRNERE : RS RRRTRRE IERRNENE (EERERES CRRRY. . o
can use these tools to format How to Juggle
the selected picture.
. 1. Place two balls in your dominant hand, one in front of the other.
o In the P.icture Format tab, you - 2. Hold the third ball in your other hand.
. . 3. Let your arms dangle naturally and bring your forearms parallel to the ground (as through you
can click Wrap Text to control : were holing a tray) %
teXt flow around the p'iCtUTe. R 4, Relaxyuurshoulders.arms,au hands.
To remove a picture that you no : @) @
longer want, you can click the : o
. 5. Of the two balls in your dominant hand, toss the front one towards your other hand in a smooth
p'ICtUI’e al’ld pI'ESS . : arc. NotE:Makssu‘lfetheball doesn't spin too much. Makesuraths‘::al\gnss no higher than

If I am sharing my file with others, can I
compress the pictures to save space?

Yes. To compress an image, click the image,
click the Picture Format tab, and then click the
Compress Pictures button (i) in the Adjust
group. In the Compress Pictures dialog box,
fine-tune the settings as needed and then click
Compress.

When I first insert a picture, I see a band labelled
Alt Text along the button of the image. What is alt
text, and how do I edit this text?

Alt (short for alternative) text is an accessibility
feature that describes a picture for people with
visual impairments. To edit the alt text, click the
picture, click the Picture Format tab, and then

click Alt Text.
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Insert an Online Picture

f you want to illustrate a document but do not have an appropriate photo or other image stored

on your computer’s hard drive, you can still add interest to your Microsoft 365 files by inserting
a picture or clip art image from an online source. You can insert online pictures into a Word, Excel,
PowerPoint, Publisher, Outlook, or OneNote document. Be careful when choosing an online picture
and make sure that it either falls into the public domain, meaning you can use the picture without
requiring permission, or you have written permission to use the picture.

\ Insert an Online Picture

Note: If you are working in Word or Excel,
switch to Print Layout view by clicking
View and then Page Layout.

0 Click in your document where you
want to add a picture.

Note: You can move the graphic to a
different location after you insert it.
See the section “Resize and Move
Graphic Objects,” later in this chapter.

Q Click the Insert tab.
e Click Pictures.
0 Click Online Pictures.

The Online Pictures dialog box
appears.

e Click in the Search box and type a
description of the kind of image you
want.

@ You can also click a category to
display images related to that
subject.

@ Press .

30

“ over-consumption of pop, snack foods, and fast foods. The massive popularity

@ auosave @D 2 £ pum BB

File &msert Draw Design Layout References Mailings Review View Help =

0 shapes - B @ kol A @ F [® Header~
& leons b Rewse | Add- Links | Comment =) Footer~ et
)30 Models ~ @} ~ Files ins > v [ PageNumber~ | Box~ |
Tables Insert Picture From Reuse Files Media Comments Header & Footer
1 1 - [ -2 - - -3 . [ 4 . [ -5 - B B
FZ This Device..
Fd] Stock Images.
&!’:_‘é Online Pictures.
The Jargon of Junk Food

Most of us love food—many of us love food a little too much. Hence the
dangerous rates of morbid obesity in the United States and elsewhere, an
epidemic known as globesity. Those extra pounds generally come from the

of these so-called junk foods (a phrase that was added to the language menu in
1973) is a testament to the food industry's talent for creating feel-good food.

Our diets may be richer for it, but so too is the English language, which now
boasts many tasty new words and phrases cooked up by food industry

Online Pictures

junk food| X
EE=E - ] |

Powered by |» Bing

0 el fe Jol
Airplane

Autumn

0

Birthday Cake

0
Balloons Beach
View All
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The results of your search appear.

Online Pictures

© You can click the up and down

< | O junk food

arrows (A and %) to navigate
through the search results.

@ You can click Back (<) to return
to the Online Pictures dialog box
and search for a different image.

0 Click the picture you want to add
to your document.

e Click Insert.

You are responsible

Powered by |» Bing

Y [ Creative Commons only

Cancel

for respecting others’ rights, including copyright. Learn more here

() The picture appears in your
document.

File Home  Insert
E Eos
Cerrection:

d

( The Shape Format and Picture
Format contextual tabs appear
on the Ribbon; you can use
these tools to format the
selected picture.

@ You can click the Picture Format
tab’s Wrap Text button or the
Layout Options button (=) to
control how text flows around
the picture.

9 When you finish working with
your online picture, click
anywhere else in the work area.

Fage 1of3 602 words

& _The Jargon of Junk Food

[ English (United States)  Text Precictions: On

Draw Design Llayout References Mailings Review View Help  Shape Format  Picture Format

Y i

= Quick €~ Crop =3 g

2~ Stylesv 5 A
Picture Styles 13 Accessibility

T .

-tion Pane
lign ~

Arange

Calor +

E|3 Artistic Effects ~

[ pasition ~

o Wrap Text

[

-
s Alt =

B/ Transparency ~ Tt
Adjust

[

=

This Photo by Unknown Author is licensed under CCBY

[e}

Most of us love food—many of us love food a little too much. Hence the
dangerous rates of morbid obesity in the United States and elsewhere, an
P Accessibility: Investigate B8

D Focus B -—

Why must I make sure that the image I choose
falls into the public domain?

Privately owned images are often available for use
only if you agree to pay a fee and/or get the owner’s
permission to use the image. You can use a public
domain image without paying a royalty and/or
obtaining the owner’s permission to use the image.

How does Creative Commons work?

At creativecommons.org, you find links to license
or search for images at several places, such as Flickr
or Google Images. Search results do not guarantee
an image is licensed by Creative Commons. You
need to click an image to examine its licensing
information.
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Resize and Move Graphic Objects

f a picture or other type of image — which is also called a graphic object — is not positioned
where you want it, you can move it. Similarly, if a graphic object or is too large or too small, you
can resize it. When you select a graphic object, handles appear on each side of the graphic object;
you can use these handles to resize it. Alignment guides — green lines — appear as you move
a graphic object to help you determine where to place it. Once you have picked the spot for the
graphic, the alignment guides disappear.

Resize and Move Graphic Objects

Resize a Graphic . : c o : P o .

. . . 1 |Loan Data [
0 Click a graphic object. > Interest Rate 6.00%
3 Amortization 10
@ Handles () surround the 4] Principall  $500,000
graphic s Payment Type 0
. 6
7 Amortization Schedule
Position the mouse over one of . /
’ 8 Peri Payment Principal;
the handles (the app’s default c 1 (567,933.98) ($37,933.9
mouse pointer changes 10 2 ($67,933.98) ($40,210.0|
1 3 ($67,933.98) ($42,622.6
to %, @, f, or <:=.'>) 12 4 (667,933.98) ($45,179.9
13 5 ($67,933.98) ($47,890.7
14 6 ($67,933.98) ($50,764.2
15 7 (567,933.98)
1 g ($67,933.98)
e Drag the handle inward or A e c o : P G
: : : 1 Loan Data !
gutwarq until the graphic object |  ~°" "“~ 6.00% |
is the size you want (%, 1, ./, : Amortization 10 ! 0
a Principal $500,000 3
or « changes to ). 5 | Payment Type 0 3
6
0 Release the mouse button. 7 Amortization Schedule
\Cumulative  Remaining
: : : 8 ‘ Period Payment Principal eres rest Principal
The gl:aph1c ObJECt appears n the a 1 ($67,933.98) ($37,933.98) ($30,000.00) ($37,933.98) 0.00). $462,066.02
new size. 10 2 ($67,933.98) ($40,210.02) ($27,723.96) ($78,144.00) 6) $421,856.00
1 3 ($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) $379,233.38
e Click outside the graphic object 12 4 ($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) 4,053.41
. . 13 5 (567,933.98) ($47,890.77) (520,043.20) ($213,837.37) ($125,832.53) 162.63
to cancel its selection. 14 6 ($67,933.98) ($50,764.22) ($17,169.76) ($264,601.59) ($143,002.29)! $235,50%.41
15 7 (567,933.98) (553,810.07) ($14,123.90) ($318,411.66) (5157,126.19) $181,588.54
16 g ($67,933.98) ($57,038.68) (£10.895.30) "(4375.450.34) ($168,021.49) $124,549.66
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Move a Graphic 5 : : ? : c .

. . . 1 |Loan Data
o Click a graphic object. 2| interest Rate 6.00% i
3 | Amortization 10 H
() Handles () surround the < Principal  $500,000 ;
3 5 | Payment Type 0 |
graphic. z §
ses 7 |[Amortization Schedule 1
@ Position the mouse over a e e o
gl’aphic Object or the edge Of a 3 Period Payment Principal Interest Principal ~ Interest i Principal
’ ) 1 ($67,933.98) (5$37,933.98) ($30,000.00) ($37,933.98) ($30,000.00); $462,066.02
text box (the apps default 10 2 ($67,933.98) ($40,210.02) ($27,723.96) (578,144.00) (557,723.96)§$421,856.00
mouse pointer changes to *{\gs) n 3 ($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32)! $379,233.38
12 4 ($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32)! $334,053.41
13 5 ($67,933.98) ($47,890.77) ($20,043.20) ($213,837.37) ($125,832.53)! $286,162.63
i 6 ($67,933.98) ($50,764.22) ($17,169.765($264,601.59) ($143,002.29)! $235,398.41
15 7 ($67,933.98) ($53,810. ($157,126.19)! $181,588.34
16 8 ($67,933.98) ($57,038. ($168,021.49)| $124,549.66
@ Drag the graphic object to ; . . ; R
a new location. 1 |Loan Data (5 =%
2 | Interest Rate 6.00%
3 | Amortization 10
e Release the mouse button. . Principal  $500,000
. . 5 | Payment Type 0
The graphic object appears 6
7 |Amortization Schedule

in the new location.

Cumulative  Cumulative

. . . 2 Period Payment Principal Interest Principal Interest . Principal

e Click outside the graphic o 1 ($67,933.98) ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00); $462,066.02
object to cancel its selection. 10 2 ($67,933.98) ($40,210.02) ($27,723.96) ($78,144.00) ($57,723.96)! $421,856.00

1 3 ($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32)! $379,233.38

12 4 (567,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32)! $334,053.41

13 5 ($67,933.98) ($47,890.77) (520,043.20) ($213,837.37) ($125,832.53)! $286,162.63

1 6 ($67,933.98) ($50,764.22) ($17,169.76) ($264,601.59) 166143 S02-20) A§235/308141

15 7 ($67,933.98) ($53,810.07) ($14,123.90) ($318,411.66) TEIEPTH5.19)! $181,588.34

16 8 ($67,933.98) ($57,038.68) ($10,895.30) ($375,450.34) ($168,021.49)! $124,549.66

Can I control how text wraps around Does it matter which handle I use to resize a graphic?

an object? Yes. If you click and drag any of the corner handles, you

Yes, if you insert the object into a Word maintain the proportion of the graphic as you resize it. The

or Publisher file. Click the object, click handles on the sides, top, or bottom of the graphic resize only
Wrap Text in the Picture Format tab, the width or the height of the graphic, causing your graphic to
and then choose a wrap style. look distorted.
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Understanding Graphics Modification Tech

niques

B

esides inserting, moving, and resizing pictures as described in this chapter, you can insert and
modify other types of graphic objects — shapes, screenshots, SmartArt, WordArt, and charts —

in all Microsoft 365 apps except Access. The available graphic objects vary from app to app; the
specific types of available graphic objects appear on the Insert tab of the program. You insert these

objects using basically the same techniques you use to insert pictures.

You can modify an object’s appearance using a variety of Ribbon buttons that appear on a contextual

tab specific to the type of graphic object you select.

Crop a Picture T |1jeor
You can use the Crop tool to create a better fit, to omit a portion of the image, or to focus jz 8
the viewer on an important area of the image. You can crop a picture, screenshot, or clip art | = <=
image. When you crop an object, you remove vertical and/or horizontal edges from the © ipi:i“ i
object. The Crop tool is located on the Picture Format tab on the Ribbon, which appears - ;Up
when you click the object you want to crop. Bl f
Rotate or Flip a Graphic ECHIP
After you insert an object such as a piece of clip art or a photo from your hard drive 9 Retate Right 20°

into a Word document, you may find that the object appears upside down or inverted. BO Rotate Left 90°
Fortunately, Word makes it easy to flip or rotate an object. For example, you might < Flp Vertica

flip a clip art image to face another direction, or rotate an arrow object to point A\ Fiip Horizontal
elsewhere on the page. Or, for dramatic effect, you can rotate or flip pictures, clip art Z More Rotation Options..

images, and some shapes. Keep in mind that you cannot rotate text boxes.

Correct Images
You can change the brightness and contrast of a picture, clip art, or a screenshot to

=
@ -
Fd Tansparency ~ €3 ~
Sharpen/Soften

) | B8 Color~
o] B2 Artitic ffects

clip art image to create an interesting effect.

Color saturation controls the amount of red and green in a photo, whereas color tone
controls the amount of blue and yellow.

improve its appearance, and you can sharpen or soften an image. Suppose, for example, | B I
the image object you have inserted in your Word, Excel, or PowerPoint file is slightly ——

blurry, or lacks contrast. You find the image-correction tools on the Picture Tools R
Format tab on the Ribbon, which appears when you click to select the object to which H
you want to apply the effect.

Make Color Adjustments GE x5
You can adjust the color of a picture, screenshot, or clip art image by increasing or = gl [
decreasing color saturation or color tone. You can also recolor a picture, screenshot, or T
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Remove the Background of an Image Fle  Background Removal View Pic
You can remove the background of a picture, screenshot, or clip art image. @ @ W v
For example, suppose that you inserted a screenshot of an Excel chart in a e e s | Dy coeep
Word document; the screenshot would, by default, include the Excel Ribbon. Refine Close

You can use the Remove Background tool in the Adjust group on the Picture
Format tab to remove the Excel Ribbon and focus the reader’s attention on the chart.

Add an Effect @] W =
You can use tools to assign unique and interesting special effects to objects. For example, Breset 2
you can apply a shadow effect, create a mirrored reflection, apply a glow effect, soften the oo >
object’s edges, make a bevel effect, or generate a 3-D rotation effect. You can find these

tools on the Picture Format tab of the Ribbon, which appears when you click to select the & petecion >
object to which you want to apply the effect. (Note that the Picture Effects tool is not Gow
available in Publisher.)

Apply a Style to a Graphic |7 | o | B
You can apply a predefined style to a shape, text box, WordArt graphic, picture, el | T

or clip art image. Styles contain predefined colors and effects and help you = = [ = =
quickly add interest to a graphic. Applying a style removes other effects that — = o
you may have applied, such as shadow or bevel effects. Sample styles appear on —

the Picture Format or Shape Format tab when you click the More button (%) in 4 H == =

the Picture Styles or Shape Styles group.

Add a Picture Border or Drawing Outline @] | B e

Theme Colors

You can add a border to a picture, shape, text box, WordArt graphic, clip art image, or -

screenshot. Using the Picture Border or Shape Outline tool, which appears on the
Picture Format or Shape Format tab, you can control the thickness of the border, set a lIIIIlllll
style for the border — a solid or dashed line — and change the color of the border.

Is:mrd Cdo: EEER
Apply Artistic Effects EaitcEfects~ |5 | g

You can apply artistic effects to pictures, screenshots, and clip art to liven
them up. For example, you can make an image appear as though it was
rendered in marker, pencil, chalk, or paint. Other artistic effects might remind
you of mosaics, film grain, or glass. You find the Artistic Effects button on the
Picture Format tab, which appears when you click to select the object to which
you want to apply the effect.

-~
i
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Microsoft 365 and the Cloud

'I'oday, people are on the go but often want to take work with them to do while sitting in the waiting
room of their doctor’s office, at the airport, or in a hotel room. Using Microsoft 365, you can

work from anywhere using almost any device available because, among other reasons, it works with
SharePoint and OneDrive, Microsoft’s cloud space. From OneDrive, you can log in to cloud space and,
using Microsoft 365 web apps — essentially, tools with which you are already familiar — get to work.

Sign In to the Cloud

Signing in to Office Online or to your Microsoft 365 subscription connects
your Microsoft 365 apps to the world beyond your computer. Office Online
offers free access to the online, limited-edition versions of the Microsoft 365
apps that you can use on any computer. Purchasing a Microsoft 365
subscription gives you access to full versions of the Microsoft 365 desktop
programs and the online versions of the products. Signing in gives you access
to online pictures and clip art stored at Office.com and enables Microsoft 365
to synchronize files between your computer, OneDrive, and SharePoint.

B Microsoft
Sign in

lagophilia @outlook.cord

No account? Create one!

Sign in with Windows Hello or a security ke

OneDrive and Microsoft 365

OneDrive is a cloud storage service from Microsoft that you can use with
Microsoft 365; 15GB are free, and you can rent additional space. Microsoft
365 saves all documents by default to your OneDrive space so that your
documents are always available to you.

iii  OneDrive

Paul M

B

9
=]
£
g

-+ Mew v

T Upload v
My files
Recent My files
Photos

Shared

Recycle bin

Using Microsoft 365 Web Apps

make minor changes.

You can create, open, and edit Word, Excel, OneNote, and PowerPoint documents
from your OneDrive using Microsoft 365 web apps. These online apps are scaled-down
editions of Microsoft 365 desktop apps that you can use to review documents and

~+ New v T Upload v
Folder

@Y Word document

@ Excel workbook

@] PowerPoint presentation

OneNote notebook

Take Your Personal Settings with You Everywhere

Microsoft 365 keeps track of personal settings like your recently used files and color theme and makes them
available from any computer just by signing in to Microsoft 365. Word and PowerPoint also remember the
paragraph and slide you were viewing when you closed a document, and they display that location when you
open the document on another machine, making it easy for you to get back to work.
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Working with Microsoft 365 Files Online

Your Documents Are Always Up-to-Date € 5 - 2 [@) O raser

Microsoft 365 saves your documents by default in the R

OneDrive folder you find in File Explorer. As you work, > s Quick access o tee e
Microsoft 365 synchronizes files with changes to your = oncore s - ftechments @
OneDrive in the background. This technology does not e i e
slow down your work environment because Microsoft 365 > B Thispc S Documents ©
uploads only changes, not entire documents, saving » 8 Network - Music @
bandwidth and battery life as you work from wireless P Pictures °
devices.

Share Your Documents from Anywhere Send link X
You can share your documents both from within a Microsoft 365 app and from your w

OneDrive. From either location, you can email a document to recipients you choose,
post a document to a social media site, or create a link to a document that you can
provide to users so that they can view the document in a browser. You can also use
Microsoft’s free online presentation service to present Word and PowerPoint
documents online.

Open Documents Online or Locally

B Open v |2 Share
When you select a Microsoft 365 document online, OneDrive gives you
the option of opening the document using either the online version of €8 Open in Excel Online
the app or the desktop version of the app.

@_ Open in Excel ks
Online Document Too"s i Download ]E[ Delete 53 Move to |E Copyto | **+ 1 selected X
OneDrive offers several file management tools o o 2 Rename
that you can use with the documents that you
store online. These tools include Download, to $ =—— [ /> Fbed
download a copy to your computer; Delete, — , B Version history
to remove the document from OneDrive; Move o o
tO, to move the document to another OneDrive The Jargon of Junk Foo... _\ITripsv. Vacations.docx
folder; Copy to, to copy the document to Foms SRR

another OneDrive folder; Rename, to change
the document name; and Version history, to see
previous versions of the document.
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Sign In to Microsoft 365

ou can use Microsoft 365 Online or your Microsoft 365 subscription to work from anywhere.

While signed in from any device, you can use one of the free Microsoft 365 web apps. Microsoft
365 shares some of your personal settings — such as your Recent Documents list — across devices
so that you always have access to them. Desktop product users sign in using a Microsoft 365
subscription, as described in this section and, for the most part, throughout the book.

When you work offline, Microsoft 365 creates, saves, and opens your files from the local OneDrive
folder. Whenever you reconnect, Microsoft 365 automatically uploads your changes to the cloud.

Sign In to Microsoft 365

0 Open a Microsoft 365 app.

The program'’s Start screen
appears.

© Click Sign In.

Note: If you are viewing a document,
click Sign In near the upper-right
corner of the screen.

The Sign In window appears.

e Type the Microsoft account email
address associated with your
Microsoft 365 subscription.

O Click Next.
e Type your password.

@ If you have trouble signing in, you can click
this link to reset your password.

G Click Sign in.
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Sign in
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No account? Create one!

[ 2 Ozl

(blank)

BS Microsoft
¢ paulmcfedries@hotmail.com

Enter password

sssssssssssee 0 o

Forgot password? 0

Other ways to sign in




() This area indicates that you have
signed in to Microsoft 365.

Note: Microsoft 365 Online offers free
access to the online, limited-edition
versions of the Microsoft 365
programs that you can use on any
computer. Microsoft 365 is a
subscription you purchase to use full
versions of the Microsoft 365
programs; Microsoft 365 includes
both the desktop and the online
versions of the products.
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& Paul McFedries  PM

Single spaced (blank)

Word
Good afternoon
v New
Take a tour
-
Blank document Welcome to Word
£ Search

How do I sign out of Microsoft 365?
Sign in to Windows using a local
account and follow these steps:

0 Click the File tab (not shown).
Q Click Account.

Note: In Outlook, click Microsoft 365
Account.

€© Cclick Sign out.

The Sign out of Office dialog box

appears, warning you to save any
files that sync to the cloud before
continuing.

Note: In most cases, it is perfectly safe to
click Sign out. If you are unsure, save all
open Microsoft 365 files.

0 Click Sign out.

Paul McFedries

paulm: @hotmail.com
Sign out
Switch account

B Microsoft
Show additional

ing information

Sign out of Office

Don't show this again

Signing out will remove your account from this and other Office apps. Save any Office files that sync
to the cloud (such as OneDrive) before you sign out. To complete the process, close all Office apps.

When you're ready to edit files on this device, sign in to Office again.

s O-em
a Office Insider
" You' up for Beta Channel.
Office
Insider ~ receive new builds of Office af
ce a week.
o About Word
Learn more about Word, Suppart, Product
About
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Share a Document from Microsoft 365

You can easily share documents using Microsoft 365. You can share a Microsoft 365 document by
posting it to a social network or blog or sending a document as an email attachment. You can
also take advantage of a free online presentation service Microsoft offers and share your document
by presenting it online. Or, as shown in this section, you can send a link to your OneDrive — as part
of Microsoft 365, you receive free cloud space at OneDrive — where the recipient can view and even
work on only the shared document. When you finish, you can stop sharing the document.

Share a Document from Microsoft 365

Note: You must be signed in to a
Microsoft 365, and the document -
you want to share must be stored in | ©
the cloud.

Home

Paste

Unde

With the document you wantto |-
share on-screen, click Share. :

The Share Link dialog box
appears.

@ 1n the To box, type the email
address of the person with
whom you want to share.

e Click the person’s name, if it
appears; otherwise, press (=17.

X |Cembria (Headings)
o7 o

Clipboard 15

R

B

Insert  Draw  Design

M B I U~ a x
F A £ A4

Font
1

Trips v. Ve

Total physical and met
to imagine. A beach nd
problems of guilt. It is
—John Kenneth Galbrg

St Lucia

There are trips and th
you welcome novelty,
had been to go straigh
a physical one) inward
visual impressions. TheseaTe; T T, e GSTTOr SO TUME T, Tre

Layout References Mailings Review View Help

= 2= A, 0

v v ==

3 7

7 Comments

& +

Send link

1| Trips v. Vacations.docx
Anyene with the link can edit >

harper@logophilialimited.com|

X

Bs | Editing Dictate  Editor

[ Voice Editor
5 - ' -6

Karen Harper

karen harper@logophilizlimited....

o

Outiook.

G5

Copy link

[ Sendacopy

an we allow ourselves
latly eliminating all
does.

new and the different;
your original intention
ore a mental state than
e maximum number of
end product of which is

another chapter completed in the narratwe that represents your Irfe 's remarkable (i.e., remark-

e Repeat steps 2 and 3 as
needed.

Click = and specify how these people can interact

with the shared document:

¢ (an edit: Click this permission to allow the

people to view and make changes to the
document.

¢ (Can view: Click this permission to allow the
people to view but not make changes to the

document.
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eﬁecky Solnit X
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Can edit

Can view

&
X

Cannot make changes

&

Link settings

Make any changes

/40

<0
|




CHAPTER

MICROSOFT 365 FEATURES

Working with Microsoft 365 Files Online

() You can type a personal message to include with
the invitation.

@ click Send.

Microsoft 365 sends emails to the people you
listed.

Send link

Trips v. Vacations.docx

Anyone with the link can edit >

@Karen Harper X
eﬁecky Solnit X

Add anather

&~

0>Here's the essay ready for proofre;

@ B

Copy link Outiook

[} Send a capy

adingl

How do I stop sharing a document?
Follow these steps:

o Open the document you want to stop sharing and click the Share
icon.

© 1In the Share dialog box, click More Options ().

@ Click Manage access.

e Click - under the recipient with whom you no longer want to share.
e Click Stop Sharing.

The app updates document permissions and removes the user from
the sharing.

< Manage access

Trips v. Vacations.docx

| https://1drv.ms/w/slAk23... | X

Anyone with the link can edit

Paul McFedries
Owner

karen.harper@logop
Can edit
@ Change to view only
Stop sharing 0

hilia...
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Sign In to OneDrive

You can use your OneDrive and Microsoft 365 apps to work from any location in the world on

any trusted device. OneDrive offers you online storage from Microsoft. With Microsoft 365, you
automatically receive a small amount of storage space for free, and you can rent additional storage
space for a nominal fee.

You use a browser and a Microsoft account to sign in to OneDrive. Once you have signed in to OneDrive,
you can use the Microsoft 365 web apps to open and edit documents. Microsoft 365 technology
synchronizes documents stored in your OneDrive with documents stored on trusted devices.

‘ Sign In to OneDrive

0 Open your browser.

e In the address bar, type onedrive.
com and press (Z15.

@ onedrive.com

Q. onedrive.com - Bing Search
O, onedrive.com login

O, onedrive.com sign in

Q. onedrive.com account

Free Cloud Storage - OneDrive Sign-In | Micros... - https://www.microsoft.com/en-ca/microso...

You are redirected to the OneDrive

=. Microsoft | Microsoft 365 OneDrive  Business  Plansand pricing ~  More ~ All Wicrg|
Home page.
Click Sign in. .
© ctick sign in OneDrive
Personal Cloud
Storage

Save your photos and
files to OneDrive and
access them from any
device, anywhere.

| See plans and pricing |
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The Sign in dialog box appears.

@ Type your email address. B \icrosoft

© Click Next. o
Sign in

paulmcfedries@hotmail.com 0

No account? Create one!

OneDrive prompts you to enter your password.
0 Type your Microsoft account password. BB \jicrosoft
@ Click Sign in.

Your OneDrive space appears.

< paulmcfedries@hotmail.com

Enter password

Forgot password?

Other ways to sign in

TIP

How do I sign out of OneDrive?

On the right side of the OneDrive toolbar, click your
avatar (A) and then click Sign out (B). Microsoft
signs you out of your OneDrive. E® Microsoft Sign out

Paul McFedries

paulmcfedries@hotmail.com

My Microsoft account

My profile
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Using an Online App in OneDrive

From OneDrive, you can use the Microsoft 365 web apps to open documents and modify them using
many of the same editing tools you use in the desktop apps.

Although the web apps do not include every desktop feature, you can use the online editing tools to
perform basic functions in each app. For example, in the Word online app shown in this section, you
can apply character and paragraph formatting, such as bold or italics, and you can align text. You
can change margins, edit headers and footers, and insert a table or a picture from your computer.

x [BF = =} X
= @ O
-

‘Word Docs - OneDrive:

C @

Open the Document

@ sign in to OneDrive at https://
onedrive.com.

) httpsi//onedrive.live.com/?id=B1777C78EEF3B74D%211081448icid=81777C7SEEF..

B 7

L Search everything € ?

Paul McFedries

o Open the folder containing the S ‘ 4

document you want to view. D Rt gggm o
e Click the document. £ stares a a @
CHlir | maamze
a a a

The document appears in the
web app.

(@ The document opens in its own
browser tab.

© To close the document, click the

Urban Garden Design.d...

o Jan 16, 2021

Wide Margins.docx
& Apr 15,2021

Warking with PowerPoi...
A Feb 28, 2021

D | @& Word Docs - OneDrive

“Trips v. Vecations.doox - Microse X

(u]

X

s = @ @

C @ () hitpsy/onedrive.live.com/edit.aspx?cid=b1777c78eef3b74d&page=viewdiresid=B1777C
i1 Word  Trips v. Vacations - Saved to OneDrive - P Search (Alt + Q)
File Home Insert Layout References  Review  View  Help & Editing ~
Dv Blv ¥ |Cambria(Headi.v|26 v B I U Av = | Ev Ev| v Ov

3 comments

A

v

82%

browser tab’s Close button (3X). b

Trips v. Vacations

Total physical and mental inertia are highly agreeable, much more so than we allow ourselves
to imagine. A beach not enly permits such inertia but enforces it, thus neatly eliminating all
problems of guilt. It is now the only place in our overly active world that does.

—John Kenneth Galbraith

St Lucia

There are trips and then there are vacations. On & trip you explore the new and the different;
you welcome nowvelty, seek out the unusual, and turn left or right when your original intention
had been to go straight. On a trip you look, wide-eyed (by which | mean more a mental state
than a physical one) inwardly adjusting the aperture of your gaze to let in the maximum
number of visual impressions. These are, in turn, the grist for some mulling mill, the end
product of which is another chapter completed in the narrative that represents your life's
remarkable (i.e., remark-able] events.
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Switch Modes

o Perform steps 1 to 3 in the
previous subsection, “Open the
Document.”

o Click the Mode Menu button.

6 Click the mode you want to
use.

Note: See the first tip in this
section to learn what each mode
means.

The web app switches to the
new mode (Viewing mode, in
this example).
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O | @ Word Docs - OneDrive x ‘ Trips v. Vacations.docx - Microse X | == - a8 x

C @ &) https;//onedrivelive.com/editaspx?cid=b1777c78eef3bTddBipage=viewBresid=B1777C.. Y5 1= e

p il m

File Home  Insert  Layout  References  Review  View  Help & Editing VQ [ Comments
D ~ i T ~ v = | S Editing b
Jv [P]v < | Cambria (Headi. |26 3 o W & = Fcie iy cHanges # o

&7 Reviewing
Add comments and suggest changes —‘ 82%

43 Viewing —
View the file, but make no changes See TMEain

& Trips v. Vacations W Gpenin Deskiop App

Total physical and mental inertia are highly agreeable, much more so than we allow ourselves
to imagine. A beach net only permits such inertia but enforces it, thus neatly eliminating all
problems of guilt. It is now the only place in our overly active world that does.

—John Kenneth Golbraith

St Lucia

There are trips and then there are vacations. On a trip you explore the new and the different;
you welcome novelty, seek out the unusual, and turn left or right when your eriginal intention
had been to go straight. On a trip you look, wide-eyed (by which | mean more a mental state
than a physical one) inwardly adjusting the aperture of your gaze to let in the maximum
number of visual impressions. These are, in turn, the grist for some mulling mill, the end
product of which is another chapter completed in the narrative that represents your life's
remarkable (i.e., remark-able) events.

D | @ Word Docs - OneDrive x ‘ Gl Trips v. Vacations.docx - Microse X | 4= —

a
C @ (8 https://onedrivelive.com/editaspx?cid=b1777c78eef3b7dd&page=viewlresid=B1777C.. vg 1= @ e

Trips v. Vacations

[ Accessibility Mode & Edit Document ~ (51 Print  |&% Share

Trips v. Vacations

Total physical and mental inertia are highly agreeable, much more so than we allow ourselves
to imagine. A beach nat only permits such inertia but enforces it, thus neatly eliminating all
problems of guilt. it is now the only place in our overly active world that does.

—John Kenneth Galbraith

St Lucia

There are trips and then there are vacations. On a trip you explore the new and the different;
you welcome novelty, seek out the unusual, and turn left or right when your original intention
had been to go straight. On a trip you look, wide-eyed (by which | mean more a mental state than
a physical one} inwardly adjusting the aperture of your gaze to let in the maximum number of
visual impressions. These are, inturn, the grist for some mulling mill, the end product of which is
another chapter completed in the narrative that represents your life'sremarkable (i.e., remark-
able) events.

What is the difference between the three document
modes?

Editing mode means you can modify the document text and
formatting. Reviewing mode means you can add comments,
and you can make suggested changes that will later be
accepted or rejected by the document owner. Viewing mode
means you can read the document, but you cannot make any
changes.

How do I save my work in an online
app?

The answer depends on the online app.
All the web apps automatically save
changes as you work. In the Word, Excel,
and PowerPoint web apps, you save your
work as a new document by clicking the
File tab and then clicking Save as.
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Open a Document in a Desktop App from OneDrive

hen you are using a Microsoft 365 online app to work on a document, you can open that

document in the corresponding Microsoft 365 desktop app. For example, suppose that while you
are working on a document stored in your OneDrive space, you discover that you need one or more
tools that are not available in the online app. If Microsoft 365 is installed on the computer you are
using, you can use OneDrive to open the file in the corresponding Microsoft 365 desktop app.

Open a Document in a Desktop App from OneDrive

From an Online App

0 Open a document using an online
app.

Note: See the previous section,
“Using an Online App in OneDrive,”
for details.

Note: This section uses an Excel
workbook as an example.

© Click the Mode Menu button.
e Click Open in Desktop App.

A security dialog box appears
to warn you that the web page
is trying to run an app on
your computer (Excel, in this
example).

@ If you want to skip this warning
in the future, click the Always
allow check box ([] changes

to [v]).
O click Open.

book (Example Files) - One X | %] EmplayeeTimeSheet.xlw@

View the file, but make no changes

2 |£% Share [l

D ) {31 https://onedrivelive.com/editaspxicid=b1777c7 8eef3b74d8page=viewsiresid=B1777C... g 7=
Employee Time Sheet - Saved to OneDrive - S Search (Alt + Q)
b Inset Draw  Pagelayout  Formulas Data  Review  View  Help £ Editing
P 0 EE. e Ao oo | = @ v 0 | g7 Editing
i i Bl ke =1 Make any changes
M @ Viewing
A B C D E F G H |
Employee Name:|Kyra Ferry &ﬂ Open in Desktop App
Hours Before Or |40:00
Hourly Wage:|513.50
Overtime Pay Rate:|1.5
Rate:|2

a x

o
e @

book (Example Files) - One. X | Bl Employes Time Sheetadsk- Micr X | =

D @ (1  https://onedrivelive.com/edit.aspx?cid=h1777c78eef3b74d&page=viewdresid=B1777C..

S e e This site is trying to open Excel.

https://excel.officeapps.live.com wants to open this application.

[ ] Anways sliow excel officeapps.live.com to apen links of this type in the associsted app

"

We're opening this in Microsoft Excel...

- V8

iting

{g

EEm -

(] X

@..

v

The document opens in the appropriate

Microsoft 365 app.
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From a OneDrive Folder

o Open the OneDrive folder that

contains the document you
want to Open. Paul McFedries B8 Open v 12 Share L Download [i Delete 53 Moveto [ Copyto - 1selected X @

@ TVVMicrosoft 365 - OneDrive X {+

C @

a
() httpsy//onedrive live.com/?id=B1777C78EEF3B7AD%212109908cid=B1777CTREEF.. [ v 7% e

OneDrive L Search everything

0

My files =

©

Recent

My files > TYV Microsoft 365

© Right-click the document.
e Click Open in App, where App Shared e =

]

£
. . 2 :
is the desktop app associated @ Recydebin =z | | 0o Ol
. ] Open in Excel 0
with the document type (such i
A Few of My Favourite ..~ Employee Tima Sha Preview erd...
as Excel, as shown here). s 2014 e
The file opens in the appl’Opﬁate @ Autosave @XD) B} Employee Time Sheet» Saved - D puiMiedis i ¥ £ - o0 X%
Microsoft 365 app. file ~ Home Insert Draw Pagelajout Formulas Data Review View Help = comments A
. X Calibri vz e = a General ~ [ Conditional Formatting~ & Inset ~ ¥sl @
& E’; m- B 1 U~ AN $ v % 9 B rormatasTable~ FDelete ~ | Egting E
- & Hle dv A ] 57 Cell Styles~ i) Format ~ - Data
Undo | Clipboard Font [ Alignment & Mumber Styles Cells Analysis ~

c H 1 I K L | a

~ @ o b ow(n

Work Lunch Work ( Total [N
Start Start | Lunch End Hours | Non-Holiday |Overtime | Holit

How can I tell that‘changes I have made are e B o o 0
saved to my OneDrive space?
. . Fil H Insert D B Layout F | Data  Revi Vi Hel
When you save your document in the Microsoft —— e
. . ~ Calibri ~12 - = = 2 General -
365 program, watch the title bar in the app 2, NE Eé s T U A x| = :E] - s - % 9
. . h o2 v = = h 0
(A). When you see the message “Saving,” it P S E. G A == 9. <
means that the app is up[oading your changes Unde | Clipboard Font B Alignment & Number T
to your OneDrive space. You see “Saved” when D2 v ] kyrarerry
the upload is complete. . 2 2 be—
o Employee N. :| Kyra Ferry
3 Hours Before Overtime:|40:00
4 Hourly Wage:|$18.50
5 Overtime Pay Rate:|1.5
6 Holiday Pay Rate:|2
i
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Upload a Document to OneDrive

ou can upload any document from your computer to your OneDrive at any time. By default,

Microsoft 365 saves all documents to the OneDrive folder on your computer and then, in the

background, synchronizes the contents of the OneDrive folder with your online OneDrive space.

But suppose that you sign out of Microsoft 365 and choose to save documents locally on your computer.
If you then find that you need a document in your OneDrive space to edit while you travel, you can place

a document into your OneDrive folder on your computer and then upload it from your OneDrive space.

Upload a Document to OneDrive

o Sign in to OneDrive using your
browser.

Note: See the section “Sign In to
OneDrive,” earlier in this chapter, for
details.

o Click to display the folder where

you want to place the document.

€ Click Upload.
@ Click Files.
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&» Paul McFedries

x‘—l—

&) httpsi//onedrive.live.com/?id=B1777CT8EEF3B74D%21122&cid=B1777CT8EEF3BT...  H

LR

~+ New v T Upload v |& Share { Download B3 Moveto

& C @

Paul McFedries
£ My files

Recent

9

] Photos
£ Shared
15

Recycle bin

F1 My files
\) Recent o

o My files > Documents &*

Photos

£ Shared N —— =

& Recycle bin &

5 & 5 LS 6 &

Databases Excel Workbooks iPhone 6 PG
Sep 26, 2019 Dec5 Sep 20, 2014

[m] | @ Databases - OneDrive x | &£

(% https://onedrive.live.com/?id=B1777C78EEF3B74D%21113158cid=B1777CT8EEF3... [

L
po—

-+ New ~ T Upload "4 {1 Download 53 Moveto
F\Ies@

Folder

AN
A
mcfedries.accdb
 Jul 18, 2020

ibases &'

23]

playground.accdb
# Mar 27, 2020

My files




The Open dialog box appears.

e Navigate to the folder
containing the file you want
to upload.

@ click the file.
@ Click Open.

@ The file appears in your
OneDrive space.
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“« 3> w4 T« Users » Public » Pub\icDo(umenﬁo ~ c 2 Search Public Documents

Organize » MNew folder O - in | o

E] Documents » a I
PN Pictures » A 4
7 Documents

" Excel Data Analysis FD Northwind

7 Graphics
3 Videos

» @ OneDrive - Personal

> [l ThisPC

> 3 Network

File name: | Northwind | Afiles v

7
. O Search everything

~+ Mew ~ T Upload v |22 Share < Download 23 Moveto =+ o F Sty By @

Uploaded 1 item to Databases

My files > Documents > Databases &'

. 20

'
mcfedries.accdb '\Nnrthwmd.accdb playground.accdb
& Jul 18, 2020 £ 2m ago £ Mar 27, 2020

How do I create a folder in my OneDrive space so that I can
organize my documents by type?

Navigate to the OneDrive folder where you want to place the new
folder. Then, click New (A) and, from the menu that appears, click
Folder (B). Enter a name for the folder and click Create.

+ New vQUplead v |2
== Folder <))

@y Word document

B3 Excel workbook

[@’] PowerPoint presentation

@} OneNote notebook
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Share a Document Using OneDrive

ou can use a Microsoft 365 online app to share a document stored on your OneDrive. Suppose

that you finish the work on a document from your OneDrive space and you are ready for others to
review it. You do not need to use the Microsoft 365 app installed on your computer to invite others
to review the document; you can use commands available in OneDrive.

OneDrive offers three ways to share a document: You can send the document by email, share it using
a social media service of your choice, or send a link to the document on your OneDrive.

Share a Document Using OneDrive

Open a Document to Share Introducing Cloud Computing - O.. 2% - Saved to OneDrive P Search (Alt + Q)

o In OneDr-ivel open the e Insert  layout  References  Review  View  Help & Editing v 2 [GE Ll | (] Comments
document you want to share. | calior MU C 7 O Ay oo | Be So Ho| &) Ow| & | 5 ||

e Click Share. | 88 I

Chapter 1

& Introducing Cloud Computing

We are used to seeing fads come and ge, particularly in the fickle realm of popular culture: hula hoops,
Pet Rocks, CB radio, the Atkins Diet, Crocs, to name but a very few. You would think that technology
would not be buffeted by such changeable winds, but a quick look at even recent technological history
belies that hope: PointCast, flash mobs, Tamagotchis, Second Life, Friendster, LOLcats. So, the to-the-
point question is this: Is cloud computing just another technological fad? If you talk to people in IT or

The Send Link dialog .
box appears. Send link

Introducing C...rive Version

Note: Follow the steps in one

of the following subsections to Anyone with the link can edit
share the document.
Share via Email Karen Hal{ 2~

o For each person with whom you want to share the @ Karen Harper
document, start typing the name or email address karen-harper@logophilizlimite...
and then click the name when it appears. &For your review, with thanks in advance.

@ You can include a personal message here. m

© You can click this .- to control how recipients can
edit.

e Click Send. Copy ink

Email messages are sent to the recipients you
supplied, providing a link to the document.

@
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Share via a Link

. 1es X
@ Click Copy Link. Send link

Introducing C...rive Version

Anyone with the link can edit >

To: Name, group or email / ~

N assage...

><@

Copy link

(@ OneDrive generates a link and copies the link address to

your computer’s Clipboard; provide this link to anyone o Xb
with whom you want to share the document.

Link to ‘Introducin...ve Version’

() You can click here to customize how people who receive ;
copied

the link can work with the document.

 If you make changes to how link recipients can work G”m

with the document, the link address changes, so click
Copy to copy the new address to the Clipboard. Anyone vith the link con ecit > <))

© Click Close ().

TIP

Can I protect a shared document with a password? Link settings
Yes. Open the document and click Share to open the Send Link dialog box. Click e
Anyone with the link can edit to open the Link Settings dialog box. Enter the WW:MM o

password in the Set Password text box (A), and then click Apply (B). @ spechic peopie

Other settings
Allow editing

fF Set expiration date X
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PART II

Word

You can use Word to tackle any project involving text, such as
correspondence, reports, and more. Word’s versatile formatting features
enable you to enhance your text documents and add elements such as tables
or headers and footers. In this part, you learn how to build and format
Word documents and tap into Word's tools to review and proofread your
documents.

@l Avtosave @) B NewWords in the Modern Workplace - Saved ~ £ PuMdedies 4@ ¥ & -

File Home Insert Draw Design Layout References Mailings Review View Help 12 Comments

o QR B e > BEED R R
Hm W | =
esaurus Read Check Language = Comments = Tracking  Accept Compare = Protect  Hide Resume
S5 Word Count | Aloud  Accessibility - - - - ~ ’ Ink~  Assistant
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Change Word’s Views

'I'o help in your text adding and editing chores, you can control how you view your Word document
in several ways. For example, you can use the Zoom feature to control the magnification of your
document with either the Zoom slider or the Zoom buttons.

You can also choose from five different views: Print Layout, which displays margins, headers, and
footers; Outline, which shows the document’s outline levels; Web Layout, which displays a web page
preview of your document; Read Mode, which optimizes your document for easier reading; and Draft,
which omits certain elements such as headers and footers.

Change Word’'s Views ‘
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. "door.” It's about as painless as the Net can get.
box and precisely control
. Still, this whole idea of sending messages back and forth in cyberspace
Z00m1 ng . is a mysterious business, to say the least. How are messages created
and sent? How do they know where to go? How do we read the mail
that comes our way? This primer is designed to remove some of the
mystery from the email process by giving you some basic, and oh-so-
non-technical, background info.
How Does the Email System Work?
One of the nice things about the Internet email system is that to use it, you don't have to kno v
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A Brief Email Primer

One of the nicest things about Internet email is that it's the most self-
contained of all the Internet services. Things like FTP and the World
Wide Web require road trips on the Net's highways and byways to find
what you need. With email, though, you can stay "home" and send out
missives to others, or have their messages delivered right to your
"door." It's about as painless as the Net can get.

Still, this whole idea of sending messages back and forth in cyberspace
is a mysterious business, to say the least. How are messages created
and sent? How do they know where to go? How do we read the mail
that comes our way? This primer is designed to remove some of the
mystery from the email process by giving you some basic, and oh-so-

Page3of28  8449words [ English (United States) & Difocs B B B - —#——+ 120%

54



Switch Layout Views

@ Click the View tab
on the Ribbon.

© 1n the Views group,
click a layout view button.

Word displays a new view of
the document.

In this example, Read Mode
view helps you focus on
reading a document. See
Chapter 8 for details on Read
Mode.

© You can also switch views
using the View buttons at the
bottom of the program window.
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A Brief Email Primer

One of the nicest things about Internet email is that it's the most self-
contained of all the Internet services. Things like FTP and the World
Wide Web require road trips on the Net's highways and byways to find
what you need. With email, though, you can stay "home" and send out
missives to others, or have their messages delivered right to your
“door." It's about as painless as the Net can get.

Still, this whole idea of sending messages back and forth in cyberspace
is a mysterious business, to say the least. How are messages created
and sent? How do they know where to go? How do we read the mail

that comes our way? This primer is designed to remove some of the

mystery from the email process by giving you some basic, and oh-so-
non-technical, background info.

How Does the Email System Work?

One of the nice things about the Internet email system is that to use it, you don't have to know
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A Brief Email Primer

One of the nicest things about Internet email is that it's the most self-

contained of all the Internet services. Things like FTP and the World Wide
Web require road trips on the Net's highways and byways to find what you need. With
email, though, you can stay "home" and send out missives to others, or have their messages
delivered right to your "door." It's about as painless as the Net can get.
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Still, this whole idea of sending messages back and forth in cyberspace is a mysterious

business, to say the least. How are messages created and sent? How do they know where to

go? How do we read the mail that comes our way? This primer is designed to remove some

of the mystery from the email process by giving you some basic, and oh-so-non-technical,
background info.
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How can I zoom an image?

While in Read Mode view, double-click an image. Word enlarges the image and displays a Zoom In icon (@)
in the upper-right corner of the image. When you click @|again, the image enlarges to fill your screen. You
can click the Zoom Out icon (/&) to return to the first zoom level, or you can press (523 or click anywhere
outside the image to return to Read Mode. See Chapter 8 for more on Read Mode.
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Type and Edit Text

ou can use Word to quickly type and edit text for a letter, memo, or report. By default, Word is set

to Insert mode; when you start typing, any existing text moves over to accommodate the new text.
If you have set up Word to toggle between Insert mode and Overtype mode, you can press (] to
switch to Overtype mode. In Overtype mode, the new text overwrites the existing text.

Word makes typing easy; you do not need to worry about when to start a new line within a
paragraph, and you can easily start new paragraphs and delete text.

Type and Edit Text ‘
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moves to the right as you type. :
Text you type appears to the left :
of the insertion point.
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l-ine When your text does not ﬁl.l. To enter text, just start typing. As your typing nears the end of the line, Word

. . wraps the text automatically onto the next line.
the line. You often use line breaks |
when typing addresses. B

& Styles Vaice Editor ~

Press Enter to start a new paragraph.

G YOU can preSS tO quickl.y 7 &Press Enter twice to create extra space between paragraphs.
. . . . Jane Doe
indent the first line of text in a - 123 Primrose Lane
paragraph . 7 Truth or Consequences, NM 34567

Press the Tab key at the start of a paragraph to indent the first line of the
m paragraph text.
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@ If you make a spelling mistake,
Word either corrects the

mista ke as yOU type or : To enter text, just start typing. As your typing nears the end of the line, Word
Underlines -lt -in rEd. B wraps the text automatically onto the next line.
Press Enter to start a new paragrap!
0 Click to the right of a mistake :
in a dOCUment. - Press Enter twice to cr spcae| between paragraphs.
: Jane Doe
e Press Backspace to del.ete B 123 Primrose Lane
Characters tO the left Of the 7 Truth or Consequences, NM 34567
. t . t . Press the Tab key at the start of a paragraph to indent the first line of the
insertion point. 8 paragraph ext
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insertion O'i nt B wraps the text automatically onto the next line.
p : Press En tart a new paragraph.
Note: You can delete larger quantities |-
of text by Selecti ng the text and - Press Enter hgﬁ_gto create extra space between paragraphs.
: : Jane Doe
prESS]ng ' N 123 Primrose Lane

Truth or Consequences, NM 34567
Press the Tab key at the start of a paragraph to indent the first line of the
~ paragraph text.
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What is the difference between the Insert and Overtype modes?

By default, Word is set to Insert mode so that when you click to place the insertion point and start typing,
any existing text moves to the right to accommodate new text. In Overtype mode, new text overwrites
existing text. To toggle between these modes, enable [[[57) and then press it. To enable (5577, click the
File tab, click Options, and click Advanced in the window that appears. Under Editing Options, select Use
the Insert key to control Overtype mode ([_] changes to [v]) and then click OK.
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Insert Quick Parts

You can make working with Word faster and more efficient by taking advantage of Quick Parts. If
you repeatedly type the same text in your documents — for example, your company name — you
can add this text to the Quick Part Gallery. The next time you need to add the text to a document,
you can select it from the gallery instead of retyping it.

You can also use any of the preset phrases included with Word. You access these preset Quick Parts
from the Building Blocks Organizer. (See the first tip at the end of this section for more information.)

Insert Quick Parts ‘

Create a QU1Ck Parts Entry @ AutoSave @ 0ff) [ Documentl - Word P search (Al+Q) 9 Paul McFedries 3 & = (u] x
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all formatting that should "
= Field..
appear each time you insert e Lo P i uog ks Ongra.

the entry. 7 & Save Selection to Quick Part Gallery...

e Select the text you typed.

fugg|

Jane Doe
123 Primrose Lane

e Click the Insert tab. - Truth or Consequences, NM 34567
4 Dear Jane,
e Cth the QUiCk Parts 7 Thank you for your letter of the 23™. We are interested in publishing your
button () . - delightful poems. | will be in touch shortly with an offer and more details.

e Click Save Selection to
Quick Part Gallery.
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The Create New Building
Block dialog box appears.

0 Type a name that you want Name: Letter Closing@ ‘
to use as a shortcut for the entry.

Create New Building Block ? X

. Gallery: Quick Parts v
@ You can also assign a gallery, a
category, and a description Category: General V‘Q
for the entry. B
Closing text for a letter.
0 Click OK. Description:

Word stores the entry in the m— — ——— —
Quick Part Gallery. Save in: Building Blocks v

Options: Insert content only v
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John Doe
321 Memory Lane
Bugtussle, KY
Dear John,
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Thank you for submitting your manuscript. While we found your work, well,
interesting, we are not looking to publish any books on possum-themed recipes.

Sincerely,

Gert Simmons
Publisher

v
B BB -+ 1

I Focus

How do I insert a preset Quick Part?
Click the Insert tab on the Ribbon, click the Quick

Part you want to insert (they are organized into
galleries and categories), click it, and click Insert.

Parts button ([2]), and click Building Blocks Organizer
to open the Building Blocks Organizer. Locate the Quick

How do I remove a Quick Parts entry?

To remove a Quick Parts entry from the Building
Blocks Organizer, open the Organizer (see the
preceding tip for help), locate and select the
entry you want to remove, click Delete, and click
Yes in the dialog box that appears.
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Insert Symbols

From time to time, you might need to insert a mathematical symbol or special character into
your Word document. From the Symbol Gallery, you can insert many common symbols, including
mathematical and Greek symbols, architectural symbols, and more.

If you do not find the symbol you need in the Symbol Gallery, you can use the Symbol dialog box.
The Symbol dialog box displays a list of recently used symbols as well as hundreds of symbols in a
variety of fonts. You can also use the Symbol dialog box to insert special characters.

Insert Symbols ‘

0 Click the location in the
document where you want the
symbol to appear.

@ Click the Insert tab.
€ Click Symbols.
@ Click Symbol.

O A gallery of commonly used
symbols appears. If the symbol
you need appears in the
gallery, you can click it and
skip the rest of these steps.

© click More Symbols.
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The Symbol dialog box appears.
e Click the symbol you want.
@ Click Insert.

© The symbol appears at the current
insertion point location in the
document.

Note: You can control the size of the
symbol the same way you control the
size of text; see Chapter 6 for details
on sizing text.

The dialog box remains open so
that you can add more symbols to
your document.

e When finished, click Close.
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How do I add a special
character?

To add a special character, open
the Symbol dialog box and click
the Special Characters tab.
Locate and click the character you
want to add, and then click
Insert. Click Close to close the
dialog box.

Em Dash
- En Dash
- Nonbreaking Hyphen

- Optional Hyphen

Em Space

En Space

1/4 Em Space
MNonbreaking Space
Copyright

Registered

Trademark

Section

Paragraph

Ellipsis

Single Opening Quote
Single Closing Quote
Double Opening Quote
Double Closing Quote

P L@@ e

Shorteut key:

tri+Num -
Ctrl=Shift=_
Ctrl+-

Ctrl=Shift=5pace
Alt=Ctrl=C
Alt=Ctri=R
Alt=Ctrl=T

Alt=Ctrl=,
[
Ctrl=+","
Ctrl+""
Ctrl+,"
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Change the Font, Size, and Color

ou can change the font (also called the typeface), text size, and color to alter the appearance of

text in a document. For example, you might change the font, size, and color of your document’s
title text to emphasize it. You can also use Word's basic formatting commands — Bold, Italic,
Underline, Strikethrough, Subscript, and Superscript — to quickly add formatting to your text. By
default, when you type text in a Word document, the program uses an 11-point Calibri font, but you
can change that font to one you prefer.

Change the Font, Size, and Color

Change the Font
0 Select the text that you want to
format.

O If you drag to select, the Mini
toolbar appears faded in the
background, and you can use it
by moving the mouse () over
the Mini toolbar.

Q To use the Ribbon, click the
Home tab.

€@ Click the Font *.

Word displays the Font list.

Note: When you point the mouse ()
at a font in the list, Word temporarily
formats the selected text with a
preview of the font.

O Click the font you want to use.

© Word assigns the font to the
selected text.

e Click anywhere outside the
selection to continue working.
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Pet Rocks, C8 radis, tha Atkins Diet, Crocs, to name but a very few. You would think that technology
would not be buffeted by such changeable winds, but a quick look at even recent technological history
belles that hope: PointCast, lash mobs, Tamagatchis, Second Life, Friendster, LOLcats. 5o the to-the-
point question is this: Is cloud computing just another technological fad? I you talk to people in IT o

u Align
Paragraph Spacing  Left
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read the business press, you'd be forgiven for thinking the answer s a resounding “Yes!” After all, the
word cloud seems ta be on every speaker's lips and every writer's fingertips.

One of this book's goals is to convince you that cloud computing reselutely is not a fad. It may be
averhyped at the moment {more on that later), but it is definitely not some passing technical fancy that
You can turn a blind eye to and move on with your business life. Why am | so sure that cloud computing
won't end up In the dusthin of technological history, alongside virtual reality and (soon) Myspace?
Because at its heart cloud computing is not based on the appeal of whimsy or the pull of marketing.
Instead, it Is 2 reaction to a world that is undergoing drastic changes econamically, culturally, and
socially.
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CHAPTER

WORD

Formatting Text

Change the Text Size @ Autosave @) [0 Introducing Cloud Computing - Saving.. ~ £ puMceis 4§ ® &
o Select the text that you Want Home Insert Draw Design  Layout References  Mailings ~ Review  View  Help ! Comments
to format. 9 - fn X Rockwell Extra Bold ]v m o E H E = = 0 @) @-
¢ PasEl @ B I U-se xx p"é_ - 5;% Editing  Dictste | Editor
. > I A L Ao A M M
e Cl.le the Home tab. Undo  Clipboard 3 Font Paragraph N Styles 3 Voice | Editor
L \"‘|‘-‘E-‘-\‘-‘l"-\-“2‘-‘\-‘-J‘-‘l“‘it-‘-\‘-‘5“-\-“6‘-‘|_‘-‘-\‘-
e Click the Font Size -.-. -
Note: When you point the mouse (/) :
at a font size in the list, Word : chaptert
temporarily formats the selected text : Introducing Cloud Computing
With a preview Of the font S'ize. . ‘We are used to seeing fads come and go, particularly in the fickle realm of popular culture: hula hoops,
- Pet Rocks, CB radio, the Atkins Diet, Crocs, to name but a very few. You would think that technology

would not be buffeted by such changeable winds, but a quick look at even recent technological history
belies that hope: PointCast, flash mobs, Tamagotchis, Second Life, Friendster, LOLcats. So the to-the-
point question is this: Is cloud computing just another technological fad? If you talk to people in IT or

read the business press, you'd be forgiven for thinking the answer is a resounding "Yes!" After all, the
word cloud seems to be on every speaker's lips and every writer's fingertips.

Word d'lSpl.ayS the Font Size list. @ Adosave @D B Introducing Cloud Computing - Saved = el Pal McFediies o @ &
o Cljck a Size. Fle  Home Insert Draw Design Layout Earences Mailings  Review View Help = Comments
)~ En XA Rockwell Extra Bold ~[m o+t Z.E. == Jel 0 é_
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© Word changes the size of the U @ BT U~ o SES=IE Gl b e o
v F A LA pa- 0 R R " N
Selected teXt. Undo  Clipboard 15 Font. 0 Paragraph = Styles & Voice Editor
y e L e R e e e I E R R B S
This example applies a 24-point - N
font size to the text. - 1
- 18
Note: You also can change the font ﬁ . Chapter 1
3 J 3 . 24
size using the Increase Fo.nt S1z$ : Int?6¢ . ting Cloud Computin 90
(A") and Decrease Font Size (A ) : »
- We are used to seeing 35 1e and go, particularly in the fickle realm of popular culture: hula haops,
bthtOﬂS On the Home tab. WOI’d . Pet Rocks, CB radio, th o Diet, Crocs, to name but a very few. You would think that technology
. . - would not be buffeted changeable winds, but a quick look at even recent technological history
increases or decreases the font size ; beles that hape: Poinl__--.__5h mobs, Tamagotchis, Second Life, Friendster, LOLats. smemm.o
. . - point question is this: Is cloud computing just another technological fad? If you talk to people in IT or
with each click of the button. ” read the business press, you'd be forgiven for thinking the answer is a resounding "Yes!" After all, the

word cloud seems to be on every speaker's lips and every writer's fingertips.

e Click anywhere outside the
selection to continue working.

How do I apply formatting to my text? What is the toolbar that appears when I select text?
To apply formatting to your text, select the When you select text, the Mini toolbar appears, giving
text you want to format, click the Home tab, you quick access to common formatting commands. You
and click Bold (B) or press (&1)+(=], Italic can also right-click selected text to display the toolbar.
(I) or press (51)+(1), Underline (U) or To use any of the tools on the toolbar, click the desired
press (©.)+(), Strikethrough (==), tool; otherwise, continue working and the toolbar
Subscript (X.), or Superscript (x?). disappears.

continued P>
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Change the Font, Size, and Color (continued)

hanging the text color can go a long way toward emphasizing the text on the page. For example,

if you are creating an invitation, you might make the description of the event a different color to
stand out from the other details. Likewise, if you are creating a report for work, you might make the
title of the report a different color from the information contained in the report, or even color-code
certain data in the report. When selecting text colors, avoid choosing colors that make your text
difficult to read, such as light gray text on a white background.

Change the Color

0 Select the text that you want to
format.

Q Click the Home tab.

© To apply the currently selected
color (red, in this example), click
the Font Color button (A.), and
then skip the rest of the steps in
this subsection.

e Click the Font Color -.-.

Word displays the Font Color
menu.

Note: When you point the mouse
() at a font color in the menu, Word
temporarily formats the selected text
with a preview of the font color.

0 Click a color.
 Word assigns the color to the text.

This example applies a blue color
to the text.

e Click anywhere outside the
selection to continue working.
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Formatting Text

Using the Font Dialog Box O o o o e o e S commas

@ Select the text that you want to format. o el ek FEE N 28

pae B B I U ox X A Styles  Edifing | Dictate  Editor
v F A 2 A AN -

@ Click the Home tab on the Ribbon. moo awove n ek g e e o

e Click the dialog box launcher () in
the Font group.
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underline style, or effect that you want

The Font dialog box appears.
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s O superscript () Hidden F thinking the answer is a resounding "Yes!" After all, the
. . k [0 subsetipt ps and every writer's fingertips.
@ A preview of your choices appears here. | e
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For example, Christian Verstraete, HP's Chief Technologist for Cloud Strategy, recently identified five key
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Chapter I 0

Introducing Cloud Computing

We are used to seeing fads come and go, particularly in the fickle realm of popular culture: hula hoops,
Pet Rocks, CB radio, the Atkins Diet, Crocs, to name but a very few. You would think that technology
would not be buffeted by such changeable winds, but  quick look at even recent technological history
belies that hope: PointCast, flash mobs, Tamagotchis, Second Life, Friendster, LOLcats. So the to-the-
M point question is this: Is cloud computing just anather technological fad? If you talk to peaple in IT or

read the business press, you'd be forgiven for thinking the answer is a resounding "Yes!" After all, the
word cloud seems to be on every speaker's lips and every writer's fingertips.|

One of this book's goals is to canvince you that cloud computing resolutely is not a fad. It may be

‘you can turn a blind eye to and move on with your business life. Why am | so sure that cloud computing
won't end up in the dustbin of technological history, alongside virtual reality and (soon) Myspace?
Because at its heart cloud computing is not based on the appeal of whimsy or the pull of marketing.

Can I change the default font and size?

Yes. To change the default font and size, follow these steps: Display the Font dialog box. Click the font and
font size that you want to set as defaults. Click the Set As Default button. A new dialog box appears. Click
All documents based on the Normal template () changes to @) and then click OK. Click OK to close
the Font dialog box. The next time you create a new document, Word applies the default font and size that
you specified.

65



Align Text

You can use Word's alignment commands to change how text and objects are positioned horizontally
on the page. By default, Word left-aligns text and objects. You can also choose to center text and
objects on the page (using the Center command), align text and objects to the right side of the page
(using the Right Align command), or justify text and objects so that they line up at both the left and
right margins of the page (using the Justify command). You can change the alignment of all the text
and objects in your document or change the alignment of individual paragraphs and objects.

Align Text

o Click anywhere in the paragraph @ fvtosowe @I BB Neword Mtaphers - Sming., - P ruidwis F ® 5 -
that you want to align or select the fom R GEy BEW b T OV MR O R & comments | |
paragraphs and objects that you want z [ N ;*’;MJ[ | ELE S EE A 0§ 4
tO aljgn, Paj(e A- oA M sqils Ed-:m; Dictate  Editor

Undo Clipboard & - Font Il Paragraph 5 Styles & Voice Editor

eCh’cktheHometab. e

e Click an alignment button.

The Align Left button (=) aligns E Nv Word M h
text with the left margin, the Center ew Wore Mtapnors

b Utto n (g ) ce nte rs teXt b etwee n The metaphor is perhaps one of man's mast fruitful potentialities. Its efficacy
: 3 3 N verges on magic, and it seems a tool for creation which God forgot inside one of
the lEft and nght marg1ns the Ahgn . His creations when He made him. —José Ortega y Gassel

Right button (=) aligns text with B ,
. Human beings love making metaphors. "Life...is a tale told by an idiot, full of sound a fury,
the r]ght marg'l n, and the Just]fy N ignifying nothing" (Sh . "Nature is an infinite sphere in which the center is

— . everywhere, the circumference is nowhere” (Pascal). "If Love Were Oil, I'd Be A Quart
button (E) al.]gns teXt between the Low" (country song title). We make metaphors for many things, but when we make many
left and right margins.

R

metaphors for one thing, it's a sign that that thing is important to us. And we make
metaphors for new words almost as readily as we make new words. Perhaps that's
because, as psychologist Julian Jaynes says, language itself is a metaphorical business:

Word aligns the text. @ rsor @D B Newiar g - s - P e @ © & -
Fle Home Insert Draw Design layout References Mailings Review View Help = Comments l

This example centers the text on 5 & como - EE-E-EE A 5 g
the document page. O e By b =N A .

A~ £« A~ pav A A - -
O This text is aligned with the left T 7 —_— T e e
margin. '
© This text is centered between both : 0
. . Essay-
margins. :
: &New Word Metaphors
© This text is aligned with the right :
mar '| n . The metaphor is perhaps one of man's most fruitful potentialities. Its efficacy
g * N verges on magic, and it seems a tool for creation which God forgof inside ane of 4
0 Th . t t .. t'ﬁ d b t b th . His creations when He made him. —José Ortega y Gassel
1S text 1s justinea between DO E
. J . Human beings love making metaphors. "Life. .is a tale told by an idiot, full of sound a fury,
margins. N ignifying nothing" (: . "Nature is an infinite sphere in which the center is
: everywhere, the circumference is nowhere” (Pascal). "If Love Were Oil, I'd Be A Quart
N Low" (country song title). We make metaphors for many things, but when we make many

metaphors for one thing, it's a sign that that thing is important fo us. And we make
metaphers for new words almost as readily as we make new words. Perhaps that's
because, as psychologist Julian Jaynes says, itselfis a
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CHAPTER

Set Line Spacing

You can adjust the amount of spacing that appears between lines of text in your paragraphs. For
example, you might set 1.5 spacing to make paragraphs easier to read. By default, Word assigns
1.08 spacing for all new documents.

You can also control how much space appears before and after each paragraph in your document.
You might opt to single-space the text within a paragraph, but to add space before and after the
paragraph to set it apart from the paragraphs that precede and follow it.

Set Line Spacing

o Click anywhere in the paragraph that you 0 (ol #) B o s 5 i @ © 2 -
want to format.

Home Insert Draw Design layout References Malings Review View Help © comments | |

. gy [ﬁp":‘[uww&x;";“? ‘% . Q‘ &
Note: To format multiple paragraphs, select them. NI, - .o mmm il

5

Q Click the Home tab. : TERITREE .
€ Click the Line Spacing button (:=). : -

re Paragraph

== Add Space After Paregroph

O Click a line spacing option. - New Word Metapho = s

o WO rd a p p h eS t h e n eW S p a C1 n g . B The metaphor is perhaps one of man’s most fruitful pofentialities. its efficacy
verges on magie, and it seems a tool for creation which God forgot inside one of
His creations when He made him. —José Ortega y Gasset

Th'IS example apphes 2.0 hne spacing. : &Humanbemgs\avemakmgmetaphms "Life. .is a tale told by an idiot, full of sound a fury,

signifying nothing” (Shakespeare). "Nature is an infinite sphere in which the center is

everywhere, the circumierence is nowhere” (Pascal). "If Love Were Oil, I'd Be A Quart 0
Low" (country song title). We make metaphars for many things, but when we make many
metaphors for one thing, it's a sign that that thing is important o us. And we make

metaphors for new words almost as readily as we make new words. Perhaps that's

because, as psychologist Julian Jaynes says, language itself is a metaphorical business

e To control the spacing that surrounds a @ & 3 5
paragraph, C[]Ck the d'ialog bOX launcher Fle Home Insert Draw Design Layout References Maiings Revievi wa Help © comments | |
(F%) in the Paragraph group. o b T - AR A
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- B B T Uw~vab x, x A Styles | Editing  Dictste  Editor
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. R
The Paragraph dialog box opens. S ——— ”‘0 e

Paragraph 7 X

=

Indents and Spacing  Line and Page Breaks

Use the Before |51 to specify how much :
space should appear before the paragraph. e e
. : New Word M s
Use the After 5| to specify how much : P =
space should appear after the paragraph. : e

verges on magic, § rof

: | spaang Set

@ Click OK to apply the spacing settings. 7 ey [
- . [ Don't add spage between pa: the same style 3

signifying nothing" (Shake: ris

everywhere, the circumfere

Low" (country song title).

metaphors for one thing,

metaphors for new words

- because, as psychologist J
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Indent Text

You can use indents as a way to control the horizontal positioning of text in a document. Indents
are margins that affect individual lines or entire paragraphs. You might use an indent to
distinguish a particular paragraph on a page — for example, a long quote.

You can indent paragraphs in your document from the left and right margins. You also can indent
only the first line of a paragraph or all lines except the first line of the paragraph. You can set
indents using buttons on the Ribbon, the Paragraph dialog box, and the ruler.

dent

t

Set Quick Indents

0 Click anywhere in the paragraph
you want to indent.

e Click Home.
e Click an indent button.

@ You can click the Decrease
Indent button (==) to decrease
the indentation.

© You can click the Increase
Indent button (==) to increase
the indentation.

© Word applies the indent
change.
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New Words Reflect Our Culture
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accurate impression of the chief preoccupations of sucrety at that time and the
points at which the boundaries of human endeavor are being advanced. —John
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Language wears many hats, but its most important job is to help us name or
- describe what's in the world. As the American writer and editor Howard
. Rheingold says, "finding a name for something is a way of conjuring its
- existence, of making it possible for people to see a pattern where they didn't see
anything before.” So, we have nouns for things, verbs for actions, and adjectives
and adverbs for describing those things and actions. But the world changes.
Constantly. New things are created; old things are modified; light bulbs are
appearing over peoples' heads all the time, signaling new ideas and theories;
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New Words Reflect Our Culture

¢ Words are a mirror of their times. By looking at the areas in which the

. & vocabulary of a language is expanding fastest in a given period, we can

- form a fairly accurate impression of the chief preoccupations of society at
that time and the points at which the boundaries of human endeavor are

N heing advanced. —John Ayto
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and adverbs for describing those things and actions. But the world changes.
Constantly. New things are created; old things are modified; light bulbs are
appearing over peoples’ heads all the time, signaling new ideas and theories;
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Set Precise Indents

@ Click anywhere in the paragraph you want to
indent or select the text you want to indent.

Q Click Home.

e Click the dialog box launcher (Iy) in the
Paragraph group.

The Paragraph dialog box appears.

e Type a specific indentation in the Left or Right
indent box.

© You can also click a spin arrow (%) to set an
indent measurement.

 To set a specific kind of indent, you can click the
Special -~ and then click an indent.

(@ The Preview area shows a sample of the indent.

Q Click OK.

Word applies the indent to the text.
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New Words Reflect Our Culture

Words are a mirror of their times. By looking at the areas in which the vocabulai
of a language is expanding fastest in a given period, we can form a fairly |
accurate imp of the chief p of soclety at that time and the
points at which the boundaries of human endeavor afe being advanced. —John
Ayto

Language wears many hats, but its most important job is to help us name or
describe what's in the world. As the American writer and editor Howard
Rheingold says, "finding a name for something is a way of conjuring its
existence, of making it possible for people to see a pattern where they didn't see
anything before." So, we have nouns for things, verbs for actions, and adjectives
and adverbs for describing those things and actions. But the world changes.
Constantly. New things are created; old things are modified; light bulbs are
appearing over peoples’ heads all the time, signaling new ideas and theories;

people do things differently; they look at existing things from new perspectives.
Today's world is different in a thousand ways from yesterday's world

So, if language describes the world, and if the world changes, then language
must alse change as a way of keeping up with the world. We're compelled to
create new words to name and describe our new inventions and ideas and
institutions; we're driven to create new meanings for existing words to
accommodate our newly modified things and actions.

&

Editor

Editor

L4

[=!

0

a & 3

File ~ Home Insert Draw Design Layout References Mailings Review View Help

D - fn o Aial 2 . = = A/ Je) O
N O . e
- paste 1B B Uvas x ¥ A = Styles | Editing  Dictate
v A L A pay AN O T N N
Unde  Ciipboard 15 Font 5 Paragraph ] vaice
= 1 ' 240 3 ‘e T R - —
= Paregraph 7
New Words Reflect Qur Culture JAdests snd Spacng | Line and Page Breaks
Words are a mirror of their times. By focking at th 5=
of a language is expanding fastest in a given peri  Aligrment: | Left ~
accurate impression of the chief preoccupalions {  Qutlinelevel: |BadyTedt | [ Collapsed by default
points at which the boundaries of human endeavi
Ayto Indentation
Language wears many hats, but its most importa] Lt fos & Speciak B
describe what's in the world. As the American wri  Eight s B inonel - =
Rheingold says, "finding a name for something IS () irror inae
existence, of making it possible for people to see
anything before." So, we have nouns for things, v Seadng
and adverbs for describing those things and actic  gsfore: line spacing: ht:

Constantly. New things are created, old things an
appearing over peoples' heads all the time, signa

ater ept 1 Exactly

() Don't add space between paragraphs of the same style
people do things differently; they look at existing |
Today's world is different in a ways fron

&

Editor
Editar

x |

~] [1ept ]

So, if language describes the world, and if t
must also change as a way of keeping up
create new words to name and describe our

institutions; we're driven to create new meanings
accommodate our newly medified things and acti

Tabs.. cancel

How do I set indents using the Word ruler?

The ruler contains markers for changing the left indent, right indent, first-line indent, and hanging indent.
Click the View tab and select Ruler ([] changes to [v]) to display the ruler. On the left side of the ruler,
drag the Left Indent button () to indent all lines from the left margin, drag the Hanging Indent button
(<) to create a hanging indent, or drag the First Line Indent button (=) to indent the first line only. On
the right side of the ruler, drag the Right Indent button (<) to indent all lines from the right margin.
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Set Tabs

ou can use tabs to create vertically aligned columns of text in your Word document. To insert a
tab, press on your keyboard; the insertion point moves to the next tab stop on the page.

By default, Word creates tab stops every 0.5 inch across the page and left-aligns the text on each
tab stop. You can set your own tab stops using the ruler or the Tabs dialog box. You can also use the
Tabs dialog box to change the tab alignment and specify an exact measurement between tab stops.

Set Quick Tabs

Click here until the type of tab
marker that you want to set
appears.

Note: If you do not see the ruler,
click View and then click Ruler

(] changes to [v]).
L. sets a left-aligned tab.
L sets a center-aligned tab.
=l sets a right-aligned tab.
A= sets a decimal tab.

B sets a bar tab (displays a
vertical bar at the tab location).

Q Select the lines to which you
want to add the tab.

e Click the ruler at the tab location
you want.

@ On each selected line, Word adds
a tab at the location you clicked.

0 Click at the end of the text after
which you want to add a tabh.

e Press (712).

@ Type the text that should appear
in the next column.
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Formatting Text

Set Precise Tabs

. . 9~ [ X Calibri (Body) ~ 14~ Jol O
Select the lines to which you want to o |Ba s raeentin B AR &
v & R- £ A-ne- KK o
add the tab. Undo Clipboard 15 Font " AN ph E@ Voice Editor
. L 1 ' -H---l---l-‘\H‘Z“.-l---z---\“‘d“ AN BN t_,\
Q Click Home. ; F— -
- T IndentsandSpacng Line and Page Bresks
€@ Click the dialog box launcher () in : Emergency Cof e ——
the Paragraph group. . Outline level [BodyTet | [ Collapsed by default
The Paragraph dialog box appears. . e o
. Right: o inone] < i
O Click Tabs on the Indents and Spacing : o
ta b . ” p!qlu:: opt & Line spacing: At
After: [eot F5 Multiple ~| [1os

&Home Insert Draw Design Layout References Mailings Review View Help

2 Comments

() Don't add space between paragraphs of the same style

Preview

The Tabs dialog box appears. O pmp G B R b Gl b S W 2 Comments
e Click in this box and type a new tab Z p& I e 56{ E:ig D@ f
stop measurement. e | 6l L R T E RN deed | e | e
e Select a tab alignment () changes to
0). ’
p ? X

© You can also select a tab leader
character (() changes to ©).

@ Click Set. :
Word saves the new tab stop.
© click oK. i

@ Word closes the dialog box and applies
the new tab stops. .

Default tab stops:
05° E

“ | Tab stops to be cieared:

Veterinarian ........ccocceuieienenne

O Leit (O Center O Right
(O Decimal O ar

Leader
O 1None Q2. o —
[oF]

Set Clgar Clear All

vi""

Can I remove tab stops that I no longer need?
Yes. To remove a tab stop from the ruler, drag the
tab stop off the ruler. To remove a tab stop in the
Tabs dialog box, select it and then click Clear. To
clear every tab stop that you saved in the Tabs
dialog box, click Clear AlL.

What are leader tabs?

You can use leader tabs to separate tab columns
with dots, dashes, or lines. Leader tabs help readers
follow the information across tab columns. You can
set leader tabs using the Tabs dialog box, as shown
in this section.
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Set Margins

Word assigns a default 1-inch margin all the way around the page in every new document, but
you can change these margin settings. For example, you can set wider margins to provide more
room around the text or set smaller margins to fit more text on a page. You can apply your changes
to the current document only or make them the new default setting for all new documents. Word
applies the new margins to the entire document, but you can opt to apply the new margins only from
the insertion point to the end of the document.

Set Margins

Set Margins USing LayOUt TOO'.S @ Avtosave @D [ A Mossic of New Words - Compatibiliy Mode - Saved = L M i P &

File Home Insert  Drd 2 Layout References Mailings Review View Help = Commeny

0 If you do not want to apply the new Tl by 5 P - s T
. o . ™ Breaks > ndent pacing =] -~ E
margins to the entire document, click U,,E;m ﬂD PR T— oy D e G B
. - N - - & Hyphenation ~ =% Right: 0 D iZAften T2pt O } Selection Pane

at the point where you want to the new o ’ -

margin setting to begin (not shown).
Q Click Layout.
e Click Margins.

The Margins Gallery appears. &
0 Click a margin setting. :

Normal
Top: 1 Bottom: 1" i PR ERSARNY RSN RN S .
Left 1 Right: 1

Chapter 1
Narrow

Tpoos swenos | A Mosaic of New Words

Left. 05 Right 05"
1 is known by the language it keeps, and its words chronicle

E %‘:"ﬂﬁ F— rery aspect of the life of a peaple is reflected in the words they
Left 075 Right: 075" | |hout themseives and the world around them. As their world
hrough tion, discovery, , evolution, or personal
[Dj Wide n — so does their language. Like the growth rings of a tree,

Top 1" Bottom: 1" ¢
i Right: 2" iy bears witness to our past —John Algeo

Mirrored 2 relevant, more interesting, more fun than new words? Well,
Top: 1 Bottom: 1" However, for many people a newly minted word is one of life's
L L ek rething that can be counted among what James Boswell
Office 2003 Default «cellencies.” But then the.z!e are t.hose ofus whp have been
Topr 1" Bottom: 1" 1dy that | call neclogophilia, the intense attraction — oh, why
Left: 125 Right: 125" ve of new words. This ailment's happy sufferers exhibit an
=) of symptoms: an unframmeled glee at coming across a new
Custom Margins... ewspaper; an unguenchable curiosity about life, because, as
youi see, new words lead us into new worlds, an unending wonder at the
amazing plasticity of the language and at the relentless creativity of those who
use it; and an unceasing urge to coin new words (and, of course, an unabashed
desire to weave these new coinages into cocktail party conversations).

<

| came down with this affliction many years ago, and I've been clam-happy ever

o Word apphes the new Settmg. autosave QD) [ AMosaic of New Words - Compatibilty Mode - Saving... ~ P Mt i @ &
file  Home Insert Draw Design Layout References Maiings Review View Help = Commen|
™~ = Breaks v Indent Spacing | o,
OB [ F A  w  osmw @t
Margins Orientation  Size Columps ©- HNeNUmbers~ 2= Left - isBefore Opt . 0
- - - b Hyphenation ~ ZE Right: 0" o iShften 12pt z R Selection Pane
Page Setup N Paragraph 1) Arrange
P e ; , = T ; p P T B o
Chapter 1
A Mosaic of New Words
- ,h ity is known by the it keeps, and

its words chronicle the times. Every aspect of the life
of a people is reflected in the words they use to talk
about themselves and the world around them. As their
world changes — through invention, discovery,

), or personal — 5o
does their language. Like the growth rings of a tree,

our vocabulary bears witness to our past. —John
Algeo

What could be more relevant, more interesting, more fun
than new words? Well, yes, lots of things. However, for
many people a newly minted word is one of life’s little
pleasures, something that can be counted among what
N James Boswell called, "the small excellencies." But then
there are those of us who have been stricken with a malady
that | call neologophilia, the intense attraction — oh, why not
say it? — the love of new words. This ailment's happy
sufferers exhibit an unvarying collection of symptoms: an
untrammeled glee at coming across a new word in a book or
an unananchahla cirinsity ahoit lifa hacanes
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Set a CUStom Margin [ ] Auluim B2 AMosaic of NewWords - Saved ~ e Paul McFedries 3 ® 5
o ch’ck Layout- Fle  Home Insert Drd 1 Layout References Mailings Review View Help = Commen

2 @ [é [D E = Breaks Indent Spacing |W| ~ B
: : Mergins|Orentation Sze Columns +- LneMombers~ ZELeft 05 1 IZgefore 0pt =
e C'.]Ck Marg'lns. - - v v Hyphenation~ | I Right ©° D iZafer gt 57 Selection Pane

Last Custom Setting ] Ll Paragraph 5 Amange
. . Top 1" Botton: 1" FE T e e R A AR A IR S A
The Margins Gallery appears. A v
Chapter 1
Normal .
: : ;| Top:  1° Bottomn: 1"
@ Click Custom Margins. [0 = smer | |AMosaic of New Words
7 MNarrow known by the language it keeps, and its words chronicle the
Top 05 Bottom: 0.5" oect of the life of & people is reflected in the words they use to
] Lt 05 Right: 0.5 >eNes and the world around them. As their world changes —
B o, Il , or personal tr —_
N 7”,‘:‘:"‘:‘ — guage. kae the gmwrh rings of a tree, our vocabulary bears
. D Left 075" Right 075 | |ast —John Algeo
. Wide levant, more interesting, more fun than new words? Well, yes,
@ Top: 10 Bottom: 1" , for many people a newly minted word is one of life's litile
- bt 2 Fight: 2 hat can be counted among what James Boswell called, "the
i i It then there are those of us who have been stricken with a
N ?‘;:mni Bottom: 1" »gophilia, the intense attraction — oh, why not say it? — the love
Inside: 1.25" Outside: 1" nent's happy sufferers exhibit an unvarying collection of
R [=Ineled glee at coming across a new word in a book or newspaper;
& Custom Margins... sily about life, because, as you'll see, new words lead us into

new worias; an unenaing wonder at the amazing plasticity of the language and at the
relentless creativity of those who use it; and an unceasing urge 1o coin new words (and,
- of course, an unabashed desire to weave these new coinages into cocktail party
M conversations)

| came down with this affliction many years ago, and I've been clam-happy ever since. |

The Page Setup dialog box appears, a = ™ P
displaying the Margins tab. Enim G G D Dol Reew o G W Eg & Commen

[ — =1

o . 0 B D H 5 : o

O Type a specific margin in the Top, Bottom, Mo et ) o 1 ? ? ? 9 3

. ¥ b Hypl Marging  pap ayout £ Selection Pane
Left, and Right boxes. h | vargns

arrange

TR = [ ﬁ sotem: - I - (SR
Left: 1 = Right: 1 &
© You can also click a spin arrow (/%) to set i Gaer o2 cmepemen v -
a margin measurement. | = 0
- A community D
3 s fimes. Every § guman Landgeape
e Choose a page orientation. - taik about the. =
through inven —
. . . K sq doas their| Multiple pages: Normal hd
© Preview the margin settings here. winess to ou

What could be more|

e Click the Apply to -.- and specify whether 7 o

o

the margin should apply to the whole : iy et e o
document or from this point forward. S T @
b an unquenchable cu
€ click ok. , 7
of course, an unabashed desire to weave these new culnages into cocktail party
. N N M conversalmns)
Word adJUStS the marg1ns |l the document' | came down with this affliction many years ago, and I've been clam-happy ever since. |
How do I set new default margins? Why is my printer ignoring my margin settings?

Make the desired changes to the Margins tab of In most cases, printers have a minimum margin

the Page Setup dialog box and click Set As setting of 0.25 inch. If you set your margins smaller
Default before clicking OK. Click Yes in the dialog | than your printer's minimum margin setting, you
box that appears, asking if you want to change place text in an unprintable area. Check your printer
the default settings for every new document. documentation for more information.
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Create Lists

ou can draw attention to lists of information by using bullets or numbers. Bulleted and numbered

lists can help you present your information in an organized way. A bulleted list adds dots or other
similar symbols in front of the list items, whereas a numbered list adds sequential numbers or letters
in front of the list items. Use bullets when the items in your list do not follow any particular order
and use numbers when the items in your list are sequential. You can create a list as you type it or
after you have typed the items.

Create Lists

Create a List as You Type @ Autosove @00 B Documertt - ord S 3] ot @
o Type 1- to Create a numbered I-iSt File Home Insert Draw Design Layout References  Mailings  Review View Help
or * to create a bulleted list. 9| [y X (o <16 - EEIA oL Q| £
O pate 11 BT U~ ox XA N Styles  Editing  Dictate | Editor
© Press BT or @0 S M LA A x -
Undo Clipboard M Font £ M Styles Voice Editor
@ Word automatically formats the ) SR R AR A A A R et SN x
entry as a list item and displays :
the AutoCorrect Options button :
(%) so that you can undo or ; Top 5 U.S. Place Names
stop automatic numbering. :
. & 1. Toad Suck, Arkansas|0
e Type a list item. -
o Press (=] to prepare to type @ Avosee BL Top 5 US Piace Names - Swed - £ paicreties 5B
anOther liSt item‘ File Home Insert Draw Design Layout References  Mailings  Review View Help
© Word automatically adds a A T e TR T A A 4
- aste = .o x N es  Editing  Dictate | Editor
bullet or number for the next P e R 2 A mee A A Syles £
item. In this example, (2. e . R R ek rer
. H
was pressed after item 5 and
Word automatically created .
item 6. f
. Top 5 U.S. Place Names
e Repeat steps 3 and 4 for each :
list item. - 1. Toad Suck, Arkansas
o 2. Panic, Pennsylvania
To stop entering items in the : 3. Dismal, Tennessee
list, press twice. : 4. Boring, Maryland
P m : 5. Two Egg, Florida
) 6. |
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Create da LlSt from EXIISt.Ing @ nutosave I [ Products Id Like to See - Saved - el Paul McFedries 3 ® & -
TeXt Home Insert Draw Design Layout References Mailings Review View Help =2 Comments I
0 Select the text to which you 7 E"D;; e == A 00 V3
A &) " u -~ X, X es | Editin ictate itor
want to assign bullets or e A2 A - e T e
b Undo Clipboard 13 Font fa Styles N Voice Editor
numbers. Ny B T ——— ————— e ——— —
e Click Home. : L
) , Products I'd Like to See
€ Click the Numbering -
button (;:) or the : Water-resistant sponge
= F— B Inflatable dartboard
Bullets button (::)- : Flame—retardant firewood
. N Sandpaper bathroom tissue
This example uses bullets. - Water-soluble dishcloth
e Word applies numbers or bu'-l-EtS ] AutoSavem 1) Products I'd Like to See - Saved ~ yel Paul McFedries 3 ¢ & -
to the SeleCt]on' File Home insert  Draw Design  Layout References Mailings Review View Help 1 Comments I
. . Y- X | Calibri (Body) [BIECTRI R S v ime = = o e
0 Click afnywhere Ol:ltSlde the. O EE B 81 u-mx b [E===i- ﬁi s o f
selection to continue working. 9 A L A-h AN Q-4 -
Unde | Clipboard 1S Font [ Paragraph M Styles Voice Editor
L T T N I R R I R PR
: Products I'd Like to See
: * Water-resistant sponge
] & ¢ Inflatable dartboard
; ® Flame-retardant firewood
. * Sandpaper bathroom tissue
z e | * Water-soluble dishcloth
Can I create a bulleted or numbered list with more than List Library
one level, like the type of list you use when creating an
outline? R b
. . . 1—_ . a
Yes. Click the Multilevel List button (%=). Click a format None ,}}
. I
(A) from the menu that appears and then type your list.
You can press (51 ) to enter a new list item at the same
list level. Each time you press (1), Word indents a level in S| | Aticle L Head
the list. Each time you press (E171)+ (1), Word outdents a g Section 1.011 | 1.1 Hesding 2-
level in the list. . (8) Heading % | [ 1.1.1 Heading

75



Copy Formatting

uppose you have applied a variety of formatting options to a paragraph to create a certain look —
for example, you changed the font, the size, the color, and the alignment. If you want to re-create
the same look elsewhere in the document, you do not have to repeat the same steps as when you
applied the original formatting, again changing the font, size, color, and alignment. Instead, you can
use the Format Painter feature to “paint” the formatting to the other text in one swift action.

Copy Formatting

0 Select the text containing the
formatting that you want to

copy.
Q Click Home.

€ Click the Format Painter
button (<¥).

@ The mouse (|;+) changes to A[
when you move the mouse over
your document.

0 Click and drag over the text
to which you want to apply
the same formatting.

© Word copies the formatting
from the original text to the
new text.

To copy the same formatting
multiple times, you can
double-click the Format
Painter button (<¥).

You can press (254 to cancel
the Format Painter feature at
any time.
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Clear Formatting

CHAPTER

Sometimes, you may find that you have applied too much formatting to your text, making it
difficult to read. Or perhaps you applied the wrong formatting to your text. In that case, instead
of undoing all your formatting changes manually, you can use the Clear Formatting command to
remove any formatting you have applied to the document text. When you apply the Clear Formatting
command, Word removes all formatting applied to the text and restores the default settings.

Clear Formatting

0 Select the text from which you
want to remove formatting.

Note: If you do not select text,
Word removes text formatting from
the entire document.

Q Click Home.

Click the Clear All Formatting
button (£).

@ Word removes all formatting from
the selected text.

@ Auosave G

Home Insert Draw Design layout References Mailings Review View Help

D v fn K Avenir Next LT Pro Demi v v
U y B I U~ Lo

& A~ £ AR AN

(&)
Paste
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ﬂ Morning Session

8:00 - 8:30
8:30 - 9:00
: 9:00 - 9:45
~ 9:45-10:15
10:15-11:00
11:00 - 12:00

12:00 - 1:30

: 3:00 - 3:30
- 3:30-4:30

1:30-3:00

Opening Remarks
President’s Welcome
Keynote Address
Coffee Break
Industry Trends
Advisory Panel

Lunch
Breakout Sessions

Coffee Break
A Look at the Future of the Industry
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Format with Styles

You can make formatting faster and easier by using styles. A style is a set of text-formatting
characteristics that you can apply all at once. These characteristics can include the text font, size,
color, alignment, spacing, and more. Instead of assigning multiple formatting settings repeatedly, you
can create a style with the required formatting settings and apply it whenever you need it.

In addition to creating your own styles for use in your documents, you can apply any of the preset
styles that Word supplies. These include styles for headings, normal text, quotes, and more.

Format with Styles ‘

Create d NEW QUiCk Style @ Auvtosave @D [ Agendaforindustry Conference - Upload Pending + el Paul McFedries 3 ® & - a8 x
9

o Format the text as des.ired and Home lnsert Draw Design Layout References Malings Review View Help & Comments ®

2 4 | |AvenirNext LT Pro Demi NIEL IR

S Find ~

then select the text. L0

P B B LU XA = Normal  Nospacng  Heading 1- <
- A P2 A AN o-la :
o Cljck Home. L Undo c\.pxmm‘ r_ B ant‘ J Ir, : Fnl‘ngmph : I, Normal NoSpacing  Heading 1 Tltle
=
CI.]Ck the More bUtton (:) .in _ Agenda for |ndu5t|—y Coni subtitle  Subtle Empha:  Emphasis  Intense Emphc
the Styles group. . _ Stong  Quote  nmtensaQuots SUBTLEREFERE
@ Click Create a Style. : BI0-0:00  PresdentsWeleame VIO Beske Lot arara
. 9:00 - 9:45 Keynote Address
N 9:45-10:15 Coffee Break Ay Createatyle

10:15-11:00  Industry Trends
11:00-12:00  Advisory Panel

Ao Clear Formatting
A, Apply Styles...
12:00 - 1:30 Lunch

Afternoon Session
1:30 - 3:00 Breakout Sessions
. 3:00-3:30 Coffee Break
- 3:30-4:30 A Look at the Future of the Industry

The Create Ne,w Style from Create New Style from Formatting ? X
Formatting dialog box appears.
(5 X for the styl = 5
ype a name for the style. Agenda Heading] ]
@ Click OK. Paragraph style preview:
Word adds the style to the list
of Quick Styles. Styl e 1
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Apply a Style @ e @D B _
o Select the tEXt that you Want Home Insert Draw Design layout References Maiings Review View Help
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R A

to format. o U

Paste
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Agenda for Industry Conference - Saving... gl Paul McFedries 3 CoogE = a X
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== SO Find ~
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e Click Home. - = S —= &Agel}ndc Normal | NoSpacing  Heading 1

e Click a style from the Styles :
list.

@ You can click the More button :
() to see the full gallery of -
available styles. -

Agenda for |ndu5try Cor Title Subtitle  Subtle Empha:  Emphasis

Intense Emphc Strong Quote Intense Quote

Morning Session

ggg: ggg I?t]?:s]:(l;:!i ]:,:n";:]i:me SUBTLE REFERE INTENSEREFE]  BookTitle  List Paragrapl
9:00 - 9:45 Keynote Address

9:45-10:15 Coffee Break A, Cresteatyle

10:15-11:00 Industry Trends P Clear Formatting

11:00-12:00  Advisory Panel

A, Apply Styles...

12:00-1:30 Lunch

u 1:30-3:00 Breakout Sessions

. 3:00-3:30 Coffee Break
b 3:30-4:30 A Look at the Future of the Industry

o WOI’d apphes the Styl.e. @ AvtoSave @D [ AgendaforIndustry Conference - Saving... - L puMceis o ¥ & - a8 x
Fle Home Insert Draw Design Llayout References Maiings Review View Help = Comments ®
9~ r—‘n X | |AvenirNetLTProDemi  ~ 20 ~ Lfind ~

L0 . A dz 1 g [~ | e
&) paste @™ U ab x X A gen z Normal No Spacing <. Replace
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Undo Clipboard & Font Il Paragraph ] Styles ] Editing
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»

Agenda for Industry Conference

Morning Session

8:00 - 8:30 Opening Remarks
8:30 - 9:00 President’s Welcome
9:00 - 9:45 Keynote Address
9:45 - 10:15 Coffee Break
10:15-11:00  Industry Trends
11:00 - 12:00 Advisory Panel

12:00 - 1:30 Lunch

-Afternoon Session

1:30 - 3:00 Breakout Sessions
3:00 - 3:30 Coffee Break
3:30 - 4:30 A Look at the Future of the Industry

How do I remove a style that I no longer
need?

Click Home, click More (%) in the Styles group
to display the Styles gallery, right-click the style
that you want to remove, and then click Remove
from Style Gallery. Word immediately removes
the style from the Styles list.

How do I customize an existing style?

Click Home, click More (57) in the Styles group to
display the Styles gallery, right-click the style, and
then click Modify to display the Modify Style dialog
box. Click the type of change that you want to make.
For example, to switch fonts, click the Fonts option
and then select another font.
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Using a Template

template is a special file that stores styles and other Word formatting options. When you create a Word
document using a template, the styles and options in that template become available for you to use
with that document. Word comes with several templates preinstalled, and you can also create your own.

Pre-existing templates come typically with boilerplate text you can use as a model for your
document. Select the boilerplate text and replace it with your own text. Use the template’s styles in
the Styles gallery to format headings and other text.

Using a Template

. .
o From any dOCument, Chck Flle- @ AuvtoSave @ o) [E] Document3 - Ward £ search ak+Q) 0 Paul McFedries B ¢ &
file Home Insert Oraw Design Layout References Mailings Review View Help 2 Commen
L l\fvtl Calibri (Body) n
e [0 B I U~ x X A Shles  Ediing
v F A £ A pae AR v M
Undo | Clipboard & Font E Paragraph 5 Syles
“““ = R TRENERES EXEARREE EEE p.
. I
Backstage view appears. Decuments - Word g ¥ O ® ¢
New

Q Click New.

@ You can type a description here of the @
type of template you need to search
online for an appropriate template.

Search for online templates 0 el |
Suggested searches:  Business  Cards  Flyers Letters Education  Resumes and Cover Letters Hn\mﬂ

Aa

© You can click one of these categories

to see online templates related to Take a tour
that category.
- _)
Welcome ta Word Single spaced (blank) Blue grey resume.

e Click a template.

Insert your first

- Table of Q
contents
.
. ‘=
Snapshot calendar Insert your first table of co... Modern chronological resu... 57
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Word displays a window Llike this
one that describes and shows

a preview of the template you
selected.

0 Click Create.

Modern chronological resume

Provided by:  Microsoft Corporation

FIRST NAME LAST NAME

This modern chronological resume o CV emphasizes
your experience by showing your mast recent jobs
irst. Use this chronological resume template to
create a resume and use the matching cover letter for
a professional job search package. Follow a
professional chronalogical resume format using this
accessible modern resume template,

Download size: 66 KB

company
EDUCATION
N R
o
nem

 rean
i peenet Tme, scHOOL
rE T e———

SKILLS

ACTIVITIES

A document containing
the template’s styles
appears.

© You can replace
boilerplate text with your
own text.

(© You can use styles in the
Styles Gallery to continue
formatting the document.

Note: See the previous
section, “Format with Styles,”
for details on using and
creating styles.

L

@ AuvtoSave Bl Documents - Word £ search (alt+Q) 0 puimcredies o B £
File  Home Insert Draw Design Layout References Mailngs Review \View Help Table Design Layout =2 Comment
] fﬁ X Georgia (Headings) ~3 ] = = 5=
o pae (D B T U~ x x A = & Narmal I I I ]_ Contact Info
v F A L Acp- AN O~ - 4l
Undo Clipboard 13 Font. El Paragraph l Styles

@ FIRST NAME LAST NAME

To replace this text with your own, just click it and start typing. Briefly state your career objective, or
summarize what makes you stand out. Use language from the job description as keywords.

EXPERIENCE

DATES FROM - TO

JOB TITLE, COMPANY

Describe your responsibilities and achievements in terms of impact and results. Use examples,
but keep it short.

DATES FROM - TO

JOB TITLE, COMPANY

Describe your responsibilities and achievements in terms of impact and results. Use examples,
but keep it short.

EDUCATION

MONTH YEAR
DEGREE TITLE, SCHOOL

How can I create my own templates?

The easiest way to create a template is to base it on an existing Word document that uses styles. Open the
document on which you want to base your template, click the File tab, and click Save As. Select a location
and click a folder, or click Browse. The Save As dialog box opens; locate and select the folder in which you
want to save the template, type a name for it in the File Name box, click the Save as type -.-, and choose
Word Template. Click Save and Word saves the template in the folder you chose.
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Insert an Online Video

You can insert a video available on the Internet into a Word document. After you have inserted the
video, you can play it directly from the Word document.

You can insert videos you find using an Internet search site (such as Google or Bing) or videos available
on YouTube, or you can insert a video embed code — an HTML code that uses the src attribute to
define the video file you want to embed. Most videos posted on the Internet are public domain, but,
if you are unsure, do some research to determine whether you can use the video freely.

\ Insert an Online Video

0 Use your web browser to locate
the video you want to insert.

[ & First Inaugural Address of Presic

x B

"W, ¢t/ v youtube.com/watchPv=uvV G Yo gl =
5 © Emoji Win+Period

0 Sel.ect the addI’ESS. = » YouTube george washington inaugural addres JERUERVEEERE I WinsH

9 Undo CtrlsZ

6 Right-click the address and then 3
click Copy.

¥ Cut
0 copy

W Delete

— !
> Bl ) oosvEse SONEmTeSl) o 5] O3

In the WO I'd document, CHCk Where @ AutoSave 2 George Washingtan Inaugural Address 1789 - Saved = P PulMcedis S ¥ & - a X

you want the video to appear. &_ S B G T T S S B r o
B E By shapes~ TR Smartat & ER ij 3 Header - -] q
a Clek Insert‘ Pages  Toble | Pictures B 160N ol Chart Add- Onlg mment | 1) Foster~ ot 0 B symbor

" v - lodeis o Seres ins > "

enshot = Videos |~ Boxv AZ. ]

Tables lilustr Media Text ~

Click Online Videos. DO o o
a - George Washington’s Inaugural Address of 1789

- April 30, 1789

: Fellow Citizens of the Senate and the House of Representatives.

Among the vicissitudes incident to life, no event could have filled me with greater anvieties than that of
. which the notification was transmitted by your order and received on the fourteenth day of the present
“ month. On the one hand, 1 was summoned by my Country, whose volce | can never hear but with|
weneration and love, from a retreat which | had chosen with the fondest predilection, and, in my
flattering hopes, with an immutable decision, as the asylum of my declining years: a retreat which was
rendered every day more necessary as well as more dear to me, by the addition of habit to inclination,
. and of frequent Interruptions in my health to the gradual waste committad on It by time. On the other
n han, the magnitude and difficulty of the trust to which the voice of my Country called me, being
sufficient to swaken in the wisest and most experienced of her citizens, a distrustful scrutiny into his
qualifications, could not but overwhelm with despondence, ane, who, inheriting inferior endowments
from nature and unpractised in the duties of civil administration, ought to be peculiarly canscious of his
own deficiencies. In this conflict of emotions, all | dare aver, Is, that it has been my faithful study to
collect my duty from a just appreciation of every circumstance, by which it might be affected. All | dare
hope, is, that, if in executing this task | have been too much swayed by a grateful remembrance of
former instances, or by an affectionate sensibility to this transcendent proaf, of the canfidence of my
fellow-citizens; and have thence toa little consulted my incapacity as well as disinclination for the.

82



CHAPTER

WORD
Adding Extra Touches 7
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O The copied address appears in ] por 30,1783

: Fellow Citizen: Senate and the House of Representatives.
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N rer to inclination,
m T Paste Cancel || on the other
- ha € Unde  ude and difficulty of the trust to which the voice of my Country called me, being
sul ten in the wisest and most experienced of her citizens, a distrustful scrutiny into his
M could not but 1 with one, who, inheriting inferior endowments.

from nature and unpractised in the duties of civil administration, ought to be peculiarly conscious of his

own deficiencies. In this conflict of emotiens, all I dare aver, is, that it has been my faithful study to
- collect my duty from a just appreciation of every circumstance, by which it might be affected. All | dare
hope, is, that, if in executing this task | have been too much swayed by a grateful remembrance of
former instances, or by an affectionate sensibility to this proof, of the of my
fellow-citizens; and have thence too little consulted my incapacity as well as disinclination for the
weighty and untried cares before me; my error will be palliated by the motives which misled me, and its
i consequences be judged by my Country, with some share of the partiality in which they originated.

Such being the impressions under which | have, in cbedience to the public summons, repaired to the
present station; it would be peculiarly improper to omit in this first official Act, my fervent supplications

to that Almighty Being who rules over the Universe, who presides in the Councils of Nations, and whose
idantiol aid, “ " dotact thot b L thalitac

© The video appears in your e

Home Insert Draw Design Layout References Mailings Review View Help Picture Format omments
document, selected and Ea g B B g B gl B D B e
Corrections B3 Artistic Effects 5 ~ Quick @ Ax A Wrap Text ¥ W Selection Pane 2 Cop =5
surrounded by handles . T ety (10 e m. Tt B ion S
P Y = = = 9"
Adjust Picture Styles  fu Accessibility Amange Size
=

o The Layout Options button () - : George Washington’s Inaugural Addrress of 1789
controls text flow around the video;

- April 30, 1789
. i .
see the section “Insert an Online Fallow Citizens of the Senate and the House of Representatives.

: ”no: N ‘Among the vicissitudes incident to life, no event could have filled me with greater anxieties than that of
Picture” in Chapter 3 for more : e h osfestion s sarsited oot et nd <cohe o e oucer o f o ree
. . ~ onth. On the one hand, | was summoned by my Country, whose voice | can neyer hear but
information. =

o

@ The Picture Format contextual tab
appears on the Ribbon; you can use
the tools on this tab to format the
video.

(LearnOutLoud?)

Fyeneration and love,

How do I play an inserted video?

From Print Layout view or Read Mode view, click the video Play button ([>). The video appears in its own
window; the document appears behind a shaded, translucent background; and the Play button appears red.
Click anywhere on the video — not just on the Play button — to start the video; as you slide the mouse
over the video, the Play button changes to red. To stop the video and return to the document, click
anywhere outside the video on the shaded translucent background of the document window or press (.3
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Assign a Theme

theme is a predesigned set of styles, color schemes, fonts, and other visual attributes. Applying a
theme to a document is a quick way to add polish to it. And, because themes are shared among
the Office programs, you can use the same theme in your Word document that you have applied to

worksheets in Excel or slides in PowerPoint.

Word also offers several style sets, each of which is a predefined collection of styles for document
titles, headings, and text. The look applied by each style set depends on the selected theme.

‘ Assign a Theme ‘

Apply a Theme

0 Click Design.
e Click Themes.

Word displays the Themes gallery.
e Click a theme.

Word applies the theme to the current
document.

@ The highlighted entry in the Style Sets
gallery represents the currently applied
style set.

@ You can click a style set to apply it to
your document.

© You can click the More button (37) to
display additional style sets.

(© You can use these tools to change the
formatting of the theme’s colors, fonts,
paragraph spacing, and effects.
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f you've been warking so hard lately that you feel as though you're practicalty living

in your cubicle, that's at least a linguistically appropriate feeling. That's because the

word cubicle comes from the Latin term cubiculum, which roughly translates as

"bedroom.” That was how cubicle was vsed in English until around the 16th century.
About 300 years later, cubicles resurfaced as small sleeping areas that were separated
~ using wooden partitions that didn't quite reach the ceiling.

The office cubicle as we know it foday was the brainchild of o fellow named Harold
Probst, who worked for the Herman
Miller company in the 1960s_ Before Mr.
Probst came along, offices wera
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Create a Custom Theme
@ Click the Design tab.

Q Use the tools in the Document
Formatting section of the
Ribbon to apply a theme and
edit the formatting to create
the theme that you want
to save.

€ Click the Themes button.
O Click Save Current Theme.

The Save Current Theme dialog
box appears.

e Type a unique name for the
theme.

@ By default, Word saves the
theme to the Document Themes
folder so that it is accessible in
the Themes Gallery.

@ Click Save.

Word saves the theme and adds
it to the gallery of available
themes.

Bl SaveC it Theme... N .
w e e L slaves. Probst saw much wrong with this
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How do I change the background color of the page?

To apply a page color, click the Design tab on the Ribbon, click the Page Color button in the Page
Background group, and click a color in the palette; Word applies the color you selected to the background
of the page. Although you can apply a background color to the pages of your document, be aware that
Word does not save page colors as part of themes. Remember that themes are most effective in helping you
establish a set of predefined styles available in a document. For help applying a style, see the section
“Format with Styles” in Chapter 6.
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Add Borders

You can apply borders around your text to separate sections of text or make the document
aesthetically appealing. You can add borders around a single paragraph, multiple paragraphs, or
each page in the document. (Be aware that you should not add too many effects, such as borders, to
your document because it will become difficult to read.)

Word comes with several predesigned borders, which you can apply to your document. Alternatively,
you can create your own custom borders — for example, making each border line a different color or
thickness. Another option is to apply shading to your text to set it apart.

Add Borders \
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@ Word applies the border to the text. R R — PR —J
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Chapter 5
M The Pros and Cons of Cloud Computing
Jtis one thing to know what cloud computing is all about, including its definition, characteristics,
architectures, and its service and deployment models. These fundamental facts form the backbone of
y seri jing of the cloud i However, it is quite a different thing to
be able to evaiuote cloud computing to determine not only how your business might best implement
~ cloud computing, but whether the cloud is the right place for your business at all.

So now it is time to turn our attention to some cloud computing evaluation tools. The next chapter takes
you through the business case for accepting (or rejecting) the cloud based on an examination of the
relative costs of cloud and non-cloud IT infrastructures. In this chapter, you get a classic pros-versus-

" cons look at cloud computing. First, | offer up a long list of the substantial advantages of moving to the
cloud. For balance, | then present an even longer list of cloud disadvantages, broken down between
private and public clouds {since they are so different).

Does the fact that the total number of disadvantages is greater than the number of advantages mean

- that you should reject cloud computing right off the bat? No, not even close. You will see that most of
these disadvantages demand caution, not outright rejection, and in any case, you need to evaluate each
disadvantage (and, yes, each advantage) within the context of your business goals, requirements, and
restraints.
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be able to evaluate cloud computing to determine not only how your business might best implement
cloud computing, but whether the cloud is the right place for your business at all.

So now it is time to turn our attention to some cloud computing evaluation tools. The next chapter takes
- you through the business case for accepting {or rejecting) the cloud based on an examination of the

E relstive costs of cloud and non-cloud IT infrastructures. In this chapter, you get a classic pros-versus-
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- cloud. For balanca, | then present an even longer list of cloud disadvantages, broken down between
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Does the fact that the total number of disadvantages is greater than the number of advantages mean
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 Word applies the page border. i restrins.

How do I add shading to my text? How do I create a custom border?

To add shading behind a block of text, | Select the text to which you want to add a border, open the

select the text, click the Home tab Borders and Shading dialog box, click the Borders tab, and choose
on the Ribbon, click the Shading Custom. Choose the settings to apply to the first line of the border;
button (£2) in the Paragraph group, then click in the Preview area where you want the line to appear.
and click a color. Repeat for each line you want to add, and then click OK.
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Create Columns

You can create columns in Word to present your text in a format similar to a newspaper or
magazine. For example, if you are creating a brochure or newsletter, you can use columns to make

text flow from one block to the next.

If you simply want to create a document with two or three columns, you can use one of Word’s preset
columns. Alternatively, you can create custom columns, choosing the number of columns you want
to create in your document, indicating the width of each column, specifying whether a line should

appear between them, and more.

Create Columns

Create Quick Columns
o Select the text that you want to
place into columns (not shown).

Note: If you want to apply columns
to all text in your document, skip
step 1.

@ click the Layout tab.
€ Click the Columns button.

O Click the number of columns that
you want to assign.

@ Word displays the selected text,
or your document if you skipped
step 1, across the number of
columns that you specified.
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e e ey — - TEId WaS really a show about language. The absurd situations, the
sight gags, and Kramer's entrances, exits, and pratfalls notwithstanding, the
comedy and the commentary in Seinfeld was remarkably language-based. In
fact, it's not a streich to say that no other TV show before or since has been so
self-consciously verbal. Yes, other shows have sprouted famous catchphrases,
from Jackie Gleason's "How sweet it isl" to Star Trek's "Beam me up. Scotty" to

ﬁeinfeldisms

It has become a cliché to say that
the TV sitcom Seinfeld was "a show
about nothing." But to anyone who
loves words and appreciates good
(and even bad) word play, Seinfeld
was really a show about /language.
The absurd situations, the sight
gags, and Kramer's entrances, exits,
and pratfalls notwithstanding, the
comedy and the commentary in
Seinfeld was remarkably language-
based. In fact, it's not a stretch to say
that no other TV show before or
since has been so self-consciously
verbal. Yes, other shows have
sprouted famous catchphrases, from
Jackie Gleason’s "How sweet it isl"

While discussing a serial killer called
"The Lopper" because he cuts
peoples' heads off, Kramer tells us
that the police have had "some
internal dissension about the name,"
with an alternative being "The
Denogginizer" (The Frogger, Apr. 23,
1998). Then there's the following
exchange (The Abstinence, Nov. 21,
1996):

JERRY: | thought the whole dream
of dating a doctor was debunked.

ELAINE: No, it's not debunked, it's
totally bunk.

JERRY: Isn't bunk bad? Like, "that's
a lot of bunk."

GEORGE: No, something is bunk
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0 Set an exact column width and
spacing here.

Page Setup

© You can specify whether the columns
apply to the selected text or the
entire document.

© click ok.

(© Word applies the column format
to the selected text, or to your
document if you skipped step 1.

(D g

s Orientation Size  Columns

It has become a cliché to
say that the TV sitcom
Seinfeld was "a show
about nothing.” But to
anyone who loves words
and appreciates good (and
even bad) word play,
Seinfeld was really a show
about language. The
absurd situations, the sight
gags, and Kramer's
entrances, exits, and
pratfalls notwithstanding,
the comedy and the
commentary in Seinfeld
was remarkably language-
based. In fact, it's not a

catchphrases. They played with the language
in almost every episode. When a woman tells
Jerry — who is pretending to be unfunny —
that she thought he was happy-go-lucky, he
replies, "I'm not happy and I'm not lucky, and |
don't go. If anything I'm sad-stop-unlucky” (The
Bubble Boy, Oct. 7, 1992). While discussing a
serial killer called "The Lopper” because he
cuts peoples’ heads off, Kramer tells us that
the police have had "some internal dissension
about the name,” with an alternative being
"The Denoaginizer' (The Frogger, Apr. 23,
1998). Then there's the following exchange
(The Abstinence, Nov. 21, 1996):

JERRY: | thought the whole dream of dating a
doctor was debunked.

ELAINE: No_if's not debunked_ it's totallv bunk
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. . Seinfeld writers — co-creator Larry David in
Se|nfe|d|sms particular — went far beyond mere

TIPS |

Can I add a vertical line between the columns?
Yes. Adding vertical lines between columns is often a
good idea because it helps the reader by creating a
more prominent visual break between each column.
Follow steps 1 to 4 in the “Create Custom Columns”
subsection to open the Columns dialog box. Click
Line between ([_] changes to [v]).

Can I create a break within a column?

Yes. To add a column break, click where you want the
break to occur and then press (21 +E00+(E000.
To remove a break, select it and press (:-°1). To
return to a one-column format, click the Columns
button on the Layout tab, and then click One to
select the single-column format.
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Insert a Table

ou can use tables to present data in an organized fashion. For example, you might add a table
to your document to display a simple database of items or a roster of classes. Tables contain
columns and rows, which intersect to form cells. You can insert all types of data in cells, including

text and graphics.

To enter text in a cell, click in the cell and then type your data. As you type, Word wraps the text
to fit in the cell. Press to move from one cell to another. You can select table cells, rows, and
columns to perform editing tasks and apply formatting.

Insert a Table

Insert a Table

o Click in the document where
you want to insert a table (not
shown).

Q Click Insert.
€@ Click Table.
O Word displays a table grid.

O Slide the mouse ([}) across
the squares that represent the
number of rows and columns you
want in your table.

© Word previews the table as you
drag over cells.

e Click the square representing the
lower-right corner of your table.
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Adding Extra Touches

Word adds the table to your
document.

@ Autesave @ID B

File Home

Books Read This Year - Saved ~ pel

Insert  Draw Design Layout References Mailings  Review

. ) Header Row (] First Column —— Iy —_ - =
© The Table Design and Layout Ot Otoscomn L] - e he— e
contextual tabs appear on the [ Banded Rows [ Banded Columns - o Styles¥ [ penColor~ ¥ Pai
Table Style Optians Table Styles Borders
oo 0 g o C 1o He a2 I B 2 .54 .. 3 T390 00 g a b

Ribbon. L

@ Click in a table cell and type
information.

@ If necessary, Word expands the
row size to accommodate

. =
the tex. : Ty [, Caesered [Emeriimed
Note: To change the width of a & gmlwak
column, drag the column’s left
border; to change the height of a
row, drag the row’s bottom border. @ oo @D B 500k rest v - s « 5 e @ ® & -

You Can press to move the File Home Insert Draw Design Layout References Mailings Review View Help Table Design  Layout ‘ommenty
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Delete a Table

Click anywhere in the table you
want to delete.

Q Click the Layout contextual tab.

Books Read This Year

L Delete Columns

2% Delete Rows

& FE Delete Table

Books Read This Year

. Ex
e Cth De‘-Ete- - Title Author Date Started Date Finished
Exhalation Ted Chiang January 1 January 15
0 Cl‘ick Delete Table. & Why | Wake Up Mary Oliver January 1 January 20
Early
. o Why D h Jim Hol i} 16
Word removes the table and its : irarb i e

contents from your document.

Can I add rows to a table?

Yes. To add a row to the bottom of the
table, place the insertion point in the last
cell and press (21). To add a row anywhere
else, use the buttons in the Layout tab’s
Rows & Columns group.

What, exactly, is a table cell?

A cell refers to the intersection of a row and column in a table.
In spreadsheet programs, columns are named with letters, rows
with numbers, and cells using the column letter and row number.
For example, the cell at the intersection of Column A and Row 2
is called A2.
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Apply Table Styles

When you click within a table you have added to your document, two contextual tabs appear on
the Ribbon: Table Design and Layout. You can use the styles found in the Table Design tab to
add instant formatting to your Word tables. Word offers numerous predefined table styles, each with
its own unique set of formatting characteristics, including shading, color, borders, and fonts.

The Table Design tab also includes settings for creating custom borders and applying custom shading.
You can also use check boxes in the Table Style Options group to add a header row, emphasize the

table’s first column, and more.

Apply Table Styles \

0 Click anywhere in the table that you want
to format.

© Click Table Design.

Click the More button (3%) in the lower-
right corner of the Table Styles group.

Word displays the Table Styles gallery.
0 Click the style you want to apply.

@ Word applies the style.

@ You can toggle table parts on or off
using the Table Style Options check
boxes.

@ You can click these options to change
the shading and borders.
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Title Author Date Started
Exhalation Ted Chiang January 1
Why | Wake Up Mary Oliver January 1
Early
Why Does the Jim Holt January 16
World Exist?
Ultramarine Raymond Carver | January 21
A Good Man is Flannery January 28
Hard to Find 0'Connor
Bright Dead Ada Limon February 7
Things
Mind and Cosmos  Thomas Nagel February 11
Field Work Seamus Heaney February 20
American Gods Neil Gaiman February 21

Times Alone Antonio Machado | March 4

Date Finished
January 15
January 20

January 27

February 6
February 10

February 19
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March 3
March 10
March 15

© Comments




CHAPTER

Insert Table Rows or Columns 7

ou can quickly insert rows or columns into a table after you create it. You can insert rows at the
top of, the bottom of, or within the table, and you can insert columns to the left of, the right of,

or within the table.

If you applied a table style to your table, Word adjusts the appearance of the table to maintain the
table style when you add a row or column to the table. For example, if your table style includes
alternating shaded rows, Word adjusts the shading when you insert a row.

Insert Table Rows or Columns

0 Click in the row next to the row
where you want to add a new row.

Note: To add a column, click in the
column next to the column where you
want to add a new column.

© click Layout.

€ Click Insert Above or Insert Below.

Note: To add a column, click Insert
Left or Insert Right.

@ Word inserts the new row
(or column) at the location you
specified and selects the new row
(or column).

Note: This section inserts a row above
another within the table.

© Word adjusts any table style you
applied.

Note: To quickly add a row to the
bottom of your table, click in the cell
at the end of the last cell in the table
and press (2.
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Add Headers and Footers

'I'o include text at the top or bottom of every page, such as page numbers, your name, or the date,
you can use a header or footer. Header text appears at the top of the page above the margin;
footer text appears at the bottom of the page below the margin.

Word comes with several predefined header and footer layouts, which add placeholder text that you
edit as needed. Word also offers tools for inserting page numbers and other document information into
a header or footer. To view header or footer text, you must display the document in Print Layout view.

Add Headers and Footers

Insert a Header or Footer
0 Click Insert.

0 Click the Header button to add
a header, or click the Footer
button to add a footer.

This example adds a footer.

@ The header or footer gallery
appears.

e Click a header or footer style.

Word adds the header or footer.

© The text in your document
appears dimmed.

© The insertion point appears in
the Footer area.

(© The Header & Footer contextual
tab appears on the Ribbon.

@ Some footers contain
placeholder text that you can
click to select and then type
your own text.
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Why Consider the Cloud at All?

| mentioned in Chapter 1 that one of my goals in this book was to convinca you that cloud computing is
& not simply the latest in a long line of technology fads. 1 certainly hope that at least the first four chapters

of this book have shown you that cloud computing rests on the solid underpinnings of mature

technology and a robust set of models for delivering IT services.
Quote, Unquote

"The train is leaving the station. It's not a fad. It's not a bubble. It's not a buzzword. The
technology industry is going through a major transformation. Computing is going to be
universally distributed as a service, and it's anybody's game to win." —Mark Veverka

Yes, cloud computing is not some passing fancy, but is that enough of a reason to consider moving some
or even all of your IT department to the cloud? Of course not. If there is a single, overarching reason to
consider the cloud, it is that we are at a kind of computing crossroads where there is a genuine need for
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Why Consider the Cloud at All?

e When yOU haVe completed yOUr N I mentioned in Chapter 1 that ane of my goals in this book was to convince you that cloud computing is
not simply the Iatest in a long line of technology fads. | certainly hope that at least the first four chapters

of this book have shown you that cloud computing rests on the solid underpinnings of mature
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3 Yes, cloud computing is not some passing fancy, but is that enough of a reason to consider moving some
tab and displays the header or :
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footer on the document page.

Note: To edit a header or footer, click :
Insert; then either click Header and ' w rpeters .
then click Edit Header or click Footer 8

and then click Edit Footer. Ees i e e v s B i coostose e e
TIPS |
Can I omit the header or footer from the first page? How do I remove a header or footer?

Yes. Click the Insert tab, click the Header or Footer button, and Click the Insert tab, click the Header
click Edit Header or Edit Footer. Next, select Different First Page | or Footer button, and click Remove
(L] changes to [v]) in the Options group. If you want to remove Header or Remove Footer. Word

the header or footer for odd or even pages, select Different 0dd removes the header or footer from

& Even Pages ([_] changes to [v]). your document.
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Insert Footnotes and Endnotes

You can include footnotes or endnotes in your document to identify sources or references to
other materials or to add explanatory information. When you add a footnote or endnote, a
small numeral or other character appears alongside the associated text, with the actual footnote or
endnote appearing at the bottom of a page or the end of the document, respectively.

When you insert footnotes or endnotes in a document, Word automatically numbers them for you. As
you add, delete, and move text in your document, any associated footnotes or endnotes are likewise
added, deleted, or moved, as well as renumbered.

Insert Footnotes and Endnotes \

Insert a Footnote T MO R W ®
. . N B ! I} Inser Endnte T [FMansgesourees A N =N
Click where you want to insert Abab FlopseD ORI -l I I

Tabteot LY Insert Search Resercher It 1 S 474 Mark
the fOOtI‘lOte reference Contents ~ Footnote [ Show Notes Citation~ [T] pibliography~  Caption [[] = Entry Citation
. Table of Contents Footnotes 5 Rescarch Ctations & Bibliography Captions Index  Table of Authortt..
-
& i BB : s ; a4 ; B ; PR,
resu i,

© Click the References tab.
Why Consider the Cloud at All?

e Cl.]Ck Insert FOOtl‘l Ote. M I mentioned in Chapter 1 that one of my goals in this book was to convince you that cloud computing is

not simply the latest in a long line of technology fads. | certainly hope that at least the first four chapters
of this book have shown you that cloud computing rests on the solid underpinnings of mature
technology and a robust set of models for delivering IT services.

Quote, Unquote

. "The train is leaving the station. It's not a fad. It's not a bubble. It's not a buzzword. The
~ technology industry is going through a major transformation. Computing is going to be
. universally distributed as a service, and it's anybody's game to win." —Mark Veverka
Yes, cloud computing Is not some passing fancy, but is that enough of a reason to consider moving some
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owol’d d'ispl_ays the footnote Fle  Home Insert Draw Design Layout References Mailings Review View Help l
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bottom of the current page. T T T T e

esUEns.

0 Type the footnote text. :
: Why Consider the Cloud at All?

I mentioned in Chapter 1 that one of my goals in this book was to convince you that cloud computing is

not simply the latest in a long line of technology fads. | certainly hope that at least the first four chapters

You can double-click the footnote

: of this book have shown you that cloud computing rests on the solid underpinnings of mature
nu m ber 0 r press m + E to ¢ technology and a robust set of models for delivering IT services.
return the insertion point to the |- Quote, Unguote
p l.a Ce ] n yo u r docu ment Where "The train is leaving the station. It's not a fad. It's not a bubble. It's net a buzzword. The
. ~ technology industry is going through a major transformation. Computing is going to be
you inserted the footnote. : universalydistributed as a service, and it anybody's game to win." —Mark Veverka?

Yes, cloud computing is not some passing fancy, but is that enough of a reason to consider moving some

- consider the cloud, it is that we are at a kind of computing crossroads where there is a genuine need for

&’ Mark Veverka, Verizen Leaps for the Clouds, Barron's,
http-//online.barrons.com/article/S8: 04576102170890208378 htm! {January 29, 2011).
FR(cel) -
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Insert an Endnote

@ Click where you want to insert
the endnote reference.

© In this example, the endnote
number appears on Page 2.

e Click the References tab.
Q Click Insert Endnote.

Word inserts the endnote number
in the body of your document
(not shown).

© Word inserts the endnote number
at the end of your document and
displays the insertion point in
the endnote area at the bottom
of the last page of the document.

© In this example, the endnote
appears on Page 20.

O Type your endnote text.

You can double-click the endnote
number or press (100 +(5] to
return the insertion point to the
place in your document where
you inserted the endnote.
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Quote, Unquote

“While the IT savings is compelling, the strongest benefit of cloud computing is how it enhances
business agility — especially how the cloud can h nch entirely new businesses with little to

no up-front capital.” —Jacqueline Vanacek|

: Innovating Instead of Maintaining

One of the crucial functions of IT is what is known in the trade as "keeping the lights on.” This means
performing the routine maintenance that keeps servers patched, clients updated, data backed up, and
security beefed up. No modern enterprise could run for very long without these mundane IT tasks being
- performed every day.

The problem is that, thanks to technology silos and IT sprawl (see Chapter 1), a typical company's

inefficient, and complex systems, so they end up spending at least 70 percent of their time and budget

(&

@ Avosave @D 2

File  Home Insert

The Pros and Cons of Cloud Computing - Saved ~ P

Paul McFedries 3 ® £ —J

Draw Design Layout References Mailings Review View Help
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Paste Styles | Editing
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Resources

1 Jacqueline Vana::eki The Sacial Impact of Cloud, Forbes,

http://www.forbes.com/sites/sap/2012/01/10/the-social-impact-of-cloud-2/ (January 10, 0
2012).

How can I change the starting number for footnotes or endnotes in my document?

If you need to change the starting footnote or endnote number in your document — for example, if you
are working on a new chapter, but you want the numbering to continue from the previous one — click the
References tab and click the dialog box launcher (I) in the Footnotes group. The Footnote and Endnote
dialog box appears; click in the Start at box and type a number or use the spin arrow (/1) to set a new
number. Click Apply to apply the changes to the document.
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Work in Read Mode View

Read Mode view optimizes your document for easier reading and helps minimize eye strain when you
read the document on-screen. This view removes most toolbars and supports mouse, keyboard, and
tablet motions. To move from page to page in a document using your mouse, you can click the arrows
on the left and right sides of the pages or use the scroll wheel. To navigate using the keyboard, you
can press the Page Up, Page Down, spacebar, and Backspace keys on the keyboard, or you can press
any arrow key. If you use a tablet or other touchpad device, swipe left or right with your finger.

Work in Read Mode View

Look Up Informat-ion file  Tooks  View Tall Pappy om - L ifiedt Just new H - o0 X

0 Click B to display the document
in Read Mode view.

Tall Poppy Syndrome Dot Com

Success is a strange bit of business. Wear it well and you'll be respected and admired by

e Select the word you want to look

up and right-click.

€@ From the menu that appears, click

Search “word”, where word is the

most peaple. But if you let your success go to your head, if you get too high and mighty,
then you'll no doubt encounter the fall poppy syndrome: the tendency to ridicule or scoff
at a person who gets too big for his or her britches.

The ruthless calculus of the tall poppy syndrome was evident during the dot-com mania
of the late 90s and early 2000s. When the boom was in full swing, young startup upstarts
who reeked of arrogance and self-importance were written off as dot snots. In fact the

(»)
whole demographic was dismissed as a collection of yetties (young, entrepreneurial
twenty-somethings). Thigais a play on yuppie (Young, Urban Professional), but it also
contains deliberate e& a hunnthaticg| ape-like creature that's supposed
to inhabit the Himalayan Mountz i comr is a close cousin of North America's
abominable snowman, so you ofte M 'abominable" and the noun "yettie"
in the same sentence (or else shot fD S“"‘h”’“"‘Qem puns such as "the abominable
showman"). The nouveau riche d > "™ re mere sneaker millionaires, MOPs
(millionaires on paper), and optior 2 e R vith millions of dollars in stock options).
The older managers who were oftc.. v.vuy. . 0 help with the business side of things
were called gray matter, as though they were the real brains bevhese operations.

word you selected in step 2.

3 New Comment

Screen 1ot 4

@ The Search task pane appears and e TookView
displays web search results for
the word.

Plros Bl B B - 48—~ 1%

Tall Poppy Syndrome Dot Cam - Last Modified: Sm ago = B = @ =
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things). This is a play on yuppie (Young, Ur- yei %

ban Professional), but it also contains deliberate

echoes of , a hypothetical ape-like creature

that's supposed to inhabit the Himalayan Moun-

tains. The yeti is a close cousin of North Amer-

ica's abominable snowman, so you often see

the adjective "abominable” and the noun "yettie"

in the same sentence (or else shooting's-too-

good-for-'em puns such as "the abominable

showman”). The nouveau riche dot-commers
(<) were mere sneaker millionaires, MOPs (mil- (*)

lionaires on paper), and optionaires (people

with millions of dollars in stock options). The

older managers who were often brought in to et

help with the business side of things were called I

gray matter, as though they were the real

brains behind these operations.

Al More ~

0 To close the Search task pane, you
can click the Clese button (3<).

Top Media Results

View All

The Ve, in Himalayan folklore. is an ape-like
creature purperted to inhabit the Himalayan
mountain range in Asia. In western populer
culture, the creature is commanly referred
o

enwipediaorg  Test under CC.3¥-3A fcarse

When the Long Boom (as Wired magazine so
optimistically called it in 1997) went bust, dot-
com rage exploded. It was time to gather the

Show more ~
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Translate a Word or Phrase Fle  Toas  View Tall Pappy Syndroms Dot Com - List Modfied: i ago = = - o X

@ Click B3 to display the document in - _
When the Long Boom (as Wired magazine so optimistically called it in 1997) went bust,

Read MOde Vview. dot-com rage exploded. It was time to gather the global villagers, light the torches and
storm the castle to kill the dot-com monster who was created not by a single deranged Dr.
Frankenstein, but a whole army of them, from Jolt-fuelled geeks to irrationally exuberant
e SeleCt the Word or phrase yOU Want venture capitalists to dollar-sign-eyeballed investors. Instead of sticks and guns, the
3 3 angry mob hurled epithets and insults: The dot-communists had received their dotcom-

to translate and right-click. 9y v ; '
uppance and would soon be dot-goners. The dot-carnage in 2000 created a feeling

of dot-gloom as companies slipped into dot-comas and the dot-com deathwatches
e From the menu that appears, Cl'ick . began. At the end of the vigil, the dead dot-coms—the dot-bombs—were flushed down
{*) the dot-commode, and became dot-compost, food for the daisies in the dot-com \’

Translate. graveyard. B2B no longer stood for "business-to-business.” Now it meant back-to-

banking, back-to-basics, or back-to-business school. B2C had became back-to-
consulting; B2M morphed into back-to-Mom's, while B2P stood for back-to-parents;
B2R was really back-to-reality, and B2S now meant back-to-school

Was the order of the day, so the dot-dead were gleefully described as
h

aving gone ¢ [ ces y on the idiom beily-up. And if a startup shelved its plans
to file an IPC 1 for bankruptcy, then it was better (read: more fun) to
call it a starte 2 sesch ‘schagerireose y didn't go sneakers-up the dot-com Dark
Ages, chance 3 Tamlste 0 stock price tanked duri e dire days. And
63 Mew Comment
2 Highlight >
Sueenzofd @ N roous [VER B ——4———+ 1%
File Tools View Tall Poppy Syndrome Dot Com - Last Modified: 11m ago = " o a x
© The Translator task pane opens, &Tms,mr . “0
d-isplay-ing a translation Of the Word venture capitalists to dollar-sign-eyeballed investors. SRS &
A Instead of sticks and guns, the angry mob hurled S|
or phrase you selected in Step 2. epithets and insults: The dot-communists had re- iy
ceived their dotcom-uppance and would soon be Schadenfreude x
dot-goners. The dot-carnage in 2000 created a
0 TO CLose the Trans'-ator taSk pane/ feeling of dot-gloom as companies slipped into dot-
: : : comas and the dot-com deathwatches began. At
click ){ in the upper-nght corner of the end of the vigil, the dead dot-coms—the dot- i
the pane. bombs—were flushed down the dot-commaode, and To English -
.. became dot-compost, food for the daisies in the Schadeneude
\“) dot-com graveyard. B2B no longer stood for "busi- | »)
ness-to-business.” Now it meant back-to-banking,
back-to-basics, or back-t i school. B2C PR G
had became back-to-consulting; B2M morphed into
back-to-Mom's, while B2P stood for back-to-par-
ents; B2R was really back-to-reality, and B2S now ~Translations of schadenfreude
meant back-to-school o
?c::denheuda
REL - Clwas the order of the day, so the gloating
dot-dead were gleefully described as having gone schadenireude. schadeniroh
sneakers-up, a play on the idiom belly-up. And if a
Sereen3or6 Dirocus  EY e e—

Can I change the color of
the page?

ds COIMPArmies STPPeEU MU Uot-|
ClimnWidth —* com deathwatches began. At

Yes. Follow these steps:

w r- lot-coms—the dot-
0 Click View (not shown). box [T Page Color 1 None e e e
@ Click Page Color. bec [y tayout > sevia <@)he daisies in the
© Choose a page color. dot ger stood for "busi-

AL sytables B vere | back-to-banking,

This example uses Sepia. nes
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Work in Read Mode View (continued)

Read Mode view offers more than just minimized eye strain; while you work in Read Mode view,
you can look up words on the Web, translate a word or phrase, highlight important text, and
insert comments in documents you are reviewing. If you are viewing a long document in Read
Mode view, you can also use the Navigation pane to move around the document. You can open the
Navigation pane from the Tools menu in Read Mode view; for details on using the Navigation pane,
see the section “Navigate Document Content,” later in this chapter.

‘ Work in Read Mode View (continued)

Highlight Important Text Fle  Tools  View Tall Poppy Syndrome Dat Com - Last Modified: 31m ago = = = @ X

0 Click B to display the document in
Read Mode view.

Tall Poppy Syndrome Dot Com

Success is a strange bit of business. Wear it well and you'll be respected and admired by

Select the WOI’dS yOU want tO h'lghl.'lg ht most people. But if you let yaur success go to your head, if you get too high and mighty,
. . then you'll no doubt enco 2 tall poppy syndroi -' ;"" trmelanoutaridicule or scoff
and I"Ight-C'.'ICk. at a person who gets too big for his or her britches. B con
From the menu that appears, hover the The ruthless calculus of the tall poppy syndrome wa ;: ::i:”pnppy“"d”“ dot-com mania
of the late 90s and early 2000s. When the boom was — startup upstarts
mouse (b) over > . who reeked of arrogance and s;s,\lf—impor’taanmtj7 Ni:“:’“’“ nto i ot thn
whole demographic was dismissed as a c 10N wr ;“.i.‘f.“ \yuullyﬂ Il
Word displays the color palette. twenty-somethings). This is a play on yuppie (Young, Urban Professid il Il I I I
contains deliberate echoes of yeti, a hypothetical ape-like creatur: ,U. n
: : : : to inhabit the Himalayan Mountains. The yeti is a close cousin -
e Alternat]ve"y’ Cth nghhght tO appl'y abominable snowman, so you often see the adjective "abominable" andtt._ ... .., ____
the default or most recently used C0|_O|’ in the same sentence (or else shooting's-too-good-for-'em puns such as "the abominable

showman"). The nouveau riche dot-commers were mere sneaker millionaires, MOPs
(millionaires on paper), and optionaires (people with millions of dollars in stock options).
The older managers who were often brought in to help with the business side of things

and skip step 4.

e Click a h'lghhght color. were called gray matter, as though they were the real brains bevhese operations.
Page 1o 4 Droess B [E B -—8—+ s
(© Word highlights the selected text in Ll T . L i - =

the color you chose.

e Click anywhere outside the highlight Tall Poppy Syndrome Dot Com

Success is a strange bit of business. Wear it well and you'll be respected and admired by

tO see 1t5 fuu eﬁ:eCt and contmue most people. But if you let r success go to your head, if you get too high and mighty,
k' then you'll no doubt enco all poppy syndrome: the tendency to ridicule or scoff
working. ) .
at a person who gets too big for his or her britches.

The ruthless calculus of the tall poppy syndrome was evident during the dot-com mania

of the late 90s and early 2000s. When the boom was in full swing, young startup upstarts

who reeked of arrogance and self-importance were written off as dot snots. In fact the /™
whole demographic was dismissed as a collection of yetties (young, entrepreneurial
twenty-somethings). This is a play on yuppie (Young, Urban Professional), but it also
contains deliberate echoes of yeti, a hypothetical ape-like creature that's supposed
to inhabit the Himalayan Mountains. The yeti is a close cousin of North America's
abominable snowman, so you often see the adjective "abominable" and the noun "yettie"
in the same sentence (or else shooting's-too-good-for-'em puns such as "the abominable
showman"). The nouveau riche dot-commers were mere sneaker millionaires, MOPs.
(millionaires on paper), and optionaires (people with millions of dollars in stock options).
The older managers who were often brought in to help with the business side of things
were called gray matter, as though they were the real brains behind these operations.

e
Pagetotd B Diros B B B ——#——+ 190
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Dot Com - L

TTm ago - = = @ A

Insert a Comment = = o —

o Click EH to display the document
in Read Mode view.

Tall Poppy Syndrome Dot Com

Success is a strange bit of business. Wear it well and you'll be respected and admired by
most people. But if you let your success go to your head, if you get too high and mighty,
then you'll no doubt encounter the fall poppy syndrome: the tendency to ridicule or scoff
at a person who gets too big for his or her britches.

Q Select the words about which you
want to comment, and right-click.

The ruthless calculus of the tall poppy syndrome was evident during the dot-com mania
of the late 90s and early 2000s. When the boom was in full swing, young startup upstarts
who reeked of arrogance and self-importance were written off as dot snots. In fact the
whole demographic was dismissed as a collection of yetties (young, entrepreneurial
twenty-somethings). This is a play on yuppie (Young, Urban Professional), but it also
contains deliberate echoes of yeti, a hypothetical ape-like creature that's supposed
to inhabit the Himalayan Mo [® ceer a close cousin of North America's
abominable snowman, so you e "abominable" and the noun "yettie"
in the same sentence (or else ¢ 2 Sech Theelermenea”  3r-'em puns such as "the abominable
showman"). The nouveau rich 5% Tangate g@ere sneaker millionaires, MOPs
(millionaires on paper), and op - Mew Comment 3 lions of dollars in stock options).
The older managers who wer (R @help with the business side of things
LR EVAUELG, as though they were the real brains be?hese operations.

e From the menu that appears, click
New Comment.

Pagelotd B O Focus
@ Word changes the color used to F
select the text.

BB B - 0%

Tall Poppy Syndrome Dot Com - Last Modified: 38m ago « H - a8 X

& Comments b K<o

like creature that's supposed to inhabit the Himalayan
Mountains. The yeti is a close cousin of North America's
abominable snowman, so you often see the adjective 9
"abominable" and the noun "yettie" in the same sen-
tence (or else shooting's-too-good-for-'em puns such
as "the abominable showman"). The nouveau riche
dot-commers were mere sneaker millionaires, MOPs
(millionaires on paper), and optionaires (people with
millions of dollars in stock options). IThe older managers D@
&who were often brought in to help with the business side
7" of things were called gray mattsrl as though they were »
the real brains behind these operations.

(@ Word displays the Comments task
pane and adds a new comment box
containing the insertion point.

# Paul McFedries

|| These managers are also sometimes called
"adult supenvision.|

Tip: Press i+ post
= I

0 Type your comment.
o Click Post comment (Ex).

Note: You can also post your comment

by pressing (1) +(=Z100.

e Click > to close the Comments
task pane.

When the Long Boom (as Wired magazine so opti-
mistically called it in 1997) went bust, dot-com rage
exploded. It was time to gather the global villagers,
light the torches and storm the castle to kill the dot-
com monster who was created not by a single de-
ranged Dr. Frankenstein, but a whole army of them,
0 Th]S sym b0|. represents your from Jolt-fuelled geeks to irrationally exuberant venture

. . . capitalists to dollar-sign-eyeballed investors. Instead of
comment; click it at any time to

view the comment.

Screen 2 of 6 O Focus B B - —8—+ a%

What are some of the different views available in Can I change the column width?

Read Mode?

To display all comments in the document, click View and
then click Show Comments. To view your document as

if it were printed on paper, click View and then click
Layout. From the menu that appears, click Paper Layout.

Yes. Click View and then click Column Width. From
the menu that appears, choose Narrow or Wide; click
Default to return to the original column view. Note
that on a standard monitor, Default and Wide look
the same; Wide takes effect on widescreen monitors.
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Find and Replace Text

ou can use Word’s Find tool to search for a word or phrase instead of scrolling through your
document to locate that text. Find is useful when you are working with a long document and you
want to edit a paragraph that contains a specific word or phrase.

You can use the Replace tool to replace instances of a word or phrase with other text. For example,
suppose you complete a long report and then realize that you have misspelled the name of a person
or product; you can use the Replace tool to quickly correct the misspellings.

Find and Replace Text

Find Text @ Avoseve @D (5 Amosiicof Newworss - saved - P humrare g @ & - o X

. . . Home Inset Draw Design Layout References Malings Review View Help © comments
0 Click at the beginning of your 5 [y 4 [ o | 0
[$] My B I Uv s x x A Emphasis  Heading 1 teading 2 - o) Replace
Paste -
document' '“ & A~ £ A AN 209 T Iy Seleate
Undo Clipboard Font El Paragraph 1] Styles El Editing
v . = . 2o Ce3 e . Ce ke e 05 . . B

eClickHome. i R : : o

€ Click Find.
(1 2 —

Note: You can also run the Find . A Mosaic of New Words
Command by pl’essing m‘l'ﬂ. A community is known by the language if keeps, and its words chronicle the

times. Every aspect of the life of a people is reflected in the words they use fo
talk about themselves and the worid around them. As their worid changes —
through invention, discovery, revolution, evolution, or personal transformation —
s0 does their fanguage. Like the growth rings of a ree, our vocabulary bears
wifness fo our past. —John Algeo

O Find

‘What could be more relevant, more interesting, more fun than new words? Wall, yes,
lots of things. However, for many people a newly minted ward is one of life's litlle
pleasures, something that can be counted among what James Boswell called, “the
small excellencies.” But then there are those of us who have been stricken with a
malady that | call neologophilia, the intense atfraction — oh, why not say it? — the love
of new words. This ailment's happy sufferers exhibit an unvarying collection of
- symptoms: an untrammeled glee at coming across a new word in a book or newspaper,
- an unquenchable curiosity about life, because, as you'll see, new words lead us into
new worlds, an unending wonder at the amazing plasticity of the language and at the
relentlass rreativity of those wha nse it and an inceasing ime to coin new wrds (and
PageTaf17 7672words [ English (Urited States) Text Predictions: On T accessibifty Goodtoge  Difoos B H B - —b——+ 100%

@ The Navigation pane appears. ] e O e 5 s ) © & = B &

. Fle Home Inset Draw Design layout References Malings Review View Help o comments

@ Type the text that you want to find. 9 [y | Drea -
15} ] I U~ x & Emphose Heading 1 sesasnz 2 - (i Repace

- I A- £+ A nav Iy Sekeet~

© Word searches the document and irt it

highlights occurrences of the text. 0'“"'95”“” N x@ 1.2&,“5‘.)”;“;,'?;;;;';;‘.;“.i;;{;i"(n“a?;;TA'INZQJD?S?“G';Z&SZF'F%
f

styles 5 Eatting
e

| culture x ~‘ ] hope these snapshots will form a larger picture of our modern culturs

Result3 of 14 i~ seen one of those images that, when examined closely, tums out lo be
e . thousands of smaller pictures? If's called a mosaic, and that's the metaphar that

© Word also lists occurrences of the

Headngs " Pages - Ressits underlies this book. It's @ mosaic of new words.
text m th e N avi g at] on p ane. will form a larger picture of our Ny Why go to all this trouble? After all, aren't new words, at best, mere trifles soon to be
L madem culture. Have you ever seen forgotten or, at worst, signs of linguistic decay? | have to respond with a big, fat "Nol”

T " both counts. It's my unshakeable belief that, putting it as simpl! , new words

1 1 1 1 Why2 T 3 eds ref matter. Why? Two reasons: new words reflect our culture; @ universal

© Click an entry in the Navigation s s
appeal.

pa ne. &» New Words Refiect Our Culture M New Words Reflect Our

] Words are a mirror of their times. By looking at the areas in which the vocabulary of &

] understand the culture by examining 7 language is expanding fastest in a given period, we can form & fairly accurate
0 WO rd se I-e Cts th e corres p on d] n g its new words, by going out ta impression of the chief preoccupations of sociely at that time and the poinfs at which
. « boundanes of human endeavor are being advanced. —John Ayto
Each new word reflects something
teXt m the docu ment' :::;:i:':;:x:;‘::““’ Language wears many hats, but its most important job is to help us name or deseribe
whal's in the world. As the American wriler and editor Howard Rheingold says, "findir
. . . . . both reflect and illuminate not only a name for something is a way of conjuring its existence, of making it possible for
W he n ﬁ nis hed, CI.]Ck the NaV]gatIO n ;T;’:ff‘c'::',':::?? i . people o see a pattern where they didn't see anything before.” So, we have nouns fc

things, verbs for actions, and adjectives and adverbs for describing those things and

panels Close b UttO n (x ) . x:»e subculmmlfs that =;lx:1n, but actions. But the world changes. Constantly. Mew things are created; old things are
als0 our culture as o whole. New -

madifiacd” liaht hilhe are annaarinn nver nannlac’ haads all tha tima <ianalina naw ide
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Replace Text
o Click at the beginning of your

A s @D B
Home Insert Draw Design Layout References Mailings Review View Help

A Mossic of New Words - Saved = §el PauMcredies o P 4

© Comments

a X

Lo [E Calibri Light (Headings) ~2 |3 Pend -

dOCUment. n e B I U~ x x f Emphasis Heading1 Heading 2~ & R:plaze<e
d Av L A dar K& T Iy seeas
Unde | Clipboard 1 F] Paragraph & Editing

)

Q Click Home.
e Click Replace.

Note: You can also run the Replace
command by pressing (£ +(2).

The Find and Replace dialog box
opens with the Replace tab shown.

@ 1n the Find what box, type the
text that you want to find.

Page1ot17  7672wards
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Font
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Styles
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Chapter 1
A Mosaic of New Words

A community is known by the language it keeps, and its words chronicle the
limes. Every aspect of the life of a people s reflecied in the words they use to
talk about themselves and the world around them. As their world changes —
through invention, discovery, revolution, evolution, or personal transformation —
0 does their language. Like the growih rings of a tree, our vocabulary bears
witness to our past. —John Algeo

What could be more relevant, more interesting, more fun than new words? Well, yes,
lots of things. However, for many people a newly minted word is one of life's little
pleasures, something that can be counted among what James Boswell called, "the
small excellencies.” But then there are those of us who have been stricken with a
malady that | call neclogophilia, the intense attraction — oh, why not say it? — the fove
of new words. This ailment's happy sufferers exhibit an unvarying collection of
symptoms: an untrammeled glee at coming across a new word in a book or newspaper;
an unquenchable curiosity about life, because, as you'll see, new words lead us into
new worlds; an unending wonder at the amazing plasticity of the language and at the

relentless creativity nf those who nise it and an nnceasina e fn coin new words (and
B ) 2|

2 Accessibilty. Goodtogo T Focus e ———

e Type the replacement text in the

. B 8 o @
Replace WIth box‘ File Home nsert Draw Design Layout References Maiings Review View Help
[ y - 4| = .= o= DrFind ~
e Click Find Next. e 1 BT Ue sk x XA = Erphse Heading 1 sesasns 2 - < Rophee
v & A~ P A re AR | T Iy Seleat~
. Undo | Clipboard 1 Font 5 Faragraph 1 Styles [ Editing
@ Word locates the first occurrence. |- N TR SRR 5 remy g e 2

Find and Replace

@ Click Replace to replace the
occurrence.

Find  Replace  GoT,

Findwhat  |neclogism

“ | Replacewitn: |new word

@ To replace every occurrence in
the document, you can click

More »>

0
-0

7 X ewword in a book or newspaper,
Il see, new words lead us into
city of the language and at the
#ing urge to coin new words (and,
sinages into cocktail party

e been clam-happy ever since. |
¢ crank a-turming is, as H. L
1 its paleoniology.” | love the
hardened meanings and set-in-

Replace Cancel

Replace 411

Replace All.

Note: When Word finds no more
occurrences, a message appears; click
0K, and the Cancel button in the Find
and Replace dialog box changes to Close.

@ Cclick Close (not shown).

Page1ot17 1ot 7672words [  English (United States)  Text Predictions: On

although | get as much pleasure as anyone out of
ell, domesticated. | love the wild, untamed

stic wilderness. When | see a new word in an
article or book, 1 get a little jolt of excitement, a mental shock akin to seeing an animal
live for the first time while walking in the woods. I'm not looking to hunt the word, or
tame it, or capture it for inclusion in some kind of lexical zoo. Instead, | take a snapshot
of the word — | record the source and the citation — that shows the word in its natural
environment

And that, more than anything, explains what this book is all about. It's a series of culfural
snapshots, with the lens focused on new words and phrases that tell us something
about our world. These snapshots cover various slices of modern life, including
relationships, business, technology, war, aging, multiculturalism, and even fast food. |
define each word, tell you when it first appeared in print, provide a citation from the

Orow B B B -—4——- o

Where can I find detailed search options?

Click More in the Find and Replace dialog box to
reveal additional search options. For example, you
can search for matching text case, whole words, and
more. You can also search for specific formatting or
special characters by clicking Format and Special.

How can I search for and delete text?

Start by typing the text you want to delete in the
Find what box; then leave the Replace with box
empty. When you search and click Replace, Word
looks for the text and replaces it with nothing,
effectively deleting the text for which you searched.
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Navigate Document Content

f you are working with a very long document, using the scroll bar on the right side of the screen or

the Page Up and Page Down keys on your keyboard to locate a particular page in that document can
be time-consuming. To rectify this, you can use the Navigation pane to navigate through a document.
This pane can display all the headings in your document or a thumbnail image of each page in your
document. You can then click a heading or a thumbnail image in the Navigation pane to view the

corresponding page.

Navigate Document Content ‘

Navigate Using Headings

Note: To navigate using headings, your

document must contain text styled with
Heading styles. See Chapter 6 for details
on styles.

@ Click View.

@ Click Navigation Pane ([] changes
to [+]).

The Navigation pane appears.

@ Heading 1 styles appear at the
left edge of the Navigation pane.

© Word indents Heading 2 styles
slightly and each subsequent
heading style a bit more.

© This icon () represents a
heading displaying subheadings;
you can click it to hide
subheadings.

@ This icon (I*) represents a heading
that is hiding subheadings; you
can click it to display the
subheadings.
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Introducing Cloud Computing

We are used to seeing fads come and go, particularly in the fickle realm of popular culture: hula hoops,
Pet Rocks, CB radio, the Atkins Diet, Crocs, to name but a very few. You would think that technology
would not be bufteted by such changeable winds, but a quick look at even recent technological history
belies that hope: PointCast, flash mobs, Tamagotchis, Second Life, Friendster, LOLcats. So, the to-the-
paint question is this: Is cloud computing Just ancther technological fad? If you talk to people in IT ar
read the business press, you'd be forgiven for thinking the answer is a resounding "Yes!" After all, the
word cloud seems to be on every speaker's lips and every writer's fingertips.

One of this book's gaals is to convince you that cloud computing resolutely is ot a fad, It may be
overhyped at the moment (more on that later), but it is definitely not some passing technical fancy that
you can turn a blind eye to and move on with your business life. Why am I 5o sure that cloud computing
won't end up in the dustbin of technological history, alongside virtual reality and MySpace? Because at
its heart cloud computing is not based on the appeal of whimsy or the pull of marketing. Instead, itis a
v reaction to a world that is undergoing drastic changes economically, culturally, and socially.
For example, Christian Verstraete, HP's Chief Technologist for Cloud Strategy, recently identified five key
[R  English (United States)  Text Predictions: On % Accessibility: Good ta go Drocus B ]
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4 Whatis Cloud Computing?
Defining Cloud Computin : :
ot Campuin g omson. Introducing Cloud Computing
P4 Characteristics of Cloud Computing
On-Demand Self-Service
Broad Network Access
Resource Pooling
Rapid Elasticity
Measured Service
Abstraction of Resources

We are used to seeing fads come and go, particularly in the fickle realm of popular culture: hula hoor.
Pet Rocks, CB radio, the Atkins Diet, Crocs, to name but a very few. You would think that technology
would not be buffeted by such changeable winds, but a quick look at even recent technological histor
belies that hope: PointCast, flash mobs, Tamagotchis, Second Life, Friendster, LOLcats, S0, the to-the
point question is this: Just anothar fad? If you talk to people in IT or
read the business press, you'd be forgiven for thinking the answer is a resounding "Ves!" After all, the
word cloud seems to be on every speaker’s lips and every wiriter's fingertips.

Virtualization of Resources
Automation
Service-Based
What Is Not Cloud Computing?
Cloud Computing Semvice Models

Cne of this book's goals is to convince you that cloud computing resolutely is not a fad. It may be
overhyped at the moment (more on that later), but it is definitely not some passing technical fancy th
‘ou can turn a blind eye to and move on with your business life. Why am | sa sure that cloud comput
won't end up in the dustbin of technological history, slongside virtual reality and MySpace? Because

(L Ean T Syl its heart cloud computing is not based on the appeal of whimsy or the pull of marketing. Instead, It is

P~ Same Problems Salved By Cloud C.

reaction to aworld that is undergoing drastic changes ecanomically, culturally, and socially.
‘What Can You Do in the Cloud?
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Headings Pages. Results definitions, a few important cloud-computing characteristics are starting to bubble up to the surface.
— . The NIST Definition of Cloud Computing, the authors list five such characteristics™:
It's an Instant-On Werld . On-demand self-service
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Defining Cloud Camputing
Cloud Computing: Key Terms an...

Broad Network Access

Resource Pooling :
Fapid Elasticity - You'll see that these characteristics form the core of cloud computing, but if you want to developa v
Measured Service B and more ed of the cloud, then we need to extend and emend thes:

Abstraction of Resources

Virtualization of Resources

Automation

Gl Virtualization of resources
What ls Not Cloud Computing?
Cloud Computing Service Models Automation

What Can You Do in the Cloud?
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ideas. with that goal in mind, here are four more traits of cloud computing that you need to know:

Abstraction of resources
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mabile devices, cloud computing services, social technology, exploratory analytics, and speci
apps (that is, apps for the user's specific job, from presentation software to engineering
caleulators)." —Galen Gruman’

Cloud computing can help solve shadow IT because it offers on-demand self-service, which means th
busi its can provision ded and without IT A
a well-designed cloud strategy can help mitigate the effects of cansumerization, because the cloud is
inherently friendly to mobile devices such as smartphones and tablets. Not only that, but IT can then
offer both internal and external cloud services that MEst end-user neads, thus turning the I
department into a kind of strategic sence broker.

Navigation pane and moves the
insertion point to the top of
that page.

What Can You Do in the Cloud?

Just how popular is cloud computing? Let's look at some numbers:

According to the research firm Gartner, cloud computing will be a $149 billion industry by
20157

The global eloud-computing market is axpected to reach $241 billion by 2020, according to

Page 150121 2400 wards

Forrester Research. ™

According to IDC, in 2012 80% of new commercial enterprise applications will be deployed or

IR
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What can I do with the Search Document box?
You can use the Search Document box to find
text in your document; see the “Find Text”
subsection of the section “Find and Replace
Text” for details on using this box and on other
ways you can search for information in your
document.

Can I control the headings that appear?

Yes. While viewing headings, right-click any heading in
the Navigation pane. From the menu that appears, point
at Show Heading Levels and, from the submenu that
appears, click the heading level you want to display (for
example, Show Heading 1, Show Heading 2, and so on,
up to Show Heading 9).
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Check Spelling and Grammar

Word automatically checks for spelling and grammar errors. Misspellings appear underlined with a
red wavy line, and grammar errors are underlined with a blue wavy line. If you prefer, you can
turn off Word’s automatic Spelling and Grammar checking features.

Alternatively, you can use Word’s Editor feature to review your entire document for spelling and
grammatical errors, as well as writing refinements such as clarity, conciseness, and formality.

Check Spelling and Grammar \

Correct a Mistake

0 When you encounter a spelling
or grammar problem, right-click
the underlined text.

@ A menu appears, showing
possible corrections. Click
one, if applicable.

© To ignore the error, click
Ignore AllL

© To make Word stop flagging a
word as misspelled, click Add
to Dictionary.

Correct Errors Via the Editor

0 Open the document you want
to check.

Q Click Review.
€@ Click Editor.
(© Word displays the Editor task pane.

 This box gives your overall Editor
Score. Accurate and readable
documents have scores of 85%
or higher.

@ Each box tells you the number of
errors Editor found in each
category.

O Click the category you want to
work with.
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© The error appears here.

(@ Suggestions to correct the error
appear here.

e Click the suggestion you want to use.

@ To correct all misspellings of the same word,
you can click . and then click Change AlL.

© You can click Ignore Once to leave this
instance unchanged; click Ignore All to
leave all instances in the document

Editor pd
<« 12 Remaining - Speling >
can run them indefinitel, or by battery, for about 30 minuteS e i 5ooying

Enquirer, December 22, 2002)
Mot n Dictonary

This type of ad hoc office s also called a virtual office (153) or an instant o

For “the office"is

call. Increasingly, however, mobile workers are relying on special

telework centers (1981, also: that rent out affices or cubMES e

office supplies, slectronic tools, and Internet access:

The Washington area, with its hair-pulling traffic delays and huge poo
workers, has long been the focus of efforts to promote aiter
The region is home to mare than a dozen govemment finan a refer

vh 0 in the public or prit canrenta cubicleor o
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lemeter
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o reference informaticn)

werkstation and access to the Internat, but also many of the standard office

accoutrements, including printers, photocopiers, image scanners, ice Lz
even have who can sign for courier p dp Ignore All
If the worker just naeds to make a quick stop to check messages, d: ad Addto Dictionary.

send a fax, he or she might prefer a touchdown center (19g7):

Resd Aloud

Spell Dut
Change Al

Englih (United tates) Add to AtoCoprect

%

unchanged; click Add to Dictionary to tell

Word this instance is not an error.

@ Click Back (<-).

AR R R

— — T
Shexume (1872 or nexiume (2573). . Editor w

The 10805 saw a further flowering of emplayer flaxibllity when some sharp- =
ticed 3 puzzling  any given time, the occupati ErmEme 89%
2001) —the percentage of desks and work areas that are occupied —was ¢
@ Repeat step 5 for each error. G can o show thot st e fwarkee e e =
time.) 50 if employees are wandering around anyway, why not institute the
analogue of flextime? The result was flaxplace (1982), a program that gives
the flexibility to work from the office or from another location such as a bra Formal writing 9
st home (other variations are flex-place, flex place, and flexiplace):
. . In fact, “face time is aimost anachronistic, " says Emmett Seaborn, prir (T
(@ Editor shows the updated Editor Score. Tows P Wt v oy i
eing in the office as o 1 g A
of being outdated. Today, if you are not working outside the office, em I:
. . . flextime and flexpl ies you are o Grammar 8
o Ed]tor d1splays v beS1de a Category that haS pecformer. T;isFs':‘;.g_ry_.l‘_ry_eﬁrmcne;g:nel:rian,Genemtr'oriY,whl‘(
no outstanding errors. bty e e e
Fthe employee never has to go into the office, you can deseribe him or her @z &
. . free (1031):
@ Repeat steps 4 to 7 to fix errors in each of 2 eemtimememnyarssson :
the Editor categories. e oron g itk i | =
Q When you are done, click Close (3X) to
close the Editor task pane.
How do I turn the automatic spelling and Word Opens I
. General o = [=]
grammar Check]ng off? _ Spanish modes: | Tuteo verb formsonly =
Display

To turn off the automatic checking features, follow
these steps:

Click the File tab and then click Options
(not shown).
0 In the Word Options dialog box, click Proofing.

0 In the When Correcting Spelling and Grammar
in Word section, click Check spelling as you

type ([v] changes to []).

© click ok.

&» Procfing
€] ch

When correcting spelling and grammar in Word

Save

Language

@ Fre
Accessibility () Check grammar and refinements in the Editor Pane
Advanced O] Show readabiity statistics

Choose the checks Editor will perform for Grammar and Refinements

Wiiting Style: | Grammar & Refinements ~ | | Seftings...
Recheck Document

Exceptions for: | 853 New Words in the Moder Workplace - |
=

O

Customize Ribbon

Quick Access Toolbar
Add-ins

Trust Center

0 Click Mark grammar errors as you type ([v] changes to [_]).
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Customize AutoCorrect

s you may have noticed, Word automatically corrects your text as you type. It does this using its
AutoCorrect feature, which works from a preset list of misspellings.

To speed up your text-entry tasks, you can add your own problem words — ones you commonly
misspell — to the list. The next time you mistype the word, AutoCorrect fixes your mistake for you.
If you find that AutoCorrect consistently changes a word that is correct as is, you can remove that
word from the AutoCorrect list. If you would prefer that AutoCorrect not make any changes to your
text as you type, you can disable the feature.

Customize AutoCorrect \

@ Click the File tab (not shown).

Mew Wards i... - Upload Pending Paibcrdics o @ & 7 - 0 x

a
. . New Words in the Modern Workplace
© Cclick Options. et Dot ot b
‘ ¥ Share ‘ | @ Copy path ‘ | = Open file location ‘
&\ Protect Document Properties ¥
= Control what types of changes Size 16.4K8
Protect people can make to this document.
Document v Pages 9
Words 3223
Total Editing Time 133 Minutes
@ Inspect Document Title Add a title
Before publishing this file, be aware Togs Add s tag
Check for that it contains: ‘Comments Add comments
Issues = Document properties and
author's name
& Footers Related Dates
= Content that people with Last Modified Today, 3:05 PM
disabilities are unable to read Created /642022 237 PM
Last Printed
® Version History
View and restore previous versions, Related People
Version Author
History @ Paul McFedri...
Ad hor
™ Manage Document Lost Modified By N 0. warr arti v
»
The Word Options dialog box appears. B
. . . . Genersl E\B‘ Change how Word eorrects and formats your text. M
€ Click Proofing to display proofing
- T
Opt10ns- Save Change how Word corects andlormazsle&&&um(nneﬂ Options...
l. k ° When correcting spelling in Microsoft Office programs
C C 0 .
1C AUto orreCt pt1°ns' [ Ignore words in UPPERCASE
[ Ignore words that contain numbers
[ Ignore Intemet and file addresses
[ Flag repeated words
Sddine [) Enforce accented uppercase in French
(] Suggest from main dictionary only
Trust Center
French modes: | Traditional and new spellings =
Spanish modes: | Tuteo verb forms only -
When correcting spelling and grammar in Word
[Z] Cheek spelling as you type
) Mark grammar errors a5 you type
[# Frequently confused words
[ Ches ar and refinements in the Editor Pane
O
Ch perform for Grammar and Refinements
Writing Style: | Grammar & Refinements v | | Settings... B
Recheck Document
Exceptions for: | M2 New Words in the Moderm Workplace E
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The AutoCorrect dialog box appears. AutoCorrect: English (United States) 7 X
@ If you want to disable AutoCorrect i s
y r AutoCorrect Math AutoCorrect AutoFormat As You Type
Cth Replace text aS yOU type ( usﬂawAutaConectDptloﬂsbuttoﬂs
1 . Correct TWo INitial CApitals Exceptions...
Changes to D) and Sk]p to Step 8. ’Capitalizef\rst\etterof;entences £
o The COrrect]OnS WOrd al,l'eady makes ‘Capltallzef\rst\etteroftable;e\ls
n Capitalize names of days
automatica“.y appear -in th-is area. B Correct accidental usage of cAPS LOCK key
Replace text v
© 1In the Replace text box, type the word mE i
you typically mistype or misspell. [atten |om¢
@ 1n the With text box, type the correct T o
. outof out of
version of the word. 0 overthe over the [
owrk wark
. owuld would
@ Click Add.
. Automatically use suggestions from the spelling checker
I oK ) Cancel
@ Word adds the entry to the list to : B
automatically correct. gererl S Change how iord corrects and formats your et -
:‘j:)' ) AuteCenec Engisn (Unted states) 7 X
roofing
You can repeat steps 5 to 7 for o 1 autoramst adions
. . < AutoCarrect Math AutoCorrect AutoFormat As You Type
each automatic correction you want Languzge W B o At Optos o
Accessibili T ceotions..
to add. - pr =
~| @ capitalize first letter of table cells
. Customize Ribbon & B capitalize names of da
e Click OK to close the AutoCorrect CuickAccssToobar || | I Comeet e uage o S 10K key
dialog box. (W
. . ™ —r |
Click OK to close the Word Options ' || pr—
dialog box. Tl | [ i
orginized organized | I
otenr other
Replace Delete
B Automatically use suggestions trom the spelling checker
d 8 _ EEINT i
Recheck Document
for: | 5] New Words in the Modern Workplace []
w ok | [ cancel |

How does the automatic correction | What should I do if Word automatically replaces an entry that
work? I do not want replaced?

As you type, if you mistype or Position the insertion point at the beginning of the AutoCorrected
misspell a word stored as an word and click the AutoCorrect Options button (7). From the list
AutoCorrect entry, Word corrects the | that appears, click Change back to. To make Word permanently
entry when you press (125000, stop correcting an entry, follow steps 1 to 4 in this section, click

[ Tab Mg Enter § the stored AutoCorrect entry in the list, and then click Delete.
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Using Word’s Thesaurus and Dictionary

f you are having trouble finding just the right word or phrase, you can use Word’s Thesaurus. The
Thesaurus can help you find a synonym — a word with a similar meaning — for the word you
originally chose, as well as an antonym, which is a word with an opposite meaning.

You also can, through the Search feature, use Bing to explore the Web using a word in your
document. Bing returns a variety of entries found on the Web and can provide you with a definition
of the word using the Oxford University Press Dictionaries.

Thesaurus and D

Using Word’s Thesaurus

0 Click anywhere in the word
for which you want to find a
substitute or opposite.

e Click Review.
€@ Click Thesaurus.

Note: You can also press (00 +(]
to run the Thesaurus command.

The Thesaurus task pane appears.

O The word you selected appears
here.

© Each word with an arrow on its
left and a part of speech on its
right represents a major heading.

Note: You cannot substitute major
headings for the word in your
document.

© Each word listed below a major
heading is a synonym or antonym
for the major heading.

O Point the mouse ([}+) at the word

you want to use in your document

and click the » that appears.
© click Insert.

Word replaces the word in your
document with the one in the
Thesaurus pane.

110

tionary

@ Auvcsave @JD B - Last Modified: 12/23/2021 ~ »p PaulMcediies of  ©

The Jargon of Junk Food - Cemp..

Fle Home Inset Draw Design Layout Referen Review View Help
Editor 1) D 24 o) E:\; [~ = Eh,
. ) G ® A
eSS Read Check Lenguage  Comments  Tracking  Accept L Compars  Protect | Hiic Resume
SiWord Count | Aloud | Accessisility + ~ N - - B - - Ink~ | Assistant
Proofing Speecn | Accessibiltty changes Compare k| Resume
= R P S T e e S e S

Most of us love food—many of us love food a little too much. Hence the
dangerous rates of morbid obesity in the United States and elsewhere, an
epidemic known as globesity. Those extra pounds generally come fii e
aver-consumption of pop, snack foods, and fast foods. The mass ity
of these so-called junk foods (a phrase that was added to the language uin
1973) is a testament to the food industry’s talent for creating feel-good food.

Our diets may be richer for it, but so too is the English language, which now
boasts many tasty new words and phrases cooked up by food industry
scientists and technologists.

Food companies don't want their customers to be obese, of course, but what
they are dedicated to is increasing stomach share, or the market share within
a food category. They're certainly happy to use marketing technigues to do
this, particularly up-and-down-the-street marketing where they get their
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Most of us love food—many of us love food a little too much. Hence the
dangerous rates of morbid obesity in the United States and elsewhere, an
epidemic known as globesity. Those extra pounds generally come from the
over-consumption of pop, snack foods, and fast foods. The [NEESES
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of these so-called junk foods (a phrase that was added to the language menu in gigantic

1973) is a testament to the food industry's talent for creating feel-good food.

Our diets may be richer for it, but so too is the English language, which now
boasts many tasty new words and phrases cooked up by food industry
scientists and technologists.

Food companies don't want their customers to be obese, of course, but what
they are dedicated to is increasing stomach share, or the market share within
a food category. They're certainly happy to use marketing techniques to do
this, particularly up-and-down-the-street marketing where they get their
product prominently displayed in every mom-and-pop shop and convenience
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= “satiety” Lumm:n( Paragragh Spacing

W) rd fo r Whi Ch yo u want a hardly consuming any calor . Iy
. packaged-food scientists want to avoid triggering sensory-specific
deﬁ n t] on. the brain mechanism that tells you to stop eating when it has become
overwhelmed by big, bold flavors. Instead, the real goals are either passive
N Ote: YO ucan a I.SO se le Ct a WOI’d by overeating, whic.h is the excessiv? eating of fo.ods that are high in fat because
the human body is slow to recognize the caloric content of rich foods, or auto-
do u b |_e- C l_] C k'| n g '|t eating: that is, eating without thinking or without even being hungry. (The
opposite problem is being overhungry, where you're so ravenous that you'll
basically eat anything that's put in front of you.) Either way, if you end up with
a food baby, a distended stomach caused by excessive overeating, you've
made a fast-food executive somewhere very happy.

Word displays the Mini toolbar.

Click Define “word”, where

Sometimes these junk-food machinations backfire and companies end up

WOfd 'iS the term yO u se le Cted battling the cookie aisle problem. This is where consumers shun a particular
. t 1 aisle in the store, such as the one containing the cookies, because there is too
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eating all or most of them once they got home. Of course, with both waistlines

@ The Search task pane appearson [ “"“""‘@search v ><<0

the r-ig ht side of the screen. il of junk-food science is vanishing caloric density, wh e satioy] .
your mouth so quickly that it fools the brain into thinking it's
. . . ey ing any calories at all, so it just keeps snacking. In the proces: Al More ~
G WO rd d1 S p l'ays the main deﬁ nTt] on d scientists want to avoid triggering sensory-specific ,
fOI' th e word, as we u as other Fhanism that tells you to stop eating when it has become satiety +
. . ! by big, bold flavors. Instead, the real goals are either passive [sa'tiadé] <
m fO rmation abo ut the WO I’d. hich is the excessive eating of foods that are high in fat becau:
dy is slow to recognize the caloric content of rich foods, or aut :'"?':’; fnoun)
o You can CHCk Show more k, eating without thinking or without even being hungry. (The et e ot b ot
Y el lem is being overhungry, where you're so ravenous that you' “a mlecule tht seems 15 ?eg..\:té satiety” 0
definitions to see the com p lete hnything that's put in front of you.) Either way, if you end up w Synonyms: satiation, satisfaction, sufficiency, )
. .« ey la distended stomach caused by excessive overeating, you've :P"“""_"“ repletion, fullness, over-fullness, surfeit
list of definitions for the word. bod executive somewhere very happy. ntomys: unger
: ese junk-food machinations backfire and companies end up Show more definitions 4 v
e Whe n yo uare dO ne, Cl'] Ck ){ to lookie aisle problem. This is where consumers shun a particul
Cl,OSE the Sea I’Ch task pa ne. lore, such as the one containing the cookies, because there is to: Sﬂlietv Definition & ':Iea":::m Z‘Emam -Webst...
ey would buy-and-binge, purchasing a bag of Oreos and then satiety: [noun] the quality or state nF;zung v:a or g;urm to
ost of them once they got home. Of course, with both waistlin or beyond capacity : surfeit, fullness.

Was this useful? Yes No Powered by |»Bing

Is there a faster way I can display synonyms?
Yes. Follow these steps:

0 Right-click the word for which you want a _ .
synonym (not shown). e e 5% Trenglate

=1

huge & Synonyms >

r enormous |_:|/ Rewrite Suggestions

. vast @ Link >
e Click Synonyms. ’
. ) gigantic 1 New Comment
To replace the word in your document, click a
[H Thesaurus...

choice in the list that appears.
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Translate Text

You can translate a word from one language to another using language dictionaries installed
on your computer. If you are connected to the Internet, the Translation feature searches the
dictionaries on your computer as well as online dictionaries.

Although the feature is capable of complex translations, it may not grasp the tone or meaning of your
text. You can choose Translate Document from the Translate drop-down menu to send the document
over the Internet for translation, but be aware that Word sends documents as unencrypted HTML files.
If security is an issue, do not choose this route; instead, consider hiring a professional translator.

Translate Text

Translate a WOI'd or Phrase Gl AutoSave H  Document! - Word £ Search (Alt+Q) 0 Paul McFedries 3 ® 5
o Select a Word or phrase to File Home Inzert Draw Design Layout References  Mailings Remewﬂ =2 Comi
translate. iR 3 <G O o B e L &

Read o Trans\ate Language Camments Tradking Accept B Compare  Protect  Hide  Resume
5 Word Count | Aloud | Accessibility ~ B ~ v Ik~ Assistant

. .
e Chck Rev'l ew. Proofing speech Acee, Transiate Selection Changes Compare Ink Resume
G weeepooo 'EF A R WP o o 5 0o

%% Translate the selection with &
. Microsoft Translator

e Click Translate.

0 Click Translate Selection.

5 Translate Document
; Create a translated copy of your
document with Microsoft Translator

Translator Preferences...

He\lo Monsieur Petit-Homme

The Translator task pane appears

with the Selection tab displayed. [F = e er VxJo
O The phrase you selected Selection  Document &
From English (detected) ~ P~

appears here.

e Click the To » and then click the
translation language you want to

use.
. To [French v%

© The translation appears here. &BOW_M
Q Click Insert to replace the

selected word with the M

& Hello x

FEIls, Monsieur Petit-Homme

translation. A Translations of hello
@ When you are done, click X to i e

close the Search task pane.
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Translate a Document

o Open the document you want to
translate.

Q Click the Review tab.
e Click Translate.
O Click Translate Document.

© The Translator task pane appears
with the Document tab displayed.

© Cclick the To w and then click the
translation language you want
to use.

G Click Translate.

Word closes the Translator task
pane and then displays the
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File Home Insert Draw Design Layout References Mailings Review elp = Com|
boe N @uiEE R @ b BT F B
™ ) 3 am| A t ) Y Y Ein|
asaurus Read m Tanslate| Language ~ Comments  Tracking  Accept Campare  Protect | Hiige | Resume
= Ward Count | Aloud | Accessibility - ~ - - - B - - Ink~ | Assistant
Proafing Speech '_‘A((usmlhty F Translate Selection Changes Compare Ink Resume
L o ORI corperaies: “5% Translate the selection with cE ' cs [N, - O

: &Hello, Mr. Petit-Homme:

- Thank you for your letter of January 15. Coincidentally, we are looking

L 1 will be in Paris early next month. | will be in touch to arrange a

@ Autosave B Document! - Word

P Search (Alt+Q) )

Paul McFedries ,3 @ 5

Microsoft Translator

4 [5]g) [remiate Document
_:| Create 2 translated copy of your

document with Microsoft Translator

Translator Preferences..

to open a Paris bureau later this year, so perhaps we can work together
on this project.

meeting with you to discuss this in more detail.

R

&Translator X

Selection Document &

Create a translated copy of this document
with the Microsoft Translator service.

From Auto-detect ~
Hello, Mr. Petit-Homme:

Thank you for your letter of January 15. Coincidentally, we ¢
to open a Paris bureau later this year, so perhaps we can wc
on this project.

I will be in Paris early next month. | will be in touch to arran;
meeting with you to discuss this in more detail.

To [French -o

[] Anways translate to this language

translated document.

Goodbye for now.

Paul McFedries|

The document translation is incorrect. Why did it not work?
Occasionally, the Microsoft Translator service misidentifies the
original language of the document. To ensure that Microsoft
Translator knows the correct original language, follow steps 1
to 4 in the “Translate a Document” subsection to open the
Translator task pane, click the From = (A), and then select
the original language of the document (B).

Translator A

Selection Document @

Create a translated copy of this document
with the Microsoft Translator service.

From |Auto-detect .0

To F Dutch A
[] English = B
_— .
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Track and Review Document Changes

f you share your Word documents with others, you can use the program’s Track Changes feature to

identify the edits others have made, including formatting changes and text additions or deletions. The
Track Changes feature uses different colors for each person’s edits, so you can easily distinguish edits
made by various people. By default, Word displays changes in Simple Markup view, which indicates, in
the left margin, areas that have changes. This section demonstrates how to track and interpret changes.

When you review the document, you decide whether to accept or reject the changes.

Track and Review Document Changes ‘

Turn On Tracking
0 Click Review.

e Click Track Changes to start
monitoring document changes.

e Edit the document.

@ A red vertical bar appears in the
left margin area to indicate that
changes were made to the
corresponding line.

Note: When you open a document
containing tracked changes, Simple
Markup is the default view.

© The displayed value in this
drop-down list tells you the
current markup view.
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KALAMAZOO, Michigan—A group of disgruntled grammarians calling themselves "Mad, We
Are, As Hell" has filed a number of civil lawsuits over the past few weeks. The targets of these
suits are writers, raconteurs, and professional man-in-the-street interviewees who, they claim, are

inveterate violators of the rules of grammar.

- had no discernible effect

The groups spokesperson. Millicent Peevish, Head Shusher at the Kalamazoo District Library,
said the grammarians could no longer sit back and allow "the splitting of blameless infinitives
and the ending of sentences with evil, evil prepositions.” A previous campaign — called Shock
and Appalled — that focused on writing testy letters to the editors of various local publications,
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Review Changes Tt b by w o o L o
. . . . /& Editor AJ) [‘% B =] % By All Markup . E} - Eﬂ & %
0 Click any vertical bar in the left margin. Brers o Gt o i B @ | 2

S Word Count | Aloud  Accessibility Changes~ (] Reviewing Pane v A Ink~

Proofing Speech  Accessibllity Tracking B Changes ink

All vertical bars turn gray, and Word changes : B N RN N
the view to All Markup and displays all '
changes in the document.

&‘Irate Grammarians Will See You in Court,

@ Additions to the text appear underlined and in |- ,
: Mister!
color. :
. KALAMAZOO, Michigan—A group of disgruntled grammarians calling themselves "Mad, We
Are, As Hell" has filed a number of civil lawsuits over the past few weeks. The targets of these

(@ Deleted text appears in color with : i s wies, acomons, and oo o ey lam,ae

fssvetecate unre pentant violators of the rules of grammar.
striketh rOUgh formatti ng. R The group’s spokesperson, Millicent Peevedish, Head Shusher at the Kalamazoo District
: Library. said the, ians could no longer sit back and allow "the spliting of blameless
| infinitives and g of sentences with evil-evil prepositions.” A previous campaign —
called Shock ed — that focused on writing testy letters to the editors of vasious local

Place the insertion point at the beginning of |- calld Shock gl —

the dOCUment. . | One defendant in the lewsuit is the essayist and dry-cleaning eritic Boris Langensborteviich,
7] ‘whom the grammarians describe as a "monster” who "brazenly and redundantly uses ‘the hoi
| polloi’, when any fool with half a brain knows that hof' is the sldancient Greek word for 'the.’

€ Click Next Change (). % D ke e, O G Ol £ S g Vo
. 1 itch is " won't change the way I write but, io be quite honest, these
 Word highlights the first change.

Fle  Home Inset Draw Design Layout References Malings Review View Help 2 Commen
. & Editor ) By Al Ward [; b
@ Click Accept to add the change to the document. | zeen £ [E & B oo NP B o 2k
5 Word Count | Aloud | Accessibility ~ Changes ] Reviewing Pane - * ke
(@ Alternatively, click the Reject and Move to S e o e o T
Next button ([%) to revert the text to its :
original state.
Note: To accept all changes in the document, click | Irate Grammarians Will See You in Court,
w under the Accept button and choose Accept All | Mister!
Changes. KALAMAZOO, Michigan—A group of d calling themselves "Mad, We

Are, As Hell" has filed a number of civil lawsuits over the pasl few weeks. The targets of these
th

- suits are writers, and who, they claim, are
. . N e pentant violators of the rules of grammar.
e Repeat steps 3 and 4 until you have reviewed |- &-—L
. The group's spokesperson, Milliceat Peevedish, Head Shusher at the Kalamazoo District
a I.l. c h anaes | Library, said the srammarians could no longer sit back and allow "the splitting of blameless
g . B | infinitives and the ending of sentences with evil; evil prepositions.” A previous campaign —
B called Shock and Appalled — that focused on writing testy letters to the editors of various local
- publications, had no discernible effect

@ When you complete the review, click Track , ,
| One defendant in the lawsuit is the essayist and dry-cleaning critic Boris Langenshortevitch,

7] ‘whom the grammarians describe as a "monster” who "brazenly and redundantly uses ‘the hoi
Changes to turn the feature off. : | Dot e ot bl it e et o o e

Duh!" Edna Doright, Chief Comma Officer at Seribner's, defended the suit. "Without an

appreciation for ancieat Greek, we as a society are lost.” she said. For his part, Mr.
Can I see who made each change?

is "I won't change the way I write but, to be quite honest, these

1< vooX
Yes. You can use the Reviewing pane. Follow these steps: Click the Revisions
. . . . . ) e |
Review tab on the Ribbon, and then click Reviewing Pane. The RS R
Reviewing pane opens, summarizing the types of edits and showing
each person’s edits. Paul McFedries Deleted
inveterate

Paul McFedries Inserted

unrepentant
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Lock and Unlock Tracking

You can control who can turn tracking on and off using the Lock Tracking feature. This feature
requires a password to turn off tracking. You no longer need to deal with the situation where
you turn on tracking and send out a document for review, and when you get the document back, it
contains no change markings because the reviewer turned the Track Changes feature off.

In the past, you needed to use the Compare Documents feature to determine how the reviewed
document differed from the original. Now, you can lock tracking.

Lock and Unlock Tracking

Lock Tracked Changes

@ 1n the document for which you
want to lock tracked changes,
click Review.

@ Click Track Changes to turn on
tracking.

Click = at the bottom of the
Track Changes button.

0 Click Lock Tracking.

The Lock Tracking dialog box
appears.

e Type a password here.
@ Retype the password here.

@ click OK.

Note: Make sure you remember the
password or you will not be able to
turn off the Track Changes feature.

Word saves the password and

disables the Track Changes button.
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A

Lock Tracking ? X

Prevent other authors from turning off Track Changes.

Enter password (optional): il 0
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Unlock Tracked Changes @ Avoswe @D &

o Open a document with tracked
changes locked.

Irate Grammarians Will See You in Court - Saved - Jal

File Home  Insert Draw Design Layout References  Mailings Review@ Help

. /& Editor A}) D &2 1
e Cl.le ReV'IeW. Thsaurus Read Chff( Language = Comments
@ Click w at the bottom of the 5 Word Count | Blotl | Accessbily ~
Proofing Speech Accessibility B o Eue .
Track Changes button. N B p e
@ Click Lock Tracking. [/, UG pe—
The Unlock Tracking dialog box Unlock Tracking ? %

appears.

gassword: ;;tx;x;lq____ ]

© Type the password.
Cancel
@ click ok. - ok |

Word enables the Track Changes
button so that you can click it
and turn off the Track Changes
feature.

TIP

What happens if I supply the wrong
password? Microsoft Word X
This message box appears. You can retry as
many times as you want. If you cannot
remember the password, you can create a new

version that contains all revisions already ' I The password is incorrect.
accepted, which you can then compare to the m

original to identify changes. Press (£ ]+(] to
select the entire document. Then press
(E17+3 to unselect just the last paragraph
mark in the document. Then press (£00+(%] to
copy the selection. Start a new blank document
and press (2)+(] to paste the selection.
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Combine Reviewers

S

" Changes

uppose that two different people review a document, but they review simultaneously using the
original document. When they each return the reviewed document, you have two versions of the

original document, each containing potentially different changes. Fortunately, you can combine the
documents so that you can work from the combined changes of both reviewers.

When you combine two versions of the same document, Word creates a third file that flags any

discrepancies between the versions u

sing revision marks like you see when you enable the Track

Changes feature. You can then work from the combined document and evaluate each change.

Combine Reviewers’ Changes \

Note: To make your screen as easy to
understand as possible, close all open
documents.

@ Click Review.
Q Click Compare.
e Click Combine.

The Combine Documents dialog
box appears.

@ Click the Open button () for
the first document you want to
combine.

@ Avtosave @ o) [H Document! - Word £ Search (it+q) PaulMcFedries o @ &

The Open dialog box appears.

Navigate to the folder containing
the first file you want to
combine.

@ click the file.
0 Click Open.

@ UN Establishes Vowel Relief Fund 7/28/2014 11:02 AM

> o OneDrive - Perso

File name: |The Pros and Cons of Cloud Computing - Reviewer & |  All Word Documents ~

File Home Insert Draw Design Layout References Mailings Review 1 elp 1 Comments
o< [0 B 3 = p BETH] D G
Thesaurus Read Check Language  Comments | Tracking  Accep) Compare| Protect  Hige  Resume
% Word Count Aloud  Accessibility ~ - - - - = v ~ Inkv | Assistant
Proafing Speech | Accessibility Changes Com
= 5} Compare...
L i =5 T R s . Compare two versions of a
docurnent (legal blackiine).
[Fg Combine...
*T] Combine revisions from multiple
authors into a single document.
EH >
¥ Combine Documents ? X%
Original document R ocument
| i~ ~
Label unmarked changes with: LabeMinmarked changes with:
More »> ok Cancel
ﬂ Open X
« > o~ =] » OneDrive - Personal > Documents > 0 (&) 2 Search Documents
Organize « MNew folder =~ [ o
a Documents # MName Status Date modified
@] The Love of Word [a] 1/9/2020 12:48 PM
Pictures 4
R @The Pros and Cons of Cloud Computing - Reviewer A 0 1/11/2022 5:04 PM
Documents
o @The Pros and Cons of Cloud Computing - Reviewer B [&] 171172022 5:04 PM
Excel Data Anal
- Beeelbeta Ana 03 Trips v. Vacations @ 12/29/2021 2:43 PM
=3 Graphics 3 Troubleshooting Windows Flowchart ) 9/19/2006 2:28 PM
& videos @ Type Sizes [a] 3/7/2005 11:20 AM
> Il Microsoft Word @ Typefaces [&] 3/7/2005 11:36 AM I
[a]
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The Combine Documents dialog Combine Documents 7 %
bOX reappears- Driginal document Bevised document

. . |The Pros and Cons of Cloud Computing - Revi ~ |The Pros and Cons of Cloud Computing - Revi ~ ‘0
e Repeat Steps 4 to 7I Cth]ng Label unmarked changes with: M A - Label unmarked changes with:

the Open button (.-) for the

=
S
second document you want to
More = > Cancel
combine.
[ revisi & Combined Document & Original Document (The Prosand Consc X
evisions
@ You can type a label for “ - s one thing o kess
A 35 revisions s Itis one thing to knew-understand what the basics understand what the basics of
chan ges to each document ofcloud computing =-isborst, including s cloud computingis ll sbout,
KH Inserted definition, characteristics, architectures, and its including s definition,
] it service and models. isti
in these box : |
t €se boxes. Pl McFedries Inserted facts forminform the-backbone of any serious and its service and deployment
., | understanding of the cloud computing phenomenon. models. These fundamental
: However, it'itis quite a different thing to-be-sbleto facts inform the backbone of
0 c h Ck 0 K' KH“DE'M computing only how ! any serious understanding of
I Your business might best implement cloud computing, the cloud computing
. 2ul McFedries Dele but whether the cloud is the right place for your henomenon. However. it is
Word displays four panes. i business s, A
Paul McFedries Deleted o
akm; edries Dele S0, now 4 tme o turn youreur attention to & Revised Document (The Prosand Consa X
M It'is one thing to know what
cloud computing evaluation tools. The next chapter 2
o T h € lEft p ane contains a P":LE;:Z:; ruented takes you through the business case for accepting (or cloud computing is =i about,
o . - 3 including its definition,
sum mary of revisions o e ot rejecting) the cloud based on an examinatien of the
* relative costs of dloud and non-cloud IT characteristics, architectures,
wihat Infrastructures. In this chapter, you get a classic pros- | and its sarvice and daployment
3 Paul McFedries Inserted wersus-cons look at cloud computing. First, | offer up a models. These fundamental
© The center pane contains the e b o e [ orer focs form the backbane of any
o Paul McFedries Deleted the cloud. For balance, | then present an even longer serious understanding of the
resu lt Of com b] nn g bOth is all about list of cloud disacvantages, broken down between cloud computing phanomanon.
private and public clouds (since they'they-are so However, it' s quit a different
documents. Pt s itrent), ting o be bl o evclnte

(@ The top-right pane displays
the document you selected in
step 6.

© The bottom-right pane displays
the document you selected in
step 8.

Two reviewers reviewed the same document, but they forgot to track changes; How do I save the

can I somehow see their changes? combined
Yes. Follow the steps in this section, but, in step 3, click Compare. Word again document?
displays four panes: The summary appears in the left pane; results of comparing the The same way you

two documents appear in the center pane; the document you select in step 6 appears | save any Word
in the top right pane; and the document you select in step 8 appears in the bottom- document; see
right pane. Chapter 2 for details.
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Work with Comments

You can add comments to your documents. For example, when you share a document with other
users, you can use comments to leave feedback about the text without typing directly in the
document, and others can do the same.

To indicate that a comment was added, Word displays a balloon in the right margin near the
commented text. When you review comments, they appear in a block. Your name appears in
comments you add, and you can easily review, reply to, or delete a comment, or, instead of deleting
the comment, you can indicate that you have addressed the comment.

Work with Comments \

Add a Comment
Click or select the text about
which you want to comment.
© Click Review.
e Click New Comment.

@ A comment balloon and block
appear, marking the location of
the comment.

0 Type your comment.

e Click anywhere outside the
comment to continue working.

Review a Comment

o While working in Simple Markup
view, click a comment balloon.

© Word highlights the text
associated with the comment.

© Word displays the Comments
block and the text it contains.

@ To view all comments along the
right side of the document, you
can click Show Comments.

Q Click anywhere outside the
comment to hide the Comments
block and its text.
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 Comments
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Compare  Protect

Compare

Facebook and Twitter status updates,
scan RSS feeds, and, more than anything
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Of course, while they're immersed in
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Check Language  New  Delete Tracking  Accept -
55 Word Count Accessibility = - Comment  ~ [T Show Comments v ~ B
Proafing Speech Accessibility Comments. Changes
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- an iPhone app that turns on the phone’s camera while you compose email. To

take a picture to use as an attachment, right? Oh no, that would be so last year.

The idea, as the app’s name implies, is to let you read or compose messages and

walk at the same time, all the while remaining “safe” because the camera lets you

-0

see what's happening on the other side of your phone.

That someone would even conceive of such an app means that we now live in a

world where people regularly—you might even say compulsively—read and

compose email while walking down the street. But that’s not all people do while
& power-walking to their next appointment. They also text, read Facebook and

Twitter status updates, scan RSS feeds, and, more than anyth Jse, 7
out to their favorite tunes at unhealthily loud volume levels: Comments

Of course, while they’re immersed in their digital worlds, these iPod pe 3 ) betiese s s one ward now.
(or, inevitably, iPodestrians) are also careening through the real world

of their fellow citizens and oblivious to the city’s dangers. They have be

fact, iPod zombies, a digital undead army lurching through the streets.
call it the iPod zombie trance, but it’s a device-agnostic state, since this living
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Reply to a Comment

o While working in Simple Markup
view, click a comment balloon to
display its text.

e Click Reply.

@ Word starts a new comment,
indented under the first
comment.

© Type your reply.

O Click anywhere outside the
comment to continue working.

Delete a Comment

CHAPTER

WORD

Reviewing Documents

your pnone.

That someone would even conceive of
such an app means that we now live in
a world where people regularly—you
might even say compulsively—read
and compose email while walking
down the street. But that's not all
people do whilebowem'alkindto their
next appointment. They also text, read
Facebook and Twitter status updates,
scan RSS feeds, and, more than
anything else, they bliss out to their

o

(1 Ze

Comments "B

Paul McFedries 17 minutes ago

" | beliewe this is ane word now.

Karen Harper A few seconds ago
Good to know, thank you! | fized it|

£ Reply ¥ Resolve

aw  Design Layout References Mailings Review elp
0 Click the comment that you want [ e ’v’; I Cormment
2 Next
Check Delete
to remove. Accessibility ~ &v [ Show Comments <
Accessibility Comments

0 Click Review.
€@ Click Delete.

Note: You can also right-click a
comment and click Delete Comment.

(@ You can delete all comments in
the document by clicking =+ at
the bottom of the Delete button
and then clicking Delete All
Comments in Document.

Word deletes the comment.

down the street. But that’s not all
people do while powerwalking to their
next appointment. They also text, read
Facebook and Twitter status updates,
scan RSS feeds, and, more than
anything else, they bliss out to their

I Comments -~

' SN :

> BB @ o
Tracking Accept o Cornpare | Protect
- - i) . ~

Changes Compare ~

a

Comments v

@ Paul McFedries A few seconds ago
[po pecple {that is, non-geeks) still da this?

£ Reply ¥ Resohve

deleting it?

Can I indicate that I have addressed a comment without

Comments

Yes, you can mark the comment as resolved. Click the
comment to open its comment box, move the mouse [} over
the text of the comment, and then click Resolve (A). Word
fades the comment text to light gray.

Paul McFedries 28 minutes ago
I believe this is one word now.

Karen Hamper 11 minutes ago
Good to know, thank you! | fixed it.

£ Reply ﬂkeg\iaﬂ
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PART III

Excel

Excel is a powerful spreadsheet program. You can use Excel strictly as a
program for manipulating numerical data, or you can use it as a database
program to track and manage large quantities of data. You also can chart
mathematical data and create PivotTables and PivotCharts that summarize
large quantities of data. In this part, you learn how to enter data into
worksheets and tap into the power of Excel’s formulas, functions, and
charting capabilities to analyze data.
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Enter Cell Data

You can enter data into any cell in an Excel worksheet. You can type data directly into the cell,

or you can enter data using the Formula bar. Data can be text, such as row or column labels, or
numbers, which are called values. Values also include formulas. Excel automatically left-aligns text
data in a cell and right-aligns values.

Long text entries appear truncated if you type additional data into adjoining cells. Values too large
to fit in a cell might be represented by a series of pound signs. However, Excel offers features to
help you remedy these situations.

Enter Cell Data

Type into a Cell

@ click the cell into which
you want to enter data.

The cell you clicked is
called the active cell.

It has a thicker border
around it than the other
cells.

@ To magnify your view of
the worksheet, click and
drag the Zoom slider.

© Type your data.

() The data appears both in
the cell and in the
Formula bar.

To store the data in the

cell, press (512] or click
the Enter button (./).

Note: If you press (5., the
cell pointer moves down one
row. If you click the Enter
button (../), the cell pointer
remains in the cell you
clicked in step 1.
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e Type your data‘ File  Home Insert Draw Pagelayout Formulas Data Review \iew Help = Comments.
. Calibri ==_ 2 B & o O
(@ The data appears both in G S==E-|$-%9 | B Cok | Editng &
1 == ® <% -8 7 . .
the Formula bar and in vnde | Copbous 1 srgnment fmber s qas |~

the cell. XA 13«40 .

| F G H J K L M N -

Click the Enter button 1
() or press (1) to 8 |JBT_%
enter the data. =
() To cancel an entry, you 2
can click the Cancel o
button (<) or "
press @' 5 \M @® HE | » i
Edit _

TIP

What if the data that I type is too long to fit in the cell?
For text entries, if the cell to the right is empty, Excel extends your text into that cell; if the cell to the
right is not empty, Excel truncates the display of your text (the text itself remains intact, however).

For numeric and date entries, Excel expands the column to accommodate your entry. If Excel cannot expand the
column, then your entry appears as a series of pound signs (#; again, the actual data in the cell is unaffected).

You can force Excel to display your entry in full by resizing the column; see the later section “Resize
Columns and Rows.” Alternatively, you can activate the Wrap Text feature to increase the cell’s height; see
the later section “Turn On Text Wrapping.”
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Select Cells

T

o edit data or perform mathematical or formatting operations on data in an Excel worksheet, you
must first select the cell or cells that contain that data. For example, you might apply formatting

to data in a single cell or to data in a group, or range, of cells.

To select a single cell, you just click the cell. To select a range of cells, you can use your mouse or
keyboard. Besides selecting cells or ranges of cells, you can also select the data contained in a cell,

as described in the tip.

Select a Range of Cells

o Click the cell representing the upper-
left corner of the range of cells that
you want to select.

@ The cell pointer (¢p) appears as you
move the mouse.

o Click and drag down and to the right
across the cells that you want to
include in the range.
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File
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= Comments

9 Release the mouse button.
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] »
Aversge: 1363111111 Count:9  sum: 12268 B -—— 0%

(© Excel highlights the selected cells
in gray.

@ The Quick Analysis button
(&) appears. See Chapter 10

for details about data analysis
choices.

() To select all the cells in the
worksheet, you can
click here ( ).

You can select multiple

(D o

3 AutoSave B Booki - Excel

File

Home Insert Draw Pagelayout Formulas Data Review View Help

P search (Alt+Q) = o X

PaulMcFedries o @ &
= Comments

noncontiguous cells by pressing
and holding while clicking cells.
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Select a Column or Row
o Position the mouse ([;+) over the
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How do I select data inside a cell?

Click the cell; then click in the Formula bar and drag
over the characters or numbers you want to select.
Alternatively, double-click the cell and drag to
select the data.

Can I use my keyboard to select a range?

Yes. Use the arrow keys to navigate to the first cell
in a range. Next, press and hold (E77) while using
the arrow keys ((2) or (£ and () or () to select the
remaining cells in the range.
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Using AutoFill for Faster Data Entry

You can use Excel’s AutoFill feature to add a data series to your worksheet or to duplicate a single
entry in your worksheet to expedite data entry. You can create numeric series and, using Excel’s
built-in lists of common entries, you can enter text series such as a list containing the months in the

year. You can also create your own custom data lists, as described in the tip.

When you click a cell, a green square called the fill handle appears in the lower-right corner of the
cell; you use the fill handle to create a series.

Using AutoFill for Faster Data Entry

AutoFill a Text Series

o Type the first entry in the text series.

e Click and drag the cell’s fill handle
across or down the number of cells
that you want to fill.

(@ < changes to 4.

If you type an entry that Excel

does not recognize as part of a list,
AutoFill copies the selection to every
cell that you drag over.

e Release the mouse button.

(© AutoFill fills in the text series
and selects the series.

(@ The AutoFill Options button

(%)) may appear, offering
additional options that you can
assign to the data.
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AutoFill a Number Series
o Type the first entry in the
number series.

e In an adjacent cell, type the next
entry in the number series.

e Select both cells.

Note: See the previous section,
“Select Cells,” to learn more.

@ Click and drag the Fill handle
across (if the selected cells are
in a row) or down (if the
selected cells are in a column)
the number of cells that you
want to fill.

() < changes to 4.
e Release the mouse button.

(@ AutofFill fills in the number series
and selects the series.

( The AutoFill Options button

(%)) may appear, offering
additional options that you can
assign to the data.

TIP
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How do I create a custom list?

To add your own custom list to AutoFill’s list library, first create the custom list in your worksheet cells.
Then select the cells containing the list that you want to save. Click the File tab and then click Options.
In the Options dialog box, click the Advanced tab. In the General section, click the Edit Custom Lists
button. In the Custom Lists dialog box, click Import. Excel adds your list to the Custom Lists box. The
entries in the list appear in the List Entries box. Click OK to close the Custom Lists dialog box. Click OK
again to close the Options dialog box.
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Turn On Text Wrapping

y default, long lines of text appear on one line in an Excel table. If you type additional data into
adjoining cells, long lines of text appear truncated, but the text itself is not affected. If you
select the cell and look at the Formula bar, you see all the text.

You can display all the text in a cell by resizing the column width (see the section “Resize Columns
and Rows,” later in this chapter). Alternatively, you can wrap text within the cell so that some text
appears on the next line. When you wrap text, Excel maintains column width and increases row
height to accommodate the number of lines that wrap.

Turn On Text Wrapping
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CHAPTER

Center Data Across Columns

You can center data across a range of selected cells in your worksheet. You can use Excel’s Merge
and Center command to quickly merge and center a title above multiple columns.

Click = beside the Merge and Center button (E]) for additional options. Merge Across merges each
selected row of cells into a larger cell. Merge Cells merges selected cells in multiple rows and columns
into a single cell. Unmerge Cells splits a cell into multiple cells.

Center Data Across Columns
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Adjust Cell Alignment

By default, Excel automatically aligns text to the left and numbers to the right of a cell. It also
vertically aligns all data to sit at the bottom of the cell. If you want, however, you can change
the horizontal and vertical alignment of data within cells — for example, you can center data
vertically and horizontally within a cell to improve the appearance of your worksheet data.

Besides controlling the alignment of data within a cell, you can also indent data and change its
orientation in a cell.

Adjust Cell Alignment
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Ready Count: 3 BB B -——+ 0%

132



Set Vertical Alignment

o Select the cells that you want to
format.

e Click Home.
e Click an alignment button:

Click the Top Align button
(=) to align data to the top.

Click the Middle Align button
(=) to align data in the middle.

Click the Bottom Align button

(=) to align data to the bottom.

Excel applies the alignment to
your cells.

(© This example aligns the data to
the middle of the cell.
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How do I indent cell data?

To indent data, click Home and
then click the Increase Indent
button (5=). To decrease an
indent, click the Decrease
Indent button (==).

Can I change the orientation of data in a cell?

Yes. For example, you might angle column labels to make them easier
to distinguish from one another. To do so, select the cells you want to
change, click Home, click -« next to the Orientation button (#~), and
click an orientation. Excel applies the orientation to the data in the
selected cell or cells.
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Change the Font and Size

You can change the font or font size for any cell or range in your worksheet. For example, you
can make the worksheet title larger than the rest of the data, or you might resize the font for
the entire worksheet to make the data easier to read. You can apply multiple formats to a cell or
range — for example, you can change both the font and the font size.

If you particularly like the result of applying a series of formatting options to a cell, you can copy
the formatting and apply it to other cells in your worksheet.

Change the Font and Size

Change the FOI’It @ Autosove @) EE  First Quarter Unit Sales « Saved ~ P paulMcedies o @ & - 0O X

o Sel.ect the Cel.l. or range for Which Home I:;Efl Draw  Page Layout Furmu\asE] Datab Review  View Helpm O Comments
L] [Calibri ) = ¥ General ) Conditional Formatting ~ =] o (@)
you want to change fonts. @ ?'13 [ p—— Eho B Format o o~ o | g Ae
. i Amasis MT Pro [ Us & 15 el styles - - T
o chck Home. Undo Clipboard & Amasis MIT Pro Black > Number ~ Styles Analysis
A hd | Amasis MT Pro Light [} v
e Click the Font . —— 5 Amasis MT Pro Medium [ E J B 5 L I
1 B First Quarter Angsana New <@
@ You can use [~] and [~] to scroll Sagges U -
. izmos Aparaite v
through all the available fonts. S Wi | 8] sk @
© Arial
. . 7
You can also begin typing a font 5 Artal Black 4
h f B Arial Narrow
name to choose a font. © Avial Nova -
12 Avinl e Pond -~ El*:’ -

o Click a font. sheett | ® = S

Ready ] O - ——a——+ 1%
o Excel apphes the font. @ Avtosove @FD) B2 First Quarter Unit Sales + Saved ~ P PauMcedies i ® & - 0O X
File ~ Heme Insert Draw Page layout Formulas Data Review View Help = Comments
) . % mialgeck -1 - =[E]= General - [E Conditional Formatting > i) fe) "j
A~ -~ - = = N
¢ pae B BT U~A A SE=ES $-% 9 Bromashhe Cells  Ediing  Analyze
- 4 . o A == e @ -8 B Cell Styles ~ - - Data
Undo Clipboard = Font IF% Alignment & Number IF} Styles Analysis e
Al v ~/ Jx  FirstQuarter Unit Sales v
| A B | ¢ | o EF G H o K L M N a
5 First Quarter Unit Sales l
2 January February  March
3 |Gadgets 1340 1335 1345
4 |Gizmos 1349 1363 137
5 |widgets 1365 1388 1403
6
7
8
9
10
1
12 .
Sheet1 [©] H] >
Ready i:i] - ————+ 100%

134



EXCEL CHAPTER

Building Spreadsheets

Change the Font Size
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Can I apply multiple formatting options at the
same time?

Yes. The Format Cells dialog box enables you to
apply a new font, size, or any other basic
formatting options to selected data. Click Home
and then click the dialog box launcher ([%) in the
Font group.

How can I copy cell formatting?

Select the cell or range that contains the formatting
you want to copy. Click Home and then click the
Format Painter button (<) in the Clipboard group.
Click and drag over the cells to which you want to
apply the formatting and release the mouse button to
copy the formatting.
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Change Number Formats

You can use number formatting to control the appearance of numerical data in your worksheet. For
example, if you have a column of prices, you can format the data as numbers with dollar signs and
decimal points. If prices listed are in a currency other than dollars, you can indicate that as well.

Excel offers several different number categories, or styles, to choose from. These include Currency
styles, Accounting styles, Date styles, Time styles, Percentage styles, and more. You can apply
number formatting to single cells, ranges, columns, rows, or an entire worksheet.

Change Number Formats

o Select the cell, range, or data
that you want to format.

© click Home.
e Click the Number Format = .
e Click a number format.

Excel applies the number format
to the data.

@ You can click the Accounting
Number Format button (§) to
quickly apply dollar signs to your
data. Click the button’s = to
specify a different currency
symbol, such as Euro.

(© You can click the Percent Style
button (%) to quickly apply
percent signs to your data.

@ You can click the Comma Style
button (9) to quickly display
commas in your number data.

( You can click the dialog box
launcher (%) in the Number
group to open the Format Cells
dialog box and display additional
number-formatting options.
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Increase or Decrease Decimals

CHAPTER

You can control the number of decimal places that appear in numbers using the Increase Decimal
and Decrease Decimal buttons. You may want to increase the number of decimal places shown in a
cell if your worksheet contains data that must be precise to be accurate, as with worksheets containing
scientific data. If the data in your worksheet is less precise or does not measure fractions of items, you
might reduce the number of decimal places shown to two decimal places or no decimal places.

Increase or Decrease Decimals

o Select the cell or range for
which you want to adjust
the number of decimal places
displayed.

© Click Home.
e Click a decimal button:

You can click the Increase
Decimal button (%) to increase
the number of decimal places
displayed.

You can click the Decrease
Decimal button (-f5) to
decrease the number of decimal
places displayed.

Excel adjusts the number of
decimals that appear in the cell
or cells.

@ In this example, the Decrease
Decimal button (-f) was clicked
twice to display no decimal
places.
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Add Cell Borders and Shading

By default, Excel displays gridlines separating each cell to help you enter data, but the gridlines
do not print (also by default). You can print gridlines or hide them from view.

Alternatively, you can add printable borders to selected worksheet cells to help define the contents
or more clearly separate the data from surrounding cells. You can add borders to all four sides of a
cell or to just one, two, or three sides. You also can apply shading to help set apart different data.

Add Cell Borders and Shading

Add Quick Borders

o Select the cell or range around which you
want to place a border.

e Click Home.
@ Click w beside the Borders button ().

@ To apply the current border selection
shown on the button, click the Borders
button (&

o Click a border style.

() Excel assigns the borders to the cell or
range.
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Can I turn worksheet gridlines on and off?
Yes. Printing gridlines makes worksheet data easier to read on paper. Headings
On the other hand, you might want to turn off gridlines on-screen
during a presentation. To control the appearance of gridlines, click View
the Page Layout tab. In the Sheet Options group, under Gridlines,
deselect View (A) to hide gridlines on-screen ([v] changes to []). [:] Print
Select Print (B) to print gridlines (] changes to [v]).
Sheet Options M
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Format Data with Styles

You can apply preset formatting designs to your worksheet data using styles. You can apply cell
styles to individual cells or ranges of cells, or table styles to a range of worksheet data. When you
apply a table style, Excel converts the range into a table. Tables help you manage and analyze data
independent of other data in the worksheet. For example, beside each column heading in a table, an
AutoFilter = appears that you can use to show only certain information in the table.

You can also apply a theme — a predesigned set of formatting attributes — to a worksheet. See the
tip at the end of this section for more details.

Format Data with Styles
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How do I apply a theme? Fle  Home Insert Draw Page layout Fo

You can use themes to create a similar appearance among all the
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Apply Conditional Formatting

ou can use Excel’s Conditional Formatting tool to apply certain formatting attributes, such as bold

text or a fill color, to a cell when the value of that cell meets a required condition. For example,
if your worksheet tracks weekly sales, you might set up Excel’s Conditional Formatting tool to alert
you if a sales figure falls below what is required for you to break even.

Besides using preset conditions, you can also create your own. To help you distinguish the degree to
which various cells meet your conditional rules, you can also use color scales and data bars.

Apply Conditional Formatting

Apply d COI'I diti Onal. Ru le @ AutoSave [ Product Defe..  Saving.. = P search (Att+0) PalMcFedries o ¥ & - ;

o Select the ce“. or range to WhiCh > Home \;:erl Draw Page layout Formulas Data  Review v’w Helpﬁ . GCommems
.. . Calibri ST Per Insert ~ Jol @)
you want to apply conditional S g@m, BIu- AR s, £ R LBt | aing Ae
formatting C S e[ A EEP. w4 B oamcammie> gy
. Undo Clipboard 1y Font il Alignment 1] HNuj L s
. 16Rx 1C o Jo  =D3/e3 EEII s Inpmmm' 0
o Cl.le Home. A B 3 o E F G | ﬁgan&n > EEHEW%,.
2 Workgroup Group Leader Defects Units % Defective
: sp: : 3 A Hammond 2 969|  0.8% B colorsaes > Hf) eottom 101tems..
9 Click Conditional Formatting. S vammon 4 sl =)
. . . 5 C Hammond 14 1,625 0.9% ] Konsers > Bottom 10%..
@ Click Highlight Cells Rules or | o vemmoa 3 10:3| oo - -
7 E Hammond 14 767 1.8% - Above Average...
Top/Bottom Rules. s F Hammond 10 1,023 1.0% B3 Gearfiutes >
g G Hammond 21 1,256 1.7% T Manage Ruies Below Average..
3 10 H Hammond 8 781 1.0%
This example uses Top/Bottom 5 - oo B @ sore s
Rules. 12 M Bolter 8 1,021 0.8%
13 N Bolter 6 812 0.7%
. 14 (e} Bolter 11 977 1.1%
o Click the type of rule that you B poker 5 1182 04%
16 Q Bolter 7 961 0.7%
want to Cl’eate. 17 R Bolter 12 689 1.7%
18 T Bolter 19 1,308 1.5%
19
A rule dialog box appears. a = ™ P g
. File Home  Insert Draw  Page Layout Formulas Data Review View Hel = Comments
@ Specify the values that you want O [y 4 o EOr B | pocems )| Mooy~ | S - o @
to assign for the condition. | ol e =H-|$-%) i B | sose
- Hy o~ A~ = a4 G0 58 I Cell Styles ~ fi] Format ~ - ata
. Undo Clipboard I Font w Alignment ] Number ] Styles Cells Analysis
0 Cth OK. 16R x 1C ~| Jx  =D3/E3
A B C D E F G H | 1 K L M
o If the value of a selected cell 2| Workgroup Group Leader Defects Units _% Defective
.. . 3 A Hammond 8 969 0.8%
meets the condition, Excel applies |:| &  Hammona 4 s1s| 05w
e . 5 C Hammond 14 1,625 0.9%
the conditional formatting. B - o 2
7 E Hammeond Top 10 ltems ? X
o) F Hammond 10 Format cells that rank in the TOP:
5 G Hammond 21 s B win [vantRea Fitwin Dare Rea e
10 H Hammond 7
1 L Bolter ST =T )
12 M Bolter | | r | I
13 N Bolter
14 o] Bolter
15 P Bolter
16 Q Bolter
7 R Bolter
18 T Bolter
19
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Apply Data Bars

utosave @D (2 ProductDefe.. - Saved = P search (Alt+Q) PaulMcFedres o @ & — :
o Select the ce“. or range that 5 Home Insert Draw Pagelsyout Formulas Data Review View Help © Comments
. .. v Calibri ~1a . N fEll Conditional Formatting ~ | 8 Inset ~ 0
contains the conditional @ ?D - 8 1u-K&w s~ % [ g 5 5 Eodte | tying AE
. 3~ g . & . (_U qﬂg Highlight Cells Rules Hj ormat - Dta
formatt.l n g . Undo Clipboard & Font F] Alignment ] Number 1F] FC!\I; Analysis
o = Al Top/Bottom Rules >
e Click Home. I . = & | ot
2 Wnrkgraup Group Leader Defects Units % Defective @ e ia EE! i%i
6 Click Conditional Formatting. s A Hammond | 8 | 99  0.8% e
4 B Hammond 4 815 0.5% &E
s d | 14 |1625 0.9% Jeom Sets >
@ Click Data Bars. e o vammons (WM oxx ' —
7 E Hammond | 14 || 767] 1.8% EMW”&' ] EEE
1 1 1 8 F Hammond 10 1,023  1.0% Clear Rules e
e Click a data bar fill option. ol L emmond RO i S E B
10 H Hammend 8 1.0% More Rules...
(© You can apply a color scale or an 5 R Boter | 7 [T 0.6%
: : : : 12 M Bolter 8 1,021 0.8%
icon set instead by clicking Color ol W o | e a2 o
Scales or Icon Sets. ul o Bolter | 11 | 977 11%
15| P Bolter 5 1,182 0.4%
16| Q Bolter 7 961 0.7%
17| R Bolter 12 [ 689 17%
18| T Bolter 19 1,308 1.5%
19
@ Excel applies the data bars to the @ Ao @D B rotctode, ssmng - | P serrch ) ramceis G © 5 -

selection. Longer data bars

File

Home Insert Draw  Page Layout Formulas  Data Review View Help

‘

& Comments

represent higher Val.ues .in your 9. fﬁ Calibrilight  ~ Ifi : = General [l Conditional Formatting | B Inset v 0
) IS p'm [B‘ @ I U~ KA E] «~  $~9% 9 [BFomatasTable~ B Delete ~ | Eiing snilyze
selection. P E B casyie (o Das
Undo Clipboard & Font ] Alignment IF] Number & Styles. Cells Analysis
Bl v " Jr  product Defects
A B £ D E F G H 1 J K L= M
1| |Product befects
2 | Workgroup T Group Leader Defects Units % Defective
3 A Hammond 8 969 0.8%
4 B Hammond [| 4 815  0.5%
s [« Hammond [ 14 1,625 0.9%
6 D Hammond [l 3 1,453  0.2%
7 E Hammond [ 14 767 1.8%
s F Haggmend [ 10 1,023  1.0%
g G HM 1,256 1.7%
10 H Hammond [ |8 781  1.0%
1 L Bolter |7 1,109 0.6%
12 M Boter []8 1,021  08%
1 N Boler [l 6 812 07%
14 0 Boter 11 977 11%
13 P Boter ] 5 1,18  04%
16 a Bolter )7 %1  07%
17 R Boter 12 689  1.7%
18 T Boter A9 | 1,308  1.5%

How do I create a new rule for conditional
formatting?

Click Home, click the Conditional Formatting
button, and then click New Rule to open the New
Formatting Rule dialog box. Here, you define the
condition of the rule as well as what formatting you
want to apply when the condition is met.

How do I remove conditional formatting from a
cell?

Select the range that contains the formatting you
want to remove, click Home, click the Conditional
Formatting button, and then click Manage Rules.
Next, click the rule you want to remove, click
Delete Rule, and then click OK.
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Insert Rows and Columns

ou can insert rows and columns into your worksheets to include more data. For example, you may
have typed product names in the rows of a worksheet that shows product sales over a period of
time, but you forgot to include a particular product. Now you need to insert a new row so that you

can add the product and its sales.

You are not limited to inserting new rows and columns one at a time; if need be, you can insert
multiple new rows and columns simultaneously.

Insert Rows and Columns

Insert a Row

o Click the number of the row that
should appear below the new row
you want to insert.

© Click Home.
€@ Click Insert.

You can also right-click a row
number and click Insert.

() Excel inserts a row.

© The Insert Options button (|-¥))
appears, and you can click it to
view a list of options that you can
assign to the new row.
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@ Avosave @) [ First Quarter Unit Sales - Upload Pending =
Home Insert Draw Page layout Formulas Data

ol Paul McFedries 3 @

Review View Help

9 . I«jj X Calibri 1w General [El Conditional Fon H Insert ~
Cr pe B~ BT U~ AN $ ~ % 9 | [ FormatasTable~ 57 Delete ~
~ B v A < 0 [ Cell Styles - [ Format ~
Undo Clipboard [ Font N Alignment E] MNumber N Styles Cells
A6 v o
A | 8 | ¢ | o | E 3 G H 1 J K L
1
7 First Quarter Unit Sales
3 January February March
4 Gadgets 1,340 1335 1,345
5 Gizmos 1,349 1,363 1,379
&'ﬁ ‘Widgets | 1,365 1,389 1,403
7
8
9

E Aucsave &

First Quarter Unit Sales » Saved ~

0o Paul McFedries 3 @

File Home Insert Draw Page Layout Formulas Data Review View Help
L~ I«jj A Calibri L1 === 2 General [E] Conditional Formatting > EH Insert ~
< Paste M~ B I U~ A A = = $ v % 9 [ romatas Table~ BE Delete ~
- He b A = E e w8 98 [ Cell Styles ~ i Format ~
Undo | Clipboard Font ] Alignment © Number ® Styles Cells
AG v o fx
A | B | c | b E F G H J K L
1
. First Quarter Unit Sales
3 January February March
4 Gadgets 1,340 1,335 1,345
5 Gizmos 1,349 1,363 1,379
2 L. [ | | \ \
7 |+ Wwidgets 1,365 1,389 1,403
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Insert a COlumn @ Autosave @) [ Product Defects - Upload Pending + £ Paul McFedries g ¥
CliCk the letter Of the column Home Insert Draw  Page Layout Formulas  Data  Review View Help A
that should appear to the nght D E'Iil X Calibri v v === 8 | Geneal - mCond\tmnalFom&EInsam -

fth n l mn ntt ¢ b - BT U A A ~ % - % 9 HHromatasTable~ T Delete ~
0 € new colu you wa 0 - g e v A = 3 (B 8 [ Cell Styles ~ il Format ~
insert‘ Undo Clipboard Fant [ Alignment [ Number [ Styles Cells
. D1 v S fx
o Click Home. A B & D E 3 G H J K L
. 1| Product Defects
e CI-]Ck Insert' 2| Workgroup Group Leader | Defects | Units % Defective
. . 3 | A Hammond 8 969 0.8%
You can also right-click a column  |.| & Hammond | 4 | 815  0.5%
heading and click Insert. 5 | < Hammond |14 1,625  0.9%
5 | D Hammond 3 1,453 0.2%
7] E Hammond 14 767 1.8%
8 F Hammond 10 1,023 1.0%
o EXCGI. 'InsertS a COl.Umn. 3 AutoSave B Product Defe... = Saving.. * £ search (alt+Q) Paul McFedries \3 @
oThe Insert Options button File ~ Home Insert Draw Pagelayout Formulas Data Review View Help r
. £~ X Calibri 14 . === General ~  [El Conditional Formatting ~ Bl Insert ~
(%) appears when youinserta | 77 [f L 0% 00 C_ 8 G 0 Eeeire S
column; click it to view a list of s mea-aA- ==m. g8 155 el syles - {5 Format -
OptiOl’]S that you Can apply to the Undo Clipboard ] Font F] Alignment 1M1 MNumber [ Styles Cells
new column. Di B o @ - i E F G H | J K
1| Product Defects cd @
2 | Workgroup  Group Leader Defects Units % Defective
3 | A Hammond 8 969 0.8%
4| B Hammond 4 815 0.5%
5 | C Hammond 14 1,625 0.9%
6 | D Hammond 3 1,453 0.2%
7| E Hammond 14 767 1.8%
i F Hammond 10 1,023 1.0%
How can I insert multiple columns and What options appear when I click the Insert Options
rows? button?
First, select two or more columns or rows in For a new row, you can select Format Same As Above,
the worksheet; then click Home and then Format Same As Below, or Clear Formatting () changes
Insert. Excel adds the same number of new to ©@). For a new column, you can select Format Same
columns or rows as the number you As Left, Format Same As Right, or Clear Formatting
originally selected. (O changes to ©).
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Resize Columns and Rows

numeric value that is too large to fit into its cell might appear as pound signs (#). A text entry
that is too long for its cell will appear truncated if the cell to the right contains data. To display
longer numeric or text entries fully, you can increase the width of the column.

Similarly, some tall cell entries might appear cut off on the top and/or bottom if the row is not high
enough. To see the full cell entry, you can increase the height of the row.

Resize Columns and Rows

o Position the mouse ([;+) on the
right edge of the column letter
or the bottom edge of the row
number that you want to resize.

The mouse ([3) changes to «»
(for a column) or to 4 (for a
row).

o Click and drag the edge to the
desired size (not shown).

@ A solid line marks the new edge

of the column or row as you drag.

(© Excel displays the new column
width or row height.

e Release the mouse button.

© Excel resizes the column or row,
and previously truncated values
now appear.

() You can also select a column or
row, click the Format button, and
from the menu that appears,
click AutoFit Column Width or
AutoFit Row Height to resize the

column or row to fit existing text.
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6 D Hammond 3 it 0.2%
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10| H Hammond 8 781 1.0%
1 L Bolter 7| #a 0.6%
12 M Bolter 8 |#m|  0.8%
13 N Bolter 6 (812 0.7%
14 o] Bolter 1 | 977 1.1%
15 P Bolter 5 | # 0.4% v
Product Defects | (3 e »
Ready Average: 1046.75  Count 17 Sum: 16748 i:i) -t 100%

@ Aviosove @D B Product Defects - Saving... ~ £ ruMcredies o ¥ & - 0O X
Fle Home Inset Draw Pagelamyout Fomuls Data Review View Help T Comments
9. fij X Calibri Ju v = =(=]® ceenl -« ECondionsFomatngs | Bt + D
¢ pte B BT U~ AN =[5 « $ % 9 [HromatasTabler Foelete « s
- e v A == w58 i Cell Styles ~ @Fnrmat"%
Undo Clipboard = Font & Alignment 5] Humber & Styles Cells ~
El ~ | f Width: 7.43 (57 pixels) h
A B c D E o+ G H J K L M a
1| Product Defects
2 Workgroup Group Leader Defects | Units | % Defective
El A Hammond 8 969 0.8%
4| B Hammond 4 815 0
5 C Hammond 14 1,625 ﬂ
6 D Hammond 3 1,453 0.
7 E Hammond 14 767 1.8%
8 F Hammond 10 1,023 1.0%
9| G Hammond 21 | 1,256 1.7%
10| H Hammond 8 781 1.0%
1 L Bolter 7 1,109 0.6%
12 M Bolter 8 1,021 0.8%
13 N Bolter 6 812 0.7%
14 (8] Bolter 11 977 1.1%
15 P Bolter 5 11.182] 0.4% v
Product Defects | (@ « »
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Freeze Column and Row Titles OnXScreen

In a worksheet that contains more information than will fit on one screen, you can freeze one or
more columns and/or rows to keep information in those columns and rows on-screen, regardless
of where you place the cell pointer. Freezing the top row or the leftmost column of your worksheet is
very useful when the column or row contains headings or titles.

Freezing columns and rows affects only on-screen work; it does not affect printing.

Freeze Column and Row Titles On-Screen

o To freeze one or more rows, select
a cell below the rows you want to
freeze.

To freeze one or more columns,
select a cell to the right of the
columns you want to freeze.

Note: To freeze both a column and a
row, click the cell to the right of the
column and below the row that you
want visible on-screen at all times.

© Click View.
0 Click Freeze Panes.
O Click Freeze Panes.

Alternatively, you can skip step 1
and choose either Freeze Top
Row or Freeze First Column.

This example freezes the top
two rows.

Excel freezes the areas you
identified.

Scroll down (for rows) or to the
right (for columns).

@ The frozen rows or columns
remain on-screen.

(© The scrolled data changes.

@ To unlock the columns and rows,
click View, click Freeze Panes,
and then click Unfreeze Panes.

0,- Product Inventory
2 Product Name Category

& rvosee @D B

File  Home Insert Draw Pagelayout Formulas Data Review View

Product Inventory - Saved ~

Sheet View Workbook Views 2

A3 i S chai
A B c 2)

1 Product Inventory

£

Defeult - @ @ B Page Layout Ca O\ I._I?i %
[ o i= | [Noma|Pagebresk o o Show  Zoom 160G L S Amngel i

peves : 3
ool a

PaulMcredrics oy @ & - O X

& Comments
NewWindew B 08 El

Switch  Macros

Ereeze Panes

Keep rows and celumns visible while the rest of

the worksheet scrolls (based on current selection). ~
Freeze Top Row

Keep the top row visible while scrolling through

the rest of the worksheet,

=

2 Product Name Category On Hold OnHand U 4 Freeze First Column i
‘HChai Beverages 25 25 ot ren ot hemoehect

4 Syrup Confections 0 50 $7.50 5$10.00 5375.00

5 Cajun Seasoning Confections 0 ) 5$16.50 $22.00 50.00

6 Olive Oil Condiments 0 15 $16.01 $21.35  $240.19

7 Boysenberry Spread Condiments 0 0 518.75 525.00 50.00

& Dried Pears Fruits 4] 0 $22.50 $30.00 $0.00

e Curry Sauce Sauces/Soups 0 0 $30.00 $40.00 $0.00

10 Walnuts Produce 0 40 517.44 $23.25  5697.50

11 | Fruit Cocktail Produce 0 0 $29.25 $39.00 $0.00

12 Chocolate Biscuits Mix  Confections 0 0 $6.90 $9.20 $0.00

12 Marmalade Condiments 0 4] $60.75 $81.00 $0.00

14 Scones Grains/Cereals 0 0 $7.50 $10.00 50.00

15 Beer Beverages 23 23 $10.50 $14.00  $241.50 .
Inventory @ »

Ready EJ B M - ——a— 100

@ Avosve @D BB Product Inventory « Saved + P raiMdeis o ® & - O x

Default

Y E @ B Page Layout =

—  MNormal Page Bresk

A B c )

File ~ Home Insert Draw Pagelayout Formulas Data  Review View Help

Q I.—E ﬁ I NewWindow [ | 0O

B Atrange Al B ©

Show  Zeem 100% Zoomts

B oot =]

doe P ElCotomtios setor (B O
Sheetview Workbook Views Zoar

A3 v S cnai

& Commants

Switch  Macros
o Windows > -
Unireeze Panes Bl
Unlock all rows and columns to scroll

through the entire worksheet. ¥

Freeze Top Row H -
% » R
EEE Keep the top row visible while scrolling

through the rest of the worksheet.

On Hold OnHand U % Freeze First Column
&-&1 Long Grain Rice Grains/Cereals 0 60 & ::;T.f:;x;s::,”.::,‘::{':f.::‘fmshm
22 Gnocchi Pasta 110 120 $28.50 $38.00 §3,420.00
23 Ravioli Pasta 0 80 $14.63 $19.50 §1,170.00
24| Hot Pepper Sauce Condiments 0 40 $15.79 $21.05  $631.50
25 Tomato Sauce Sauces/Soups 0 80 $12.75 $17.00 $1,020.00
26 Mazzarella Dairy 0 0 $26.10 534.80 50.00
27 | Almonds Produce 0 0 $7.50 $10.00 $0.00
28 Mustard Condiments 0 60 $9.75 $13.00  $585.00
29 | Dried Plums Produce 20 20 $3.00 $3.50 $60.00
20 Green Tea Beverages 75 125 $2.00 $2.99 $250.00
31| Granola Grains/Cereals 0 0 52.00 54.00 50.00
32 |Potato Chips Confections 0 0 50.50 51.80 $0.00
33 | Brownie Mix Confections 0 0 $9.00 $12.49 $0.00 .
Inventory @ H »
Ready E3 i) O - ——— 100%

147



Name a Range

You can assign a distinctive name to a cell or to a range in a worksheet. Assigning these so-called
range names to cells and ranges can help you more easily identify their contents. You can also
use range names in formulas, which can help you decipher a formula. (Formulas are discussed in
Chapter 11.) Note that each name you assign must be unique in the workbook. When it comes to
naming ranges, you must follow a few other rules, as discussed in the tip at the end of this section.

Assign a Range Name a
o Select the cells comprising the range

=)
iz

file  Home Insert Draw Page layout Formulas

Name
Manager B Creste from Selection

3 &
& Comments

iew  View  Help

. Define Name ~ EL, Trace Precedents Vi

< Usein Formula ~ 5 Trace Dependents A ~
epes
[ Remove Arrows ~ ()
Formula Auditing

Defined Names

F G H | j] K L M N a

ﬁ 3. AutoSum  ~ [@ Logical » B
that you want to name. o Breeyeds Bwae O-
Function [E Financial » [E Date & Time~ [ ~
. Function Library
© Click Formulas. B e
. . A B C D | E
€ Click Define Name.
First Quarter Unit Sales

The New Name dialog box opens.

Note: Excel suggests a name using a label
near the selected range. If you like the
suggested name, skip step 4. 10

e Type a name for the selected i
range in the Name field.

Ready

Widgets 1,365 1,389 1,403

-
2

3 January February March
4 ‘h 1340 1335 13a5]
5 os 1,349 1363 1,379

3

7

8

Sheet ®

New Name ? X

Workbook gl

Comment: a

Name:

Scope:

Average: 1,340 Count:3  Sum: 4,020

@ You can add a comment or note about
the range here. For example, you might indicate
what data the range contains.

© click oK.
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Excel assigns the name to the @ i @D B Foxumon ottt P mwee® ® 2 - o x
P Bl o Ore Pranicro Pomin oo b v e Er—
cells. o m...-vm‘ Q- | (R Pt - By en s 1T B ow
. iy = T o L S B pama O tsnFamias "\.al-mw L Cakulaton.
© When you select the range, its i =il W= oy a0 I
name appears in the Name box. o’“‘“ Zrla v R F

A | o CSENSERNSNWEN ¢ & | W | v | b | K L | W N 2

v
.

Arenge M5 Cowt) Wmazw B M St W

Select a Named Range [P YR —— > mws® ® 2 - o x
fie  Meme Ien Dew  Pagelsew formla Data Redew View el TN - - ]
Click the Name . Tusim : Dioguir @ | (1 Pomm v | Babemimsien B
o .‘f; B mecertty st~ [ et~ a- ,.,G_:i T Ve in Fermmala ~ T ace Dependerts & - E C*E,;_;
Foction @ houncet~ [ DmenTmes (v Menpw B Cnotabumintion [ Removednpun - (B} Wilow  Optons-

e Click the name of the range of cells you want

to select. &"“ﬂ

e " ' ] : L M N A

wagens 15 1w Las

it s
hesty B = : : E ®m - — ve;
@ Excel selects the cells in the range. @ i @D B Ottt - ? mwac® ¢ 2 - 0 x
fie  Meme set Draw  Pagelsest fomedis Oats  Reiew View el = emmenss [EENES)
M Taeactum « [0 agpent= @a- 4 e tiams + L. ]
Note: You can use the Name Manager to mak? changes E e i @ | Bl | | B A
to your range names. Click Formulas; then click the i Il Kool ot Sl el
Name Manager button. You can edit existing range i b T T e e e T T

names, change the cells referenced by a range, or
remove ranges to which you no longer need names
assigned in the worksheet.

13 b
Shaot! @ | ———————

ety BB dvwage 130 Cove) Somacw B B B -——p—— wm

What are the rules for naming ranges?

Besides being unique in the workbook, each name can be no more than 255 characters. You can use uppercase
and lowercase letters in a range name, but Excel ignores case — sales and SALES are the same name. The first
character must be a letter, an underscore (_), or a backslash (\). You cannot use spaces in a range name;
instead, substitute the underscore or the dash. You cannot name a range using cell references such as Al or
$F$6, nor can you name a range using either the uppercase or lowercase forms of the letters C and R.
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Clear or Delete Cells

You can clear the formatting applied to a cell, the contents of the cell, any comments you

assigned to the cell, any hyperlink formatting in the cell, or all these elements. Clearing a cell is
useful when you want to return the cell to its original state in Excel and you do not want to remove
all of the applied formatting manually.

You can also delete rows or columns of data. When you delete rows or columns, Excel adjusts the remaining
cells in your worksheet, shifting them up or to the left to fill any gap in the worksheet structure.

Clear or Delete Cells

Clear Cells

o Select the cell or range
containing the data or formatting
that you want to remove.

o Click Home.
€@ Click the Clear button ().

O Choose an option to identify
what you want to clear.

This example clears formats.

() Excel clears the cell using the
option you selected in step 4.

In this example, Excel clears the
formatting but retains the cell
data.
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Delete ROWS Or COlumnS @ Auoswve @I [ Product Defe.. - Saving... ~ P search (Alt+Q) Paul McFedries .3 ® F - a X
ch’ck the nun,]ber of the Yow or Home Insert Draw  Page Layout Fomlulas Data  Review View Help = Comments
9. an X Catibri v = =(Z)# ceea - [ElCondtionalForgsge - Emset - 3 v dv~
the letter of the column that you ¢ e s s ks SEZE- $-% 0 @u$&:n - m- e
¥ B f-A- =E® %8 -~ S P
want to delete. 0 P - e A N ¥ e | Py |«
. F1L Vo [ '3 v
This example deletes a column. s ‘ ot ) e e
1| Product Defects
o Cljck Home 2| Workgroup Group Leader Defects Units | Verified?| % Defective
- 3 A Hammond 8 960  Yes| 08%
. 4 8 Hammond 4 815 Yes 0.5%
e Click Delete. 5| c Hammond 14 1625  Yes| 0.9%
3 D Hammond 3 1,453 Yes 0.2%
3 3 7 E Hammond 14 767 Yes 1.8%
You can also right-click a row T tammed 10 1009 ves| 1ox
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and moves remaining data up or tO Fle  Home Insed Draw Pagelayout Formulss Data Review View Help = Comments
. : . - = X CalibriLight 18 ~ = EE] ) General ~ [l Conditional Formatting ~ B nsert ~ v hwe
the left to fill the resulting gap in o | Dy @i an Eocm | 5% | e i =
the worksheet structure. | S Eeg-a- =gy BA B B @~ .
B1 v o Fmductneled? ~
) 3 3 s H J K L M N e

A (] [+
1 | Product Pefects

2| Workgroup Group Leader Defects Units % Defective
3| A Hammond 8 969 0.8%
4 B Hammond 4 815 0.5%
5 C Hammond 14 1,625 0.9%
3 D Hammond 3 1,453 0.2%
7 E Hammond 14 767 1.8%
8 F Hammond 10 1,023 1.0%
9| G Hammond 21 1,256 1.7%
10 H Hammond 8 781 1.0%
1| L Bolter 7 1,109 0.6%
12 ™M Bolter 8 1,021 0.8%
13 N Balter 6 812 0.7%
14 ] Baolter 11 977 1.1%
15 P Bolter 5 1,182 0.4%

What is the difference between Clear Formats and Clear Contents?

Clear Formats removes just the formatting of a cell or range and leaves the contents of the cell or range.
You retain the data and can reformat the cell or range; this command is most useful when you have applied
several different formats and do not like the results. In a sense, Clear Formats lets you start over. Clear
Contents, on the other hand, deletes the data in the cell but retains the cell’s formatting. In this case, you
can enter new data and it displays the same formatting as the data you cleared.
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Add a Worksheet

y default, when you create a new blank workbook in Excel, it contains one worksheet, which is

often all you need. In some cases, however, your workbook might require additional worksheets.
For example, if your workbook contains data about products your company sells, you might want to
add worksheets related to the product data, such as calculations, data analysis, charts, or PivotTables.

When you add a new worksheet, Excel gives it a default name. To help you better keep track of your
data, you can rename your new worksheet. For more information, see the next section, “Rename a
Worksheet.”

Add a Worksheet

o Click the New Sheet button (@) @ avosve @D [ Product Inventory - Saved - P rumdeais @ ® & - 0 x
. . File  Home Inset Draw Pagelayout Formulas Data Review View Help = Comments
@ You can also right-click a oo R —
ﬁ‘] X Calibri Light ~ ~ 18~ General ~  [El Conditional Formatting~  EH Insert ~ o
> y - - N
worksheet tab, click Insert to ¢l pa B (B u-A s § % 9 MfomstaTae- T~ Eaiing s
. . - 3 Biv &« A = - <8 98 G2 Cell Styles ~ [ Format ~ ¥ Data
Open the Insert d]alog box, cl.]ck Unda Clipboard & Font & Alignment ] Number B Styles Cells Analysis ~
Worksheet, and then click OK. = L £l okt oy -
A B C D E F G H 1 -
1 |Product Inventory_‘
2 |Product Name Category On Hold OnHand UnitCost ListPrice Value
2 |Chai Beverages 25 25 $13.50 $18.00 $337.50
4 |Syrup Confections 0 50 $7.50 $10.00  $375.00
5 |Cajun Seasoning Confections 0 0 $16.50 $22.00 $0.00
& |Olive Oil Condiments 0 15 $16.01 $21.35 $240.19
7 |Boysenberry Spread Condiments 1] 0 $18.75 $25.00 $0.00
& |Dried Pears Fruits 0 0 $2250  $30.00 $0.00
o |Curry Sauce Sauces/Soups 0 0 $30.00 $40.00 $0.00
10 | Walnuts Produce 0 40 $17.44 $23.25 $697.50
11 | Fruit Cocktail Produce 0 0 $29.25 $39.00 50.00
12 olate Biscuits Mix  Confggtions 0 0 $6.90 $9.20 $0.00 -
Sheet1 [C] | >
Ready i1 —— it 0%
(@ Excel adds a new blank worksheet [ g e @D B rooimemy. . - P rumsws @ ® & - 0O x
and gives it a default worksheet Fle Home fset Drow Pagelajout Formias Data Redem View Help % Comments
name. 5] f’lj s Calibri B P General ~| | [l Conditional Formatting~ = BB Insert ~ o @2
@ Paste v B I U~ A A ~  § - % 9 [ FomatasTable~ FDelete ~  giting Analyze
-~ ¥ Hiv & A~ == P 0 48 i Cell Styles ~ [ Format ~ M Data
Undo | Clipboard & Font & Alignment B Number T Styles Cells Analysis |
Al v i fe v
A B C D E F G H 4 K L M N (e} -
[
2
3
4
s
5
7
8
9
10
n
12
13
14
15
= v
sheeti | Sheet2 0 « >
Ready E5 B —————+ 1%
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Rename a Worksheet 10

hen you create a new workbook, Excel assigns the default name Sheet1 to the worksheet.

Likewise, Excel assigns default names (Sheet2, Sheet3, and so on) to each worksheet you add
to an existing workbook. To help you identify their content, you can change the names of your Excel
worksheets to something more descriptive. For example, if your workbook contains four worksheets,
each detailing a different sales quarter, then you can give each worksheet a unique name, such as
Quarter 1, Quarter 2, and so on.

Rename a Worksheet

o Double-click the worksheet tab @ Avtosave @D [ Product Inventory - Saved £ rulMfic g ® 4 - 0O X
that you want to rename. file Home Insert Draw Pagelayout Formulas Data Review View Help = Comments
. ] E‘n X Gloilight  ~ 18~ = =[=] =] = o | @
() Excel opens the name for editing ¢ el Bru-Ax SET=E- 5-%0 @ £ catirg &
. . -4 v~ A == 8 5% %] iz} -
and highlights the current name. B | hsmert 5l eme w s o |
Al ~ |3 Jx | Productinventory v
© You can also right-click the . ) c 0 c ; . W
. 1 [Product Inventory
WorkSheet name and Cth 2 |Product Name Category On Hold OnHand UnitCost  ListPrice  Value I
Rename- 3 |Chai Beverages 25 25 $13.50 $18.00 $337.50
4 [Syrup Confections 0 50 57.50 $10.00 $375.00
s |Cajun Seasoning Confections 0 0 $16.50 $22.00 $0.00
& |Olive Oil Condiments 0 15 $16.01 §21.35 $240.19
7 |Boysenberry Spread Condiments 0 0 $18.75 $25.00 $0.00
s |Dried Pears Fruits 0 0 $22.50 $30.00 $0.00
o |Curry Sauce Sauces/Soups 0 0 $30.00 $40.00 $0.00
10 | Walnuts Produce 0 a0 $17.44 $23.25 $697.50
11 | Fruit Cocktail Produce 0 0 $29.25 $39.00 $0.00
12 Dlat_e Biscuits Mi; onfections 0 0 $6.90 $9.20 $0.00 .
M ® ] >
Ready ! e
o Type a new name for the @ Avtosave @D [ Product Inventory - Saved ~ £ rulMfuic @ ® 4 - 0O x
worksheet. B R O CROED D Om DGR G  Comments
5] s Coibiilight  ~ 18~ = =[Z]® &l = 0 @)
Note: Worksheet names must be @ E'"] b Biu-[Axr S==B- §-%2 @ = Eating &
> ¥ | HEY 2 A == L] 7] = N L
1 to 31 characters long, must be unto | Cipbosns B o gt 5 rmsw s U
unique in the workbook, and cannot w vJEX ]| productinventary -
A B = D E F G H 1 -
contain any of the following : [Product Inventory] ' '
Characters. / \ 2 k% . [ or ] 2 |Product Name Category On Hold OnHand UnitCost ListPrice Value
. T . 3 |Chai Beverages 25 25 $13.50  $18.00  $337.50
4 |Syrup Confections 0 50 $7.50 $10.00  $375.00
e Press m 5 |Cajun Seasoning Confections 0 0 $1650  $22.00 $0.00
& |Olive Oil Condiments 0 15 $16.01 $21.35 $240.19
3 7 |Boysenberry Spread Condiments 0 0 $18.75 $25.00 $0.00
Excel aSS]QnS the new WorkSheet & |Dried Pears Fruits 0 0 $22.50 $30.00 $0.00
name. a |Curry Sauce Sauces/Soups 0 0 $30.00 $40.00 $0.00
10 |Walnuts Produce 0 40 $17.44 $23.25 $697.50
11 | Fruit Cocktail Produce 0 0 $29.25 $39.00 $0.00
12 | Chocolate Biscuits Mix fections 0 0 $6.90 $9.20 $0.00 =
Inventory| ] »
Ready FE®
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Change Page Setup Options

You can change worksheet settings related to page orientation, margins, and more. For example,
suppose that you want to print a worksheet that has a few more columns than will fit on a page
in Portrait orientation. (Portrait orientation accommodates fewer columns but more rows on the
page and is the default page orientation that Excel assigns.) You can change the orientation of the
worksheet to Landscape, which accommodates more columns but fewer rows on a page.

You can also use Excel’s page setup settings to insert page breaks and set margins to control the
placement of data on a printed page.

Change Page Setup Options

Change the Page Orientation
@ Cclick the Page Layout tab.

e Click Orientation.
e Click Portrait or Landscape.

Note: Portrait is the default
orientation.

@ Vertical and horizontal (not
shown) dotted lines identify page
breaks that Excel inserts after
you change the orientation at
least once.

0 Excel applies the new orientation.

This example applies Landscape.

() Excel moves the page break
indicators based on the new
orientation.

@ You can click the Margins button
to set up page margins.
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@ Avoseve @D B

Product Inventory » Saved

File  Home ms&PageLayuul Formulas Data Review View Help

»

PaulMcFedries o @ &

& conmens

o X

I Colors ~ ﬂ» Ebj [E [%] # g ﬁ;@u} ?W\dth‘ Automatic - | Gridiines | Headings [
Themes 12 Fonts s S Print Bresks Backgiound Print | LLIHeight Automatic ~ | [ View | & View Anange
[@ eftects - v Mmoo v Ttles | [X]scale 100% O print | CJ print
Themes D b & Scale to Fit & SheetOptions
A1 v i antory v
| A [J Lendscape o F | G H [
1 |Product Inventory, ﬂ
2 |Product Name Category On Hold On Hand EUnit t  ListPrice Value
2 |Chai Beverages 25 25 $13.50 $18.00 $337.50
4 |Syrup Confections 0 50 $7.50 $10.00  $375.00
5 |Cajun Seasoning Confections 0 o! $16.50 $22.00 $0.00
& |Olive Oil Condiments 0 15! $16.01 $21.35 $240.19
7 |Boysenberry Spread Condiments 1] 0‘ $18.75 $25.00 $0.00
& |Dried Pears Fruits 0 0 $2250  $30.00 $0.00
o |Curry Sauce Sauces/Soups 0 0 $30.00  $40.00 $0.00
10 | Walnuts Produce 0 40! $17.44 $23.25 $697.50
11 | Fruit Cocktail Produce 0 0} $29.25 $39.00 50.00
12 |Chocolate Biscuits Mix  Confections 0 0 $6.90 $9.20 $0.00 -
| inventory | Sheetz [C] ] >
Ready & i) -—— 0%
@ Avtosave @XD [ Product Inventory - Saving... - £ puiMcedis g @ & - 0O X
File Home Insert Draw Page Layout Formulas Data Review View Help = Comments

B c 1 coREE®

Margins Odintation  Sze vm Breaks Background  Print

Titles

Fage Setup

&

S Width: Avtomatic ~
{THeight: Automatic

i Seale:

100%
Scale toFit

c D E
On Hold OnHand  Unit Cost

25 25 $13.50

0 50 $7.50

0 0 $16.50

0 15 $16.01

0 0 518.75

0 0 $22.50

0 0 $30.00

0 40 $17.44

0 0 $29.25

0 0 $6.90

@ eftects -
Themes
A1 v i Jfe  Productinventory
A B
1| Product Inventory|
2 |Product Name Category
3 |Chai Beverages
4 |Syrup Confections
5 |Cajun Seasoning Confections
6 |Olive Oil Condiments
7 |Boysenberry Spread Condiments
& |Dried Pears Fruits
g |Curry Sauce Sauces/Soups
10 |Walnuts Produce
11| Fruit Cocktail Produce
12 |Chocolate Biscuits Mix ~ Confections
Inventory | Sheet2 O]
Reagy [

«

Gidiines | Headings T,

[ view | [ View Mange

O print | O Print

G Sheet Options ] ~
F G | H 1
List Price  Value 1

$18.00  $337.50)

$10.00  $375.00

$22.00 50.00

$21.35  $240.19

$25.00 $0.00

$30.00 $0.00/

$40.00 50.00!

$23.25  $697.50

$39.00 $0.00
$9.20 $0.00

>
1] M ————+ 100%

v




Insert a Page Break

o Select a cell in the row above
which you want to insert a page
break.

e Click the Page Layout tah.
6 Click Breaks.
@ Click Insert Page Break.

Themes (2] Fonts ~ Print |Breaks| Background prnt | LLIHeighe Automatic | B View | EView | arrange
v [ effects ~ v N - & Tiles | Gscale  100% C Oernt | [ Print -
Themes & Insert Page Break scaleto Fit & shestOptons 1 -
A10 v i Sl walnut Remove Page Break v
A B Reset &ll Page Breaks E | E < H &
1 |Product Inventory
2 |Product Name Category On Hold OnHand UnitCost ListPrice  Value
3 |Chai Beverages 25 25 $13.50 $18.00  $337.50
4 |Syrup Confections 0 50 $7.50 $10.00  $375.00
5 |Cajun Seasoning Confections 1] 0 $16.50 $22.00 $0.00
6 |Olive Oil Condiments 0 15 $16.01 52135  $240.19
7 Boysenberry Spread Condiments 0 0 $18.75 $25.00 $0.00
s |Dried Pears Fruits 0 0 $22.50  $30.00 $0.00
9 |Curry Sauce Sauces/Soups 0 0 $30.00 $40.00 $0.00
‘Malnuts Produce o] 40 517.44 $23.25 $697.50
11 Fruit Cocktail Produce 0 0 $29.25 $39.00 50.00
12 Chocolate Biscuits Mix ~ Confections 0 0 56.90 5$9.20 SG.Oﬂi o
| Inventory | Sheet2 | (@ § |« — = : 3
Ready B M =T —< s
Avtosave @) BE Product Invertory - Saving... + P rumcuis g ¥ & - 0O x

() Excel inserts a solid line representing
a user-inserted page break.
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@ avosee @D B

File  Home Ins

. E Colors ~

Paul McFedries .3 ® & - 0o X

2 Comments

Product Inventory » Saved = il

Page Layout Formulas Data  Review View Help

Tlwidth Automatic ~  Gridiines | Headings T3,

~ D Effects - - - v Amav > Tiles  [R]Scaler | 100% T Oeent O print
Themes Fage Setup 5 Scale to Fit 5 sheetOptions  fw e
A10 vl S e walnuts v
A 8 < ] 3 F G | a
1 | Product Inventory
2 |Product Name Category On Hold OnHand Unit Cost  ListPrice  Value
3 |Chai Beverages 25 25 $13.50 $18.00  $337.50
4 |Syrup Confections 0 50 $7.50 $10.00 5375.00§
5 Cajun Seasoning Confections 0 (4] $16.50 $22.00 $0.00
5 |Olive Qil Condiments 0 15 $16.01  $21.35  $240.19
7 Boysenberry Spread Condiments 0 0 $18.75 $25.00 $0.00
4 | Dried Pears Fruits 0 0 $22.50 $30.00 $0.00!
2 Curry Sauce Sauces/Soups 0 0 $30.00  $40.00 $0.00!
10{Walnuts lproduce 0 40 517.44  $23.25 5691501
11 | Fruit Cocktail Produce 0 0 $29.25 $39.00 $0.00!
12 |Chocolate Biscuits Mix  Confections 0 0 $6.90 $9.20 5:).[){)3l T
| Inventory | Sheet2 | ® g i o — = >

File Home Insert Draw Pagelzyou( Formulas  Data Review View Help

B colors ~

Themes 2] Fonts

= conmens

Clwidih: Automatic ~ | Gridlines Headings | T3,

- . ) )
Margins Orientation Sz Print Bresks Background Print oL Height [Automatic EView  EView | ayange

Ready B i f -———— 0%

How do I print just part of a worksheet?
To print only a part of a worksheet,
select the cells that you want to print,
click the Page Layout tab on the
Ribbon, click the Print Area button, and
then click Set Print Area. Then print as
usual.

Can I set different margins for different pages that I print?
Yes. Excel assigns the same margins to all pages of a
worksheet. If you need different margins for different sections
that you plan to print, place each section for which you need
different margins on separate worksheets. Then, for each
worksheet, click Page Layout, click Margins, and set the
margin you want.
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Move or Copy Worksheets

ou can move or copy a worksheet to a new location within the same workbook or to an entirely
different workbook. For example, moving a worksheet is helpful if you insert a new worksheet and
the worksheet tab names appear out of order.

Besides moving worksheets, you can also copy them. Copying a worksheet is helpful when you plan
to make major changes to the worksheet and you want a backup copy. Or you might want to copy a
worksheet if you need a new worksheet that uses much of the same structure or data as an existing

worksheet.
Move or Copy Worksheets
o If yOU pl.al'l to move or COpy @ Actosave @) 1 Product Inventory  Last Modfied: Th ago = P M 3 ® & - 0O X
a worksheet to a different Home nsert Draw agelayou Formiss Data Revew View Help & Comments
kb k h h 9 L‘ X Calibrilight ~ 18~ ¥ General ~ [ Conditional Formatting~ B Insert + jel
WOrkbpoo ’ open t e Ot er ¢ 0 @~ Iu- A A v $ v % 9 [FHromatasTable FDekete = giging AWE
workbook g H-lo- A BE By T
M Undo Clipboard Fort & Number S Styles Cell Size. sis v
. Al v Jfx| Productinventory 130 RowHeight. ¥
e Click the tab of the worksheet . . . . . - U -
1 [Product Inventory| [ Column Width...
you Want to move or COpy to 2 |Product Name -Catsgory On Hold OnHand UnitCost  List Price iule\(:::r:nW\dlh
make it the active worksheet 3 |Chai Beverages 25 25 $1350  $1800 oo
* 4 |Syrup Confections 0 50 §7.50 $10.00 7
. 5 Cajun S{ soning Confections 0 0 $16.50 $22.00 Vsl
e Click Home. & |Olive O Condiments 0 15 $1601  $2135  Heemlhde O
7 Boyse Spread Condiments 0 0 $18.75 $25,00 Orgenize Sheets
. & | Dried Fruits 0 0 $22.50 .00 | EF Rename Sheet
e Cl.le FOI’mat. a |Curry Sauces/Soups 0 0 5$30.00 &’ ;mﬂ,s:ﬂwghm___
10| Walnuts Produce 0 40 $17.44 725 Tob Color N
3 Fruit Cocktail Prod 0 0 $29.25 $39.00
© Click Move or Copy Sheet. e e o R h e
. . 13| Marmalade Condiments 0 0 $60.75  $8100 BB Eetectshes ‘
@ You can also right-click the .WM,@ ® L :
. = [E] Format Cells... L oo
worksheet tab and then click = S
Move or Copy. Move or Copy ? X
Move selected sheets
. To book:
The Move or Copy dialog box appears. =
G Py 9 PP | Product Inventory.xlsx w m
@ You can click the To book -~ to select a Before sheet:
destination workbook. Inventory
(6 _Eee
0 Click the worksheet before which you want the (move to end)
moved or copied worksheet to appear.
@ You can copy a worksheet by selecting Create a
copy ([_] changes to [v]).
M Create a copy
© click ok.
Excel moves or copies the worksheet to the new Cancel
location.
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Delete a Worksheet

CHAPTER

10

ou can delete a worksheet that you no longer need. For example, you might delete a worksheet
that contains outdated data or information about a product that your company no longer sells.

When you delete a worksheet, Excel prompts you to confirm the deletion unless the worksheet is
blank, in which case it deletes the worksheet immediately. When you delete a worksheet, Excel
permanently removes it from the workbook and displays the worksheet to the right of the one you
deleted unless you deleted the last worksheet. In that case, Excel displays the worksheet to the left

of the one you deleted.

Delete a Worksheet

o Click the tab of the worksheet
you want to delete.

e Click Home.
e Click the Delete “.~.
O Click Delete Sheet.

@ You can also right-click the
worksheet tab and then click
Delete.

If the worksheet is blank, Excel
deletes it immediately.

If the worksheet contains any
data, Excel prompts you to confirm
the deletion.

e Click Delete.

Excel deletes the worksheet.

@ Ao @D B

Home Insert Draw Pagelayout Formulas Data Review View Help

PulMcrediies o ® L& - O X

& conmans

Product Inventery « Saved = pel

“ X CalibriLight  ~ 18 ~ = General ~  [Ef Conditional Farmatting + EH Insert ~ Q i
. P L’.
G poe B I U~ AR $ v 9% 9  [FEFormatasTablev 5 3 aiyae
- 8 HEe O A~ 0 5 B Cell Styles ~ B Delete Cells.. 3
Undo  Clipboard 15 Font B Algnment  § Number S Styles s | ¥
2% Delete Shest Rows
AL v Jx | Product Inventory WY Dete Sheet Columns ~

A B T D E a

EE Delete Sheet
1 |Product Inventory|
2 Product Name Category On Hold OnHand UnitCost  ListPrice  Value
3 Chai Beverages 25 25 $13.50 $18.00 $337.50
4 Syrup Confections 0 50 $7.50 $10.00 $375.00
5 Cajun Seasoning Confections 0 0 516.50 $22.00 $0.00
6 Olive Oil Condiments 0 15 $16.01 $21.35  $240.19
7 Boysenberry Spread Condiments 0 0 $18.75 $25.00 $0.00
& Dried Pears Fruits 0 0 $22.50 $30.00 $0.00
o Curry Sauce Sauces/Soups 0 0 $30.00 $40.00 $0.00
10 Walnuts Produce 0 40 §17.44 $§23.25 $697.50
11 Fruit Cocktail Produce 0 0 $29.25 $39.00 $0.00
1z Chocolate Biscuits Mix  Confections 0 0 $6.90 $9.20 $0.00
13 Marmalade Condiments 0 0 $60.75 $81.00 $0.00

o v
w@ i e »

Ready @ [H B F -— &+ 100

Microsoft Excel X

Microsoft Excel will permanently delete this sheet. Do you want to continue?

5

AN

Cancel
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Find and Replace Data

You can search for information in your worksheet and replace it with other information. For
example, suppose that you want to change the product category Confections to Sweets. You

can search for Confections and replace each occurrence with Sweets. Be aware that Excel finds all
occurrences of information as you search and replace it, so be careful when replacing all occurrences
at once. You can search and then skip occurrences that you do not want to replace.

You can search the entire worksheet or you can limit the search to a range of cells that you select

before you begin the search.

Find and Replace Data

@ Cclick the Home tab.
@ Click Find & Select.
9 Click Replace.

@ To only search for information,
click Find instead.

Excel displays the Replace tab of
the Find and Replace dialog box.

0 Use the Find What text box to type
the text that you want to find and
replace.
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@ Avoswe @XD [ Product invent.. - Saved + £ search at+Q)
Home Insert Draw Pagelayout Formulas Data Review View Help

Paul McFedries 8 ® £ - @ .

& Comments

L] <n X Calibri v . fo) General ~  [E] Conditional Formatting~  FH Insert ~ > - /C)
Q Paste m~ B I U~ A& E- $-9% 9 [HromatasTable~ F Delete 2
4 Helde A~ % 8 7 Cell Styles~ [ Earmst - WPE ~  [Select~
B4 v Jfx | confections & EQP‘H!—-Q
A 8 G D E F G = GoTo..

1 | Product Inventory G0 To Special..

2 |Product Name Category On Hold OnHand UnitCost List Price  Value Eommules

3 |Chai Beverages 25 25 $13.50 $18.00  $337. ng

2 [Syrup Confections I 0 50 $7.50 $10.00 $375.( ;mdmwamrmm“
5 | Cajun Seasoning Confections 0 0 $16.50 $22.00 SO.0 o
6 |Olive Oil Condiments 0 15 $16.01  $21.35 5240 Constants

7 berry Spread Condi 0 0 $18.75 $25.00 $0.1 Data Yalidation

¢ |Dried Pears Fruits 0 0 $22.50  $30.00 SO Iy Select Obiects

9 | Curry Sauce Sauces/Soups 0 0 $30.00 $40.00 $0.1 & selection Pane..
10| Walnuts Produce 0 40 517.44 $23.25  $697.50
11| Fruit Cocktail Produce 0 0 $29.25 $39.00 $0.00
12 |Chocolate Biscuits Mix ~ Confections 0 0 $6.90 $9.20 $0.00
13 |Marmalade Condiments 0 0 $60.75 $81.00 $0.00 -
= Inventory | sheetz | : @ - e . - - >
Ready [ El B [ -——F——+ 0%

Find and Replace

Find Replace
Find what: Confections 4- No Format Set
Replace with: ﬂ | No Format Set I
Within: | Sheet v | [0 Match case

— [:] Match entire cell contents
Search: | By Rows V‘
Look in: |Formulas v

Replace All Replace Find All

Find Next

? X

-

Format...

-

Format...

Options <<

Close
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e Use the Replace With text box to Find and Replace o X
type the text that you want Excel
to use to replace the text you Find  Replace
typed in step 4. |
Find what: Confections v | | No Format Set | Format... -
Click Find Next. —
0 Replace with: Sweets| 0 ﬂ] No Format Set Format... ~
© Excel finds the first occurrence of | Within: | Sheet v 8 L
Match entire cell contents
the text. Search: | By Rows v | =
0 Click Replace. Lookin: |Formulas v | Options <<
Excel replaces the information _ :
in the cell and finds the next Replace All Replace Find All Find Next (P Close
occurrence.
a & 3 &
e Repeat step 7 as needed. Fe Home mset Ouw agelmo Formuas Dam Reiew View Hep  Comments
. L fﬂ Calibri General ~|  [El Conditional Formatting~ &8 Insert ~ ~ A?
@ If you find an occurrence that ¢ pEE o § 0% 9 Mremuunbie- S - - o (?&

. B -8 [ Cell Styles ~ [l Format~ & v Filter~ Select~
you do not want to replace, click Undo | Clipbond 15 5 b & soes cens caiting
Find Next instead. = o .

A B C [>] E F G H -
. . 1 |Product Inventory
0 YOU can Cl]Ck Replace Au Tf _\IOU do 2 |Product Name Category On Hold OnHand UnitCost List Price  Value
not want to review each occurrence | I::?t:p Bovesges e e so
before Excel replaces 'it. 5 gTiunOSTasoning Eon;ecﬂens Fing  Replace g?g
& |Olive Oi ondiments Findwhat: | Confectiond | [Woromstset | rormse. - D
. 7 Boysenberry Spread Condiments Replace with: | Sweets | [WoFormatset | Fomat.. «
Excel. d1SplayS a message e |Dried Pears Fruits | witgn: [sheet =] O Maten case
3 3 9 Curry Sauce Sauces/Soups carde [orrows < | 3 Mateh entire cell contents
when it cannot find any more oy el ) G L
occurrences. 11 |Fruit Cocktail Produce 2 e
12 Chocolate Biscuits Mix  Confections Repiacesl [ Beplace |  Fmoan | [[Enanem | | ciose
. 13 |Marmalade Condiments
0 Click OK (not shown) and then — o
click Close. BB @ - o

Where can I find detailed search options?

Click the Options button in the Find and Replace
dialog box. For example, you can search the entire
workbook or the selected worksheet, search just rows
or columns, and more. You can also search for specific
formatting or special characters using Format options.

How can I search for and delete data?

In the Find and Replace dialog box, type the text
you want to delete in the Find what box; leave
the Replace with box empty. When you click
Replace, Excel looks for the data and deletes it
without adding new data to the worksheet.
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Create a Table

You can create a table from any rectangular range of related data in a worksheet. A table is a

collection of related information. Table rows — called records — contain information about one
element, and table columns divide the element into fields. In a table containing name and address
information, a record would contain all the information about one person, and all first names, last
names, addresses, and so on would appear in separate columns.

When you create a table, Excel identifies the information in the range as a table and simultaneously
formats the table and adds AutoFilter arrows to each column.

Create a Table

o Set up a range in a worksheet

@ Auosove @D [ Productinvent.. - Saved + P Search (Alt+Q) PuiMcedis o ¥ & - 0O X
that COnta'l ns s1mi l_ar ]nformat'lon fle Home Insert Draw Pagelsyowt Formulas Data  Review View Help = Comments
D . X Calibri “u e = General v EConditional Formatting>  Ellinsert ~ T v iv e
for each row. O e e T - % 3 Drememe. Sooee - | @ O-
- v o A 8 9 [ Cell Styles ~ i Format~ | &~
o ch‘ck anywhere ]'n the range Und Clipboard & Font [ Alignment R Number R Styles Cells Editing v
.
A2 ~ fr chai v
A 8 € D E F G H 1 a
1 | Product Name Category On Hold OnHand UnitCost  ListPrice Value
&E hai |Beverages 25 25 $13.50 $18.00 $337.50
3 Syrup Confections 0 50 $7.50 $10.00 5$375.00
4 | Cajun Seasoning Confections 0 0 $16.50  $22.00 $0.00
s | Olive Qil Condiments 0 15 $16.01 $21.35  $240.19
& Boysenberry Spread Condiments 0 0 $18.75 $25.00 $0.00
7 | Dried Pears Fruits 0 0 $22.50 $30.00 $0.00
s Curry Sauce Sauces/Soups 0 0 530.00 $40.00 50.00
s |Walnuts Produce 0 40 517.44 §23.25 $697.50
10 Fruit Cocktail Produce 0 0 529.25 $39.00 $0.00
11| Chocolate Biscuits Mix  Confections 0 0 $6.90 $9.20 $0.00
12| Marmalade Condiments 0 0 $60.75 $81.00 $0.00
13| Scones Grains/Cereals 0 0 $7.50 $10.00 $0.00
2o B cainc annn éaancn v
Inventory @ e »
Ready i 0 - ——p——+ 100
e CI-]Ck Insert. @ Avosve @I [ Productinvent.. - Saved - P search A+ ) PulMcedis o ¥ & - 0O X
Fil 3 Insert Draw Page layout Formulas Data Review View Help = Comments

O Click Table.

160

G Ed)e b UV eR s o
PivorToble Recommended Tobie  udWWE  Add  Recommended 0 ° WY BB gy prgchan  ap | BEComn | EPTmeline
FivotTables - ins Chats @) |- v v Mapv | ¥ WinfLos v
Tables Charts & Tours Sparkiines Fitters Links ~

A2 ~ fe chai v

A ] c D 3 F G H a
1 Product Name Category On Hold OnHand UnitCost  ListPrice  Value
2 |Chai |Beverages 25 25 $13.50 $18.00 $337.50
3 Syrup Confections 0 50 $7.50 $10.00 5$375.00
4 Cajun Seasoning Confections 0 0 $16550  $22.00 $0.00
s Olive Qil Condiments 0 15 $16.01 $21.35 $240.19
& Boysenberry Spread Condiments 0 0 $18.75 $25.00 $0.00
7 Dried Pears Fruits 0 0 $22.50 $30.00 $0.00
& Curry Sauce Sauces/Soups 0 0 5$30.00 $40.00 50.00
s Walnuts Produce 0 40 $17.44 §23.25 $697.50
10 Fruit Cocktail Produce 0 0 $29.25 $39.00 $0.00
11 Chocolate Biscuits Mix  Confections 0 0 $6.90 $9.20 $0.00
12 Marmalade Condiments 0 0 $60.75 $81.00 $0.00
13 Scones Grains/Cereals 0 0 57.50 $10.00 50.00

B B 10k o ¢amicn v

Inventary @ i < = »

Ready i M - ———+ 100%




The Create Table dialog box
appears, displaying a suggested
range for the table.

@ You can click My table has
headers ([v] changes to []) if
labels for each column do not
appear in the first row of the
range.

© You can click the Range
selector button (2 ) to select
a new range for the table
boundaries by dragging in the
worksheet.

© click ok.

Excel creates a table and
applies a table style to it.

@ The Table Design contextual
tab appears on the Ribbon.

() = appears in each column
header.

@ Excel assigns the table a
generic name.

Worksheet Ba51cs

CHA

|

EXCEL

PTER

0

Create Table

Where is the data for your table?

| SAS1:5G546

+40

M My table has headers

Cancel

@ Adcsae () 2

Fle  Home Insert Draw Pagelayout Formulas Data Review View Help

Table Name:

Tablet

4 Resize Table
Properties

Preduct Invent...

& Convert to Range

[i.7] Summarize with PivotTable  [&=51

Remove Duplicates

Taols

- Saved -

Insert
Slicer

£ Search (Alt+Q)

Bk

Export Refresh B

fu) Banded Rows

External Table Data

Header Row
(O Total Row

PulMcredies o @ 4 - O X

= Comments

Table Design
[ First Column Filter Button

O Last Column

[ Banded Columns

Table Style Options

=

Quick
Styles ~

Table Styles ~

A2 ~|:  fx| Chai
A B c D 3 F G I

1 _ -] [~ | a -] [~ | 4 :’
2 |Chai Beverages 25 25 $13.50 $18.00 $337.50

2 Syrup Confections 0 50 $7.50 $10.00 $375.00

4 Cajun Seasoning Confections (4] 0 $16.50  $22.00 $0.00

s Olive Oil Condiments 0 15 $16.01 $21.35 $240.19

6 ‘Buvsenberrv Spread Condiments 0 0 $18.75 $25.00 $0.00

7 Dried Pears Fruits 0 0 $22.50 $30.00 $0.00

8 \Currv Sauce Sauces/Soups 0 1] $30.00 $40.00 $0.00

¢ Walnuts Produce 0 40 $17.44 $23.25 $697.50

10 Fruit Cocktail Produce 0 0 $29.25  $39.00 $0.00

11 Chocolate Biscuits Mix ~ Confections 0 0 $6.90 $9.20 50.00

12 Marmalade Condiments 0 1] $60.75 $81.00 $0.00

13 Scones Grains/Cereals 0 0 $7.50 $10.00 $0.00

i Danw Doavraram - LE] as cancn €14 nn LV EN 2.1

Inventory

Ready

®

.

i B -————— 0%

»

—

-

When should I use a table?

If you need to identify common information, such as the largest value in a range, or you need to select
records that match a criterion, use a table. Tables make ranges easy to navigate. When you press with
the cell pointer in a table, the cell pointer stays in the table, moving directly to the next cell and to the
next table row when you tab from the last column. When you scroll down a table so that the header row
disappears, Excel replaces the column letters with the labels that appear in the header row.
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Filter or Sort Table Information

hen you create a table, Excel automatically adds AutoFilter arrows to each column; you can use
these arrows to quickly and easily filter and sort the information in the table.

When you filter a table, you display only those rows that meet conditions you specify, and you
specify those conditions by making selections from the AutoFilter lists. You can also use the
AutoFilter arrows to sort information in a variety of ways. Excel recognizes the type of data stored in
table columns and offers you sorting choices that are appropriate for the type of data.

Filter or Sort Table Information

.
Fl lter a Table @ Avtosove @D B Product Invent.. - Saved + P search (at+Q) PalMcFedies o @ & - O X
Fle Home Inset Draw Pagelayout Formulas Data Review View Help Table Design & Comments e

0 Click # next to the column heading you B0 DO oo al YT | 5 | Booum

want to use for filtering. g e D | e cme v | Rt E e | mar o | ot S
Get & Transtarm Data Queries & Connections Data Types Sort & Filter Forecast Analyze v
@ Excel displays a list of the unique values | = i e ot ame -
in the selected column. : ' o
2 Chai 7l setatoz 25 25 $13.50 $18.00 5337.50
. . 3 |Syru, 2] setzZton 0 50 57.50 $10.00 $375.00
e To exclude all instances of a particular R e . 0 o S16s0 52200 $0.00
’ 5 0live Ol speer yiew N X E .
value, deselect that value’s check box « ] . ; R o
7 Dried Py N 0 ) $22.50 $30.00 50.00
([v] changes to []). o . 0 0 S0 Sa000  $0.00
s Walnut: ‘( 7’ 5 0 40 $17.44 $23.25 $697.50
: : : 10| Frui 0 0 $2925  $39.00 $0.00
e To include all instances of a particular "#ﬁfﬂi‘fﬁf 0 e
’ 12 M ) Condiments 0 0 $60.75 $81.00 50.00
value, select that value’s check box (] |- @ # : S ———
B -] Fruits 23 23 $10.50 $14.00 5241.50
ChangeS to )- :: Crab Mi ;--ml(ue-k [ 0 0 $13.80  $18.40 $0.00
o/Camat 5P 0 U Sied GBEE 50.00
325 5

O Repeat steps 2 and 3 until you have Bctng ‘ T sl syt 00 sat a2 =
selected all the filters you want to use. oo ' 889 o w

. A rvtosve GED [ Product Invent.. - Saved - £ Search (Alt+Q) PulMcFediies o ¥ L - O X
© click ok. - :
fe  Home Insent Draw Pagelayout Formulas Data D w Help Table Deg D comments
bk ’—n = m ? % G [ Date Analysis
% B reen B ﬁ ;@ Togy st Fite ¥ Datn | Wil Foecst Outine 7 Sober
Dota - Al B o umendes 1=) | & §4  Took | Analysis~  Sheet ~
Get & Transtorm Data Queries & Connections . Sort & Fiter Forecast Anatyze ~
Al vt Jr  product C -
| i a
1
5 Olive Oil Condi 0 15 $16.01  $21.35  $240.19
& Boy rySpread G 0 0 51875  525.00 50.00
2 lad Condi 0 0 $60.75  $81.00 $0.00
] 3 12 Scones Grains/Cereals 0 0 §7.50 $10.00 $0.00
o Excel d1splays Onl'y the data meet]ng the 20| Long Grain Rice Grains/Cereals 0 60 $5.25 $7.00 $315.00
Criter-ia you Selected in Step 2 21|Gnocchi Pasta 110 120 $28.50 $38.00 $3,420.00
: 22 Ravioli Pasta @ 0 80  $1463  $1950 $1,170.00
. 23| Hot Pepper Sauce Condil 0 40 $15.79 $21.05 $631.50
@ The AutoFilter w changes to |7 to = Daiy 0 0 S610 380 5000
. . . . 27 Mustard Condiments 0 60 $9.75  $13.00  $585.00
indicate the data in the column is 30| Granola Grains/Cereals 0 0 S200  $400  $0.00
ﬁlt d 44| Hot Cereal Grains/Cereals 0 0 $3.00 $5.00 $0.00,
ered. a
48
. . 4
(@ To clear the filter, click Data and then - —— .
Inventory @ 4 >
click Clear (ﬂ) Resty 12 o5 recoros touno = e
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SOI’t d Table @ Autosave @ O) [} Product Inventory » Last Modified: Just now = P puimcresis i @ L - O x
o ch’ck - next to the column File ~ Home Insert Draw Pagelayout Formulas Data Review View Help Table Design © Comments
. B E X Calibri e === General [ Conditional Formatting~ 731 e T iwe
heading you want to use for ¢ D B u- A~ § - % 3 [ formeter e~ S - @e O
. HBie O A == (2. T [BR Cell Styles ~ [ Format + &~
S O rt.l n g Undo cli Iphﬂnrﬁ & Font & Alignment =l Humber = Styles Cells Editing >
Al ~ " fx  Product Name 1 ~
( Excel displays a list of possible sort ? A
1 -]
orders. > |chai Beverages 4L sonsmallestts Largest 533750
3 |Syrup Confections Z1 Sort Largest to Smallest 0 $375.00
e CI_]Ck a Sort Order. 4 CallunS.easnnlng Cnnfe.ctlons 0 Sort by Color > $0.00
5 |Olive Oil Condiments 0 Sheet View > $240.19
. 6 ry Spread Condi 0 SZ Clear Fiter Fro $0.00
This example sorts from largest to |+ |bried pears Fruits o een . 5000
3 |Curry Sauce Sauces/Soups 0 N berEit N $0.00
SmaueSt' 9 |Walnuts Produce 0 Sum :L - 5 $697.50
- - feach A
10 | Fruit Cocktail Produce 0 m $0.00
11| Chocolate Biscuits Mix  Confections 0 w5120 | $0.00
12 | Marmalade Condiments 0 L8130 $0.00
13| Scones Grains/Cereals 0 j';::; $0.00
14| Beer Beverages 23 w5188 $241.50
15| Crab Meat Seafood 0 i E:li $0.00
16 |Clam Chowder Seafood 0 :Esim $0.00
17 | Coffee Beverages 325 - $11,212.50 o
Inventory @ ok Cancel B
Ressy S EggeEm [ -——&——+ 0%
( Excel re-orders the information. @ oo @) [ rocus sty Lt odi ks - P s @ ® & - 0 x
. . File  Home Insert Draw Pagelayout Formulas Data Review View Help Table Design © Comments
e - Changes tO E to ]nd]cate the . E X Calibri v General [ Conditional Farmatting ~ = v v hwe
data in the column is sorted. C e B (1 u.kw b % 9 Bfomte e Eodee - @ O
HBie O A 5 8 [ Cell Styles ~ [H]Format &~
Undo E\Iphﬂnrﬁ & Font & Alignment =l Number = Styles Cells Editing >
Note: You cannot clear a sort the way M T e .
you can a filter. To remove a sort, you z e B R |
- |ProductName =
can click Home and then click Undo ). |- Mamakade Condiments [ 0 56075  $81.00 $0.00
3 |Dried Apples Produce 0 0 $39.75 5$53.00 50.00
4 |Coffee Beverages 325 325 $34.50 546.00 $337.50
5 | Curry Sauce Sauces/Soups 0 0 $30.00 $40.00 $0.00
& |Fruit Cocktail Produce (] 1] $29.25  $39.00 $0.00
7 |Gnocchi Pasta 110 120 $28.50 $38.00 $585.00
8 | Mozzarella Dairy 0 0 $26.10 $34.80
g |Dried Pears Fruits 0 0 $22.50 530.00 $3,
10 | Boysenberry Spread Cc 1] 0 $18.75 $25.00 $0.00
11| Walnuts Produce 0 40 $17.44 523.25 $0.00
12 | Cajun Seasoning Confections 1] 0 $16.50 $22.00 $11,212.50
13 |Olive Oil Condiments 0 15 $16.01 $21.35 $0.00
14 Hot Pepper Sauce Condii 1] 40 $15.79 $21.05 $0.00
15 |Ravioli Pasta 0 80 $14.63 $19.50 $0.00
16 |Crab Meat Seafood 0 0 $13.80 5$18.40 $1,170.00
17 | Chai Beverages 25 25 $13.50 $18.00 $0.00 .
Inventory ® < »
Readv @ BE m E -—a—t w0

How does the Sort by Color option work?

If you apply font colors, cell colors, or both to some cells in
the table, you can then sort the table information by the
colors you assigned. You can manually assign colors, or you
can assign colors using conditional formatting; see Chapter 9
for details on using conditional formatting.

I do not see the AutoFilter down arrow
beside my table headings. What should
Ido?

Click inside the table, click the Data tab,
and then click Filter. This button toggles
on and off the table’s AutoFilter buttons.
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Analyze Data Quickly

You can easily analyze data in a variety of ways using the Quick Analysis button. You can apply
various types of conditional formatting; create different types of charts, including line and
column charts; or add miniature graphs called sparklines (see Chapter 12 for details on sparkline
charts). You can also sum, average, and count occurrences of data as well as calculate percent

of total and running total values. In addition, you can apply a table style and create a variety of

different PivotTables.

The choices displayed in each analysis category are not always the same; the ones you see depend on

the type of data you select.

Analyze Data Quickly

0 Select a range of data to analyze.
@ The Quick Analysis button ([&]) appears.

Click the Quick Analysis
button ([&]).

Quick Analysis categories appear.

Click each category heading to view the
options for that category.

0 Point the mouse ([}) at a choice under a
category.

© A preview of that analysis choice appears.

Note: For an explanation of the Quick Analysis
choices, see the next section, “Understanding
Data Analysis Choices.”

© When you find the analysis choice you
want to use, click it and Excel creates it.
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Understanding Data Analysis Choices

CHAPTER

he Quick Analysis button ([&]) offers a variety of ways to analyze selected data. This section
provides an overview of the analysis categories and the choices offered in each category.

10

Formatting

Use formatting to highlight parts of your data. With
formatting, you can add data bars, color scales, and icon
sets. You can also highlight values that exceed a specified
number and cells that contain specified text.

Charts

=H B B B e R

Clear...

Tatals Tables Sparklines

Data Bars  Caolor... lcon Set  Greater... Text...

Conditional Formatting uses rules to highlight interesting data.

Charts
. . Formatting Charts Totals Tables Sparklines
Pictures often get your point across better than raw —
numbers. You can quickly chart your data; Excel ul[ﬂ ul[ﬂ E [ﬂﬂ [ﬂﬂ D]?
recommends diﬁ:erent Chart types' based on the data you Clustere... Clustere... Clustere.. Stacked.. Stacked.. More..
select. If you do not see the chart type you want to create,
you can Cljck More. Recommended Charts help you visualize data.
Totals
. X X . Formatting Charts Totals Tables Sparklines
Using the options in the Totals category, you can easily
ms — of both r n mns —
calculate sums — of both rows and columns — as well as @ ﬁ% %
averages, percent of total, and the number of occurrences Sum  Average  Count  %Totl Running.. Sum
of the values in the range. You can also insert a running
total_ that grOWS as you add items to your data. Formulas automatically calculate totals foryou.
Tables
Formatting Charts Totals Tables Sparklines

Using the choices under the Tables category, you can
convert a range to a table, making it easy to filter and sort
your data. You can also quickly and easily create a variety
of PivotTables — Excel suggests PivotTables you might
want to consider and then creates any you might choose.

Table  PivotTable PivotTable PivotTable PivotTable  Maore

Tables help you sort, filter, and summarize data.

Sparklines

Sparklines are tiny charts that you can display beside your
data that provide trend information for selected data. See
Chapter 12 for more information on sparkline charts.

Formatting Charts Totals Tables Sparklines
; ; 1] II llﬂﬂl
Line Column  Win/Loss

Sparklines are mini charts placed in single cells,
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Insert a Note

You can add notes to your worksheets. You might add a note to make a comment or reminder to
yourself about a particular cell's contents, or you might include a note for other users to see. For
example, if you share your workbooks with other users, you can use notes to leave feedback about
the data without typing directly in the worksheet.

When you add a note to a cell, Excel displays a small red triangle in the upper-right corner of the cell
until you choose to view it. Notes you add are identified with your username.

Insert a Note

Add a NOte Autosave @) [ Parts - Saved - gl PaulMcedis i@ ¥ & - O X
o Cljck the Ce'.l. to Which you Want file  Home Insert Draw Page Layout Furmu\&ﬁeview View  Help = Comments
b Spell s I 1
to add a note. S 0 8% U e EE 2 B E
Thesaurus Check Smart | Translate New Notes | Protect Protect Allow Edit Hide
. . = Workbook Statistics ~ Accessibility v Lookup Comment & Sheet Workbook Ranges Ink ~
o Cl]ck Rev]ew- Proofing Accessibility Insights = Language Comme -G New Note New Note
D9 vl o fe a2 3 Previous Note .é\ddanutteabuuttmspartufme
: - ocument.
e Cth NOteS. A B C D E 3 -
: 1 Division Descripti Number Quantity Cost Tof P Shanide Note
ivision escription umber uanti 0s’
e Click New Note. £en 5 show All Notes
2 4 Gangley Pliers D-178 57 $10.47
3 3 HCAB Washer A-201 856 $0.12 & gonvertto Comments
You can also right-click the cell |, 5 fueyspocet  coss 357 s157  sse0a sass
and choose Insert Note s 2 6"Sonotube B-111 86 $15.24 $1,310.64 $19.95
[ 4 Langstrom 7" Wrench D-017 75 $18.69 $1,401.75 5$27.95
7 3 Thompson Socket c321 298 $3.11 $926.78  55.95
8 1 S-Joint 2 155 $6.85 $1,061.75 $9.95
9] 2 LAMF Valve 482 I $4.01 $1,932.82 $6.95
10
1
12 s
Parts @ HEE | >
Ready izt ] o—TF——x» AC3
A note balloon appears. B fre @D B bt soinge - P rumcwic @ @ & - O x
fle  Home Insert Draw Pagelayout Formulas Data Review View Help B Comments
Type your note text. F e
© Tyrey B O % OO DER B B ®
ax = =] ; -
[ Thesaurus h ]
eck Smart
B Accessibility~  Lookup [l
Proofing Accessibility Insights = Language Comments Notes Protect Ink e
D9 ~| i e N
A B c D £ F G H J a
1 |Division Description Number Quantity Cost Total Cost Retail
2 4 Gangley Pliers D-178 57 $10.47 $596.79 $17.95
3 3 HCAB Washer A-201 856 $0.12 $102.72 $0.25
4 3 Finley Sprocket C-098 357 $1.57 $560.49 $2.95
5 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95
6 4 Langstrom 7" Wrench D-017 75 $18.69 $1,401.75 $27.95
7 3 Thompson Socket C-321 298 $3.11 $926.78 $5.95
8 1 S-Joint A-182 155 = . 15 $9.95
ren Harper:
o 2 LAME Valve B-047 This seems ke 2 high B2 $6.95
= number. Please check] |5
1 L
12 =
Parts (O] HER | >
Cell D9 note by Karen Harper
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Click anywhere outside the note e o

yel Paul McFedries 3 ® £ = =] x
balloon to deselect the note. He Mome mset Orm Pgelaot Formuss Osta Reiew View Hep = comments

@ Cells that contain notes display a :i:l c% fD 52 EEI - S % %‘3 E_-é Eﬁﬁ = %
tiny red triangle in the upper- iressamul [pwewedgl P RN Do ol OO Ryt e I
right corner. A1 v i % fe owision v
A B C D E F G H J 'y

Mivis‘lon

Description

Number Quantity Cost

Total Cost Retail

2 4 Gangley Pliers D-178 57 5$10.47  $596.79 $17.95
3 3 HCAB Washer A-201 856 $0.12 $102.72 $0.25
4 3 Finley Sprocket C-098 357 $1.57 $560.49  $2.95
s 2 6"Sonotube B-111 86 $15.24 $1,310.64 $19.95
6 4 Langstrom 7" Wrench D-017 75 $18.69 $1,401.75 $27.95
7 3 Thompson Socket C-321 298 $3.11 $926.78  $5.95
8 1 S-Joint A-182 155 $1,061.75 $9.95
9 2 LAMF Valve B-047 482 ‘ $1,932.82 $6.95
10
n
12 =
| pans [C] “ >
Ready iif O - ————+ 100%
o
Vi ew a N ote @ AutoSave B Parts-Saved - P ruMredis @ ® & - 0O X
o Position the mouse (q}) over a cell Fle Home Insert Draw Pagelaouwt Formulas Data Review View Help © Comments
. . “ Speliin . ol
containing a note. S G o 2 J020DERB B RE
Check Srart Translate New Notes Protect  Protect Allow Edit Hide
T Workbook Statistics ~ Accessibility ~  Lookup Comment [ - Sheet Workbook Ranges Ink~
o The note bauoon appearS’ displaying Proofing Accessibility | Insights | Language Comments Hotes Protect Ink ~
the nOte Al ~ i Jfx| Division v
* A B c D E F G H 1 J a
1 |Division |Description Number Quantity Cost Total Cost Retail
2 4 Gangley Pliers D-178 57 $10.47 $596.79 $17.95
3 3 HCAB Washer A-201 856 $0.12 $102.72 $0.25
4 3 Finley Sprocket C-098 357 $1.57 $560.49  52.95
5] 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95
6 4 Langstrom 7" Wrench D-017 75 $18.69 $1,401.75 $27.95
7 3 Thompson Socket Cc-321 298 $3.11 $926.78 $5.95
8 1 S-Joint A-182 155 == lrpﬂ'i o 9.95
9 2 LAMFValve B-047 %G’ Ths seems like 3 high )5
= number. Please check.
n
12 =
[ parts [ @ . »

Cell D note by Karen Harper

How do I view all the notes in a worksheet?

If a worksheet contains several notes, you can view them one
after another by clicking Review, then Notes, and then Next

Note or Previous Note. Alternatively, display all notes
simultaneously by clicking the Show All Notes button.

How do I remove a note?

To remove a note, right-click the cell
containing the note and choose
Delete Note from the shortcut menu

that ap

pears.
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Understanding Formulas

ou can use formulas, which you build using mathematical operators, values, and cell references,

to perform all kinds of calculations on your Excel data. For example, you can add the contents of
a column of monthly sales totals to determine the cumulative sales total. If you are new to writing
formulas, this section explains the basics of building your own formulas in Excel. You learn about
the correct way to structure formulas in Excel, how to reference cell data in your formulas, which
mathematical operators are available for your use, and more.

Formula Structure

Ordinarily, when you write a mathematical
formula, you write the values and the A
operators, followed by an equal sign, such as

2+2=. In Excel, formula structure works a bit =2+ZI
differently. All Excel formulas begin with an
equal sign (=), such as =2+2. The equal sign
tells Excel to recognize any subsequent
characters you enter as a formula rather than as a regular cell entry.

SUM vii XV i =242
B C D E

Reference a Cell

Every cell in a worksheet has a unique address, SuM viE XV fx =Al+A2
composed of the cell’s column letter and row A B C D E

number, and that address appears in the Name

box to the left of the Formula bar. Cell B3, for 1 J-ALTA2
example, identifies the third cell down in = 2

column B. Although you can enter specific 3 r

values in your Excel formulas, you can make

your formulas more versatile if you include — that is, reference — a cell address rather than the value in
that cell. Then, if the data in the cell changes but the formula remains the same, Excel automatically
updates the result of the formula.

Cell Ranges

A group of related cells in a worksheet is called a SuM vii XV f‘:‘ =SUM(A1:A2)
range. You specify a range using the cells in the A B C D E
upper-left and lower-right corners of the range, '
separated by a colon. For example, range A1:B3 1 [ 2.%92“
includes cells A1, A2, A3, B1, B2, and B3. You can - 2l

also assign names to ranges to make it easier to 3

identify their contents. Range names must start

with a letter, underscore, or backslash, and can include

uppercase and lowercase letters. Spaces are not allowed.

168



CHAPTER

EXCEL
Working with Formulas and Functions 1 1

Mathematical Operators
You use mathematical operators in Excel to build formulas. Basic operators include the following:

Operator Operation Operator Operation

+ Addition = Equal to

- Subtraction < Less than

* Multiplication <= Less than or equal to

/ Division > Greater than

% Percentage >= Greater than or equal to
A Exponentiation <> Not equal to

Operator Precedence

Excel performs operations in a formula from left to right, but gives some operators precedence over others,
following the rules you learned in high school math:

Order Operation

First All operations enclosed in parentheses
Second  Exponential operations
Third Multiplication and division

Fourth Addition and subtraction

When you are creating equations, the order of operations determines the results. For example, suppose you
want to determine the average of values in cells A2, B2, and C2. If you enter the equation =A2+B2+(2/3,
Excel first divides the value in cell C2 by 3 and then adds that result to A2+B2 — producing the wrong
answer. The correct way to write the formula is =(A2+B2+(2)/3. By enclosing the values in parentheses,
you are telling Excel to perform the addition operations in the parentheses before dividing the sum by 3.

Reference Operators

You can use Excel’s reference operators to control how a formula groups cells and ranges to perform
calculations. For example, if your formula needs to include the cell range D2:D10 and cell E10, you can
instruct Excel to evaluate all the data contained in these cells using a reference operator. Your formula
might look like this: =SUM(D2:D10,E10).

Operator Example Operation
=SUM(D3:E12) Range operator. Evaluates the reference as a single reference,
including all the cells in the range from both corners of the reference.
, =SUM(D3:E12,F3) Union operator. Evaluates the two references as a single reference.
[space]  =SUM(D3:D20 D10:E15) Intersect operator. Evaluates the cells common to both references.
[space]  =SUM(Totals Sales) Intersect operator. Evaluates the intersecting cell or cells of the

column labeled Totals and the row labeled Sales.
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Create a Formula

You can write a formula to perform a calculation on data in your worksheet. In Excel, all formulas begin
with an equal sign (=) and contain the values or references to the cells that contain the relevant
values. For example, the formula for multiplying the contents of cells D2 and E2 together is =D2*E2.
Formulas appear in the Formula bar; formula results appear in the cell to which you assign a formula.

Note that, in addition to referring to cells in the current worksheet, you can build formulas that refer

to cells in other worksheets.

Create a Formula

o Click the cell where you want
to place a formula.

o Type =.

() Excel displays the formula in
the Formula bar and in the
active cell.

Click the first cell that you want
to include in the formula.

(© Excel inserts the cell reference
into the formula.
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@ Autosave @) B2 Parts - Saving.. - L paimcedis 4 ¥ LF - 0O X
File w Insert  Draw  Page Layout Formulas Data Review View Help 2 Comments
2 - g 4 === % | B B R
S - 8 1 U A = Number | 127 Cells  Editing
& El&- A == @ 7] ” -
Unde | Clipboard 1 Fant Alignment Styles v
SUM v XV = v
A B c D E 3 |G H ] A
1 |Division Description Number Quantity Cost Qal Cost  Retaj
2| 4 Gangley Pliers D-178 57 $10.47|= I#
3 3 HCAB Washer A-201 856 $0.12 $0.25
4 3 Finley Sprocket C-098 357 S1.5 $2.95
5 2 6" Sonotube B-111 86 $15.2 $19.95
6 4 Langstrom 7" Wrench D-017 75 $18.69 $27.95
7 3 Thompson Socket C-321 298 $3.11 $5.95
8 1 S-Joint A-182 155 $6.85 $9.95
9 2 LAMF Valve B-047 482 $4.01 $6.95
10
1 Ad
Parts ® “ >
Enter
@ Autosave @) B2 Parts - Saving.. - L paimcedis 4 ¥ LF - 0O X
File w Insert  Draw  Page Layout Formulas Data Review View Help 2 Comments
2 [yt = % | E =R S)
S - 8 1 U A = Number | 127 Cells  Editing
g |z e A = 7 v v
Unde | Clipboard 1 Fant Styles v
D2 v 1 XV fa =D2 v
A B c D E 3 |G H ] A
1 |Division Description N er Quantity Cost Total Cost Retail
> 4 Gangley Pliers [&P 57 1 $10.47[-D2| | $17.95
3 3 HCAB Washer A-201 856 $0.12 $0.25
4 3 Finley Sprocket C-098 357 $1.57 $2.95
5 2 6" Sonotube B-111 86 $15.24 $19.95
6 4 Langstrom 7" Wrench D-017 75 $18.69 $27.95
7 3 Thompson Socket C-321 298 $3.11 $5.95
8 1 S-Joint A-182 155 $6.85 $9.95
9 2 LAMF Valve B-047 482 $4.01 $6.95
10
1 v
Parts ® “ >
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O Type an operator for the formula. [ g see @D & Foreesnen - P i@ @ £ - 0 x
e cljck the next ce“. that you Want Fle ~ Home Insert Draw Pagelayout Formulas Data Review View  Help = Comments
: : 2 & === % | B Eie]

to include in the formula. o |Bp |51 anlz=z8. | |m 2l
. ¢ |@-la-a = =9 <@ - -
@ Excel inserts the cell reference Unde | Clobous % Font aignment St v
into the formula. sum X ) v
A B C D E | F | G H ] a
G Repeat steps 4 and 5 until all o _ _
1 |Division Description Number Quaptity Cost Total Cost tail
the necessary cells and operators  |.| 4 Gangley piers D178 | % $10.47|_=DZ*E2$E
have been added :| 3 HCABWasher A-201 3 50.12 50.25
: 4 3 Finley Sprocket C-098 357 $1.57 $2.95
5 2 6" Sonotube B-111 86 $15.24 $19.95
o Press M‘ 6 4 Langstrom 7" Wrench D-017 75 $18.69 $27.95
. 7 3 Thompson Socket C-321 298 $3.11 $5.95
() You can also click the Enter s 1 Sloint A182 155 $6.85 59.95
button (\/) on the Formula bar 9 2 LAMF Valve B-047 482 $4.01 $6.95
10
to accept the formula. o
p " Parts [©)] 4 »
( You can click the Cancel button L=
(<) to cancel the formula. @ sosoe @D B parsesavng. - L g P O 5 - 0 x
File Home Insert Draw  Page Layout Formulas Data Review View Help 7 Comments
9. EHD % Calibri i oW == [5 an, 9% | [E Conditional Formatting~ ] Jo
¢ e B B I U AR = = =SB yymbe | [ FomatasTable~ Cells | Editing
- Hie O A = = & ~ [ Cell Styles ~ ~ -
Undo Cliphoard & Font [ Alignment [ Styles ~
@ The result of the formula appears | -, “)i[x v £ :m@ -
in the cell. A : c D e EGEEE s H Ia
. 1 |Division Description Number Quantity Cost Total Cost Retail
(© The formula appears in the 2|4 GangleyPliers D-178 57 51047 5596.79@
Formula bar; you can view it by 3| 3 HCABWasher A-201 856 $0.12 $0.25
l. k th |.|. t P th 4 3 Finley Sprocket C-098 357 $1.57 $2.95
cuc ]ng e cell con a]n.lng S 5 2 6" Sonotube B-111 86 $15.24 $19.95
formula. s 4  Langstrom 7" Wrench D-017 75 $18.69 $27.95
7 3 Thompson Socket C-321 298 $3.11 $5.95
Note: If you change a value ina cell |® 1 Sl A182 155 8685 59.95
. 9 2 LAMF Valve B-047 482 $4.01 $6.95
referenced in your formula, Excel 10
automatically updates the formula = bt | ® z S
result to reflect the change. i e e

How do I edit a formula?

To edit a formula, click in the cell containing the
formula and make any corrections in the Formula
bar. Alternatively, double-click in the cell to make
edits to the formula from within the cell. When
finished, press (2. or click the Enter button
(~) on the Formula bar.

How do I reference cells in other worksheets?

To reference a cell in another worksheet, specify the
worksheet name followed by an exclamation mark and
then the cell address (for example, Sheet2!D12 or
Sales!D12). If the worksheet name includes spaces,
enclose the sheet name in single quote marks, as in
‘Sales Totals'!D12.
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Apply Absolute and Relative Cell References

By default, Excel uses relative cell referencing. If you copy a formula containing a relative cell
reference to a new location, Excel adjusts the cell addresses in that formula to refer to the
cells at the formula’s new location. In cell B8, if you enter the formula =B5+B6 and then copy that
formula to cell C8, Excel adjusts the formula to =C5+C6.

When a formula must always refer to the value in a particular cell, use an absolute cell reference.
Absolute references are preceded with dollar signs. If your formula must always refer to the value in
cell D2, enter $D$2 in the formula.

Apply Absolute and Relative Cell References

Copy Relative References B e @D B eeosene - P e @ ® & - o0 x
o Cljck the Ce'_l_ Containing the Home Insert Draw Pagelayout Formulas Data Review View Help = comments
fOl'mUl.a ou Want tO co A L~ X Calibri o = z[;] ab, % [El Conditional Formatting ~ tH el
y Py ¢ E,El [iE] Uv A A == =B yumpe romataTablev Cels  Editing
- fiv v Ao = = . - el Styles ~ v ¥
o In the FormUI'a bar’ the formu"a Undo Clipboard - Font - =] 7Agnm:t 51 ECHSMS@\:; ~
appears with a relative cell n vixv A :02*520 v
reference' A B c D e | F | =6 H J &
. 1 |Division Description Number Quantity Cost Total Cost Retaj
o Click Home. 2| 4 Gangley Pliers D-178 57 $10.47[__ $596.79]
. 3 3 HCAB Washer A-201 856 $0.12 $0.25
e Click Copy (EB) 4| 3 Finley Sprocket C-098 357 $1.57 $2.95
5 2 6" Sonotube B-111 86 $15.24 $19.95
6 4 Langstrom 7" Wrench D-017 75 $18.69 $27.95
7 3 Thompson Socket C-321 298 $3.11 $5.95
8 1 S-Joint A-182 155 $6.85 $9.95
9 2 LAMF Valve B-047 482 $4.01 $6.95
10
" Parts ® H] > ’
Ready i 0 ———+ 1%
e Select the cells where you want A oo @D [ o sming, - P rumii@ @ & - 0 x
the formu"a to appear' File w Insert Draw  Page Layout Formulas Data Review View Help I Comments
. X Calibri 14~ o [EH Conditional Formatting ~ = 0
e Cth Paste (Eﬁ)' a EE' m~ B I U~ AN Number P4 Format as Table ~ Cells  Editing
. - Hiv & A [ Cell Styles ~ - -
(© Excel copies the formula to the woo | cpbows o 5 mgmen s o -
selected cells. NI ( ) v
A B C D ES| F | 6 H )
0 The adJ UStEd formu"a appears 1 |Division Description Number Quantity Cost J'Pfa_l_lzu_s_t___ Retail
in the Formula bar and in the 2| 4  Gangley Pliers D-178 57 $10.47]__ $596.791 $17.95
I. t d l.l. 3| 3 HCAB Washer A-201 856 50.12 $102.72 $0.25
selected celts. 4] 3 Finley Sprocket C-098 357 $1.57 5$560.49| $2.95
s| 2 6"Sonotube B-111 86 24| $1,310.64 %
Note: You can press (=) to stop 6| 4  langstrom7" Wrench D-017 75 69| $1,401.75
Copyi ng . 7| 3 Thulmpson Socket C-321 298 $3.11 5$926.78| $5.95
8 | 1 S-Joint A-182 155 $6.85| $1,061.75 $9.95
9] 2 LAMF Valve B-047 482 $4.01| $1,932.82 $6.95
1
1 A4
Parts @ i 4 3
Select and press ENTER or chaose Paste Average: 5104242 Count 7 Sum: §7,296.95 2] M -——a—+ 10m

172



Copy Absolute References

Enter the formula, including dollar
signs ($) for absolute addresses as
needed.

Click the cell containing the formula
you want to copy.

(@ In the Formula bar, the formula
appears with an absolute cell
reference.

9 Click Home.
O Click Copy ([®)-

e Select the cells where you want the
formula to appear.

@ click Paste (/7).

( Excel copies the formula to the selected

cells.

@ The formula in the selected cells
adjusts only relative cell references;
absolute cell references remain
unchanged.

Note: To stop copying, press (=33
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@ oo @D &

Home Insert Draw

9. % Caliri e ==
S ﬁjfgégv#x ===

Expense Budget - Saving... ~ el

Page Layout  Formulas  Data

Review View Help

Paul McFedries 3 ® &£ - u] X

& Comments

% [E Conditional Fermatting ~ =) jel

~ Number A Format as Table - Cells | Editing
& v O A == @ [ Cell Styles~ M M
Undo Clipboard & Font [ Alignment =1 Styles ~
c3 v v fx| =c1n*scs 0 v
A B D E F G H 1 a
1 Expense Budget Cal tion
2
3 INCREASE 1.03
4
s EXPENSES January February March Total
5 Advertising 54,600 $4,200 $5,200  $14,000
7 Rent $2,100 $2,100 $2,100 $6,300
8 Supplies $1,300 $1,200 $1,400  $3,900
g Salaries $16,000 $16,000  $16,500  $48,500
0 Utilities $500 $600 $600 $1,700
1n 2021 TOTAL $24,500 $24,100 $25,800 $74,400
12
| 2022 BUDGET @Q
14
15 -
Budget - Expenses @ ER o« >
By i 0 -——§——+ 100%
@ Autosave @) [ Expense Budget - Saving... - gl PoulMcredries S B 4L - m] X

File Home Insert Draw Page Layout Formulas Data

M X Calibri v = :[5
U @B~ BT U~ AN = =
¢ z|®

Review  View Help

= Comments

% [EH Conditional Farmatting ~ =] jel

Paste Number A Format as Table Cells  Editing
v . & A v [ Cell Styles ~ v ”
Unda Clipboard & Font [ Alignment [ Styles ~
D13 vt  fx| =D11*5c$3 v
A B c | D E 3 G H a

1 |Expense Budget Calculation

2

3 INCREASE 1.03

4

s EXPENSES January February March Total

5 Advertising $4,600 $4,200 $5200  $14,000

7 Rent $2,100 $2,100 $2,100 $6,300

8 Supplies $1,300 $1,200 $1,400 $3,900

g Salaries $16,000 $16,000  $16,500  $48,500
0 Utilities $500 $600 0 $1,700
1 2021 TOTAL $24,500 $24,100 00 $74,400
12
3] 2022 BUDGET | $25,2351 $24,823]  $26,574  $76,632|
" é :

Budget - Expenses (O] . »

Select and press ENTER or thoose Paste Average: $42,676  Count 3 Sum: 29 B B0 -—35——+ 100%

static if you copy the formula.

When would I use absolute cell referencing?
Use absolute cell referencing to always refer to the same cell in a worksheet. For example, suppose your
worksheet contains pricing information that refers to a discount rate in cell G10. When you create a
formula that involves the discount rate, that formula must always reference cell G10, even if you move or
copy the formula to another cell. In this case, use $6$10. You can also combine absolute and relative
references, creating mixed references that allow either the row or column to change while the other remains
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Understanding Functions

f you are looking for a speedier way to enter formulas, you can use any one of a wide variety of
functions. Functions are ready-made formulas that perform a series of operations on a specified
set of values. Excel offers more than 400 functions, grouped into 13 categories, that you can use to

perform various types of calculations.

Functions use arguments to identify the cells that contain the data you want to use in your
calculations. Function arguments can refer to individual cells or to ranges of cells. This section
explains the basics of working with functions.

Using Functions

Functions are distinct in that each one has a unique name. For example, the function that adds values is
called SUM, and the function for averaging values is called AVERAGE. You use functions as part of your
worksheet formulas. You can insert a function by typing the function name and arguments directly into your
formula; alternatively, you can use the Insert Function dialog box to select and apply functions to your data.

Construct an Argument

Functions use arguments to indicate which values you want to calculate. Arguments can be numbers, cell or
range references, range names, or even other functions. Arguments are enclosed in parentheses after the
function name. For functions that require multiple arguments, you use a comma to separate the values, as in
=AVERAGE(A5,C5,F5). If your range has a name, you can insert the name, as in =AVERAGE(Sales).

Types of Functions
Excel groups functions into 13 categories, not including functions installed with Excel add-in programs:

Category Description

Financial Includes functions for calculating loans, principal, interest, yield, and depreciation.
Date & Time  Includes functions for calculating dates, times, and minutes.

Math & Trig  Includes a wide variety of functions for calculations of all types.

Statistical Includes functions for calculating averages, probabilities, rankings, trends, and more.

Lookup & Includes functions that enable you to locate references or specific values in your
Reference worksheets.

Database Includes functions for counting, adding, and filtering database items.

Text Includes text-based functions to search and replace data and other text tasks.
Logical Includes functions for logical conjectures, such as if-then statements.

Information  Includes functions for testing your data.

Engineering  Offers many kinds of functions for engineering calculations.

Cube Enables Excel to fetch data from SQL Server Analysis Services, such as members, sets,
aggregated values, properties, and key performance indicators (KPIs).

Compatibility Use these functions to keep your workbook compatible with earlier versions of Excel.

Web Use these functions when you work with web pages, services, or XML content.
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Common Functions

The following table lists some of the more popular Excel functions that you might use with your own

spreadsheet work.

Function Category Description Syntax

SUM Math & Trig  Adds values =SUM(numberl, number2, . . .)

ROUND Math & Trig  Rounds a number to a specified =ROUND(number, number_digits)

number of digits

ROUNDDOWN Math & Trig  Rounds a number down =ROUNDDOWN(number, number_
digits)

INT Math & Trig  Rounds down to the nearest integer =INT(number)

COUNT Statistical ~ Counts the number of cells in =COUNT(valuel, value2, . . .)

a range that contain data
AVERAGE Statistical ~ Averages a series of arguments =AVERAGE(number1, number2, . . .)
MIN Statistical ~ Returns the smallest value in =MIN(numberl, number2, . ..)

a series

MAX Statistical ~ Returns the largest value in a series =MAX(numberl, number2, . . .)

MEDIAN Statistical ~ Returns the middle value in a series =MEDIAN(numberl, number2, . . .)

PMT Financial Finds the periodic payment for a =PMT(interest_rate, number_of_

fixed loan periods, present_value, future_value,
type)

RATE Financial Returns an interest rate =RATE(number_of_periods, payment,
present_value, future_value, type,
guess)

TODAY Date & Time Returns the current date =TODAY()

IF Logical Returns one of two results that you =IF(logical_text, value_if_true,

specify based on whether the value value_if_false)
is true or false

AND Logical Returns true if all the arguments are =AND(logicall, logical2, . . .)

true, and false if any argument is
false
OR Logical Returns true if any argument is =0R(logicall, logical2, . . .)

true, and false if all arguments are
false

175



Insert a Function

[though you can insert functions directly into your formulas, it is often easier and more accurate
to use the Insert Function feature. This feature enables you to look for a particular function
from among Excel’s 400-plus available functions and to guide you through successfully entering
the function. After you select your function, the Function Arguments dialog box opens to help you
build the formula by describing the arguments you need for the function you chose. Functions use
arguments to identify the cells that contain the data you want to use in your calculation.

Insert a Function

o Enter your formula up to the
point where you want to insert
the function.

Note: If you are using the function
by itself, then you only need to
enter the equal sign (=).

o Click Formulas.
€ Click Insert Function.

@ Alternatively, click Insert
Function (fx) on the
Formula bar.

Excel displays the Insert
Function dialog box.

e Type a description of the
function you need here.

© click Go.

© A list of suggested functions appears.
G Click the function that you want to insert.

@ A description of the selected function
appears here.

@ click OK.
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Can I edit a function? Do I need to specify a value for all the function’s arguments?
Yes. Click the cell containing the function, | Not necessarily. Most functions support two types of argument:
click the Formulas tab, and then click the | required and optional. Required arguments, which appear in
Insert Function button. Excel displays bold type in the Function Arguments dialog box, must be
the function’s Function Arguments dialog | specified before the function will return a result. Optional
box, where you can change the cell arguments, which appear in regular type in the Function
references or values as needed. You can Arguments dialog box, can be omitted, and the function will
also edit directly in the cell. still return a result.
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Total Cells with AutoSum

One of the most popular Excel functions is AutoSum. AutoSum automatically totals the contents
of selected cells. For example, you can quickly total a column of sales figures. One way to use
AutoSum is to select a cell and let the function guess which surrounding cells you want to total.
Alternatively, you can specify exactly which cells to sum.

In addition to using AutoSum to total cells, you can select a series of cells in your worksheet; Excel
displays the total of the cells’ contents in the status bar, along with the number of cells you selected
and an average of their values.

Total Cells with AutoSum

Using AutoSum to Total Cells @ A @D B oo - S e @ ® 5 - 0O x

o Cl‘ick the ceu 'in Wh]ch you Want to Store file  Home Insert Draw P.-—&Formulas Data Review View Help 2 Comments
a total.. &Z AutoSum va|~ 2 @ L, Trace Precedents M @

x - . . ! .
Recently Used ~  [A] Text @ Defined | 3 Trace Dependents /b, Watch  Calclation =

Insert

. Function  [E] Financial ~ @] Date & Time~ [~ MamesY B pemovesmows « (B)  Window  Options~
© Click Formulas. cotoon
D10 v o v
€@ Click AutoSum. . ‘ . mm - : L "
: 1 |Division Description Number Quantity Cost Total Cost Retail
o If you Cth the AUtosum -, you can z 4 Gangley Pliers D-178 57 $10.47 $596.79 $17.95
select other common 'FUI’ICt]OﬂS, such 3 3 HCABWasher A-201 856 $0.12  $102.72  $0.25
A M 4 3 Finley Sprocket C-098 357 51.57 $560.49 $2.95
as Verage or ax. 5 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95
. 6 4 Langstrom 7" Wrench D-017 75 $18.69 $1,401.75 $27.95
You can also click the AutoSum button 7| 3 ThompsonSocker €321 298 5311 S92678  $5.95
8 1 S-Joint A-182 155 $6.85 $1,061.75 $9.95
(Z) on the Home tab' 9 2 LAMF Valve B-047 482 1 $1,932.82 $6.95
10 T
n o
Parts @ i 4 13
Ready H M -———§——+ 100%
(@ AutoSum generates a formula to B rvosne @D B porer o - Pt ® & - 0 x
total the adjacent cells. M S 5 comments
f 5 AutoSum ~ Logical ~ B~ a = 78 L:‘
. v B
e Press (2] or click the Enter v Brecot@ Bt O g E A
button (\/) Function [ Financial B Dste&uTime~ [~  Mames~ @ =
* Furiion Library Formula Auditing Calculation ~
SUM v i X~/ fr | =SuMm(D2:D9) v
A B c I - F G H I A
1 |Division Description Number Quantity Cost Total Cost Retail
2 4 Gangley Pliers D-178 57 $10.47 $596.79 $17.95
3 3 HCAB Washer A-201 856 $0.12 $102.72 $0.25
4 3 Finley Sprocket C-098 357 $1.57 $560.49 $2.95
5 2 6" Sonotube B-111 86 $15.24 51,310.64 $19.95
6 4 Langstrom 7" Wrench D-017 75 $18.69 $1,401.75 $27.95
7 3 Thompson Socket C-321 298 $3.11 $926.78 $5.95
8 1 S-Joint A-182 155 $6.85 $1,061.75 $9.95
] 2 LAMF Valve B-047 482 $4.01 _$1,932.82 $6.95
10 =SUM(D2:DSDﬁ
0 SUMnumber1, [number 20, =
Parts @ 5 >
Point
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© Excel displays the result in the cell.

(© You can click the cell to see the
function in the Formula bar.

Total Cells Without Applying a
Function

Select a range of cells whose values
you want to total.

Note: To sum noncontiguous cells, click
the first cell; then press and hold (£7)
while clicking the other cells.

( Excel sums the contents of the cells,
displaying the total in the status bar.

(@ Excel also counts the number of cells
you have selected.

(© Excel also displays an average of the
values in the selected cells.

EXCEL CHAPTER

Working with Formulas and Functions

11

@ AutoSave L Pars: Saving... = P ruMcresries g ¥ & - 0O X
File Home Insert Draw Page layout Formulas Data Review View Help I Comments
ﬁ T AutoSum ~ Logical @~ & B, Tiace Precedents [ @
neert B Recently Used ~  [A] Text - B~ pefined BTaceDependents A ~ 0 e -
Function [8] Financial ~ E Date @ Time~ [~ | NamesY [ pemoveArows v (B) | Window  Optians
Function Library Formula Auditing Calculation ~
D10 v v :SUM(DZ:DB)@ ~
A 8 C D | E F G H -
1 |Division Description Number Quantity Cost Total Cost Retail
2 4 Gangley Pliers D-178 57 $10.47 §596.79 $17.95
3 3 HCAB Washer A-201 856 $0.12 $102.72  $0.25
4 3 Finley Sprocket C-098 357 §1.57 $560.49 §2.95
5 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95
6 4 Langstrom 7" Wrench D-017 75 $18.69 $1,401.75 $527.95
5 3 Thompson Socket C-321 298 $3.11 $926.78 $5.95
] 1 S-Joint A-182 155 $6.85 61,061.75  $9.95
9 2 LAMF Valve B-047 482 $401 $1,932.82 $6.95
0 2366%
1 A4
Parts @ ERE 4 >
REatly i b -——§—+ 100%
@l Autosave B Pants- Saving.. - P rumcredis g ¥ 4 - 0O X
File Home Insert Draw Page layout Formulas Data Review View Help 7 Comments.
f)‘c T AutoSum  ~ Logical B~ & EL, Trace Precedents [ @
tnert B Recently Used ~  [&] Text~ B~ Defined  BTaceDependents Ay~ 0 e -
Function [B] Financial ~ [ DateaTime~ [~  Mams* B Removedwows v () Windaw | Options~ 0
Function Library Formula Auditing Calculation >
F2 v  fx =D2*E2 -
A B c D E_ | F G H a
1 |Division Description Number Quantity Cost Total Cost Retail
2 | 4 Gangley Pliers D-178 57 $10.47 $596.79| $17.95
3 | 3 HCAB Washer A-201 856 $0.12 $102.72| $0.25
4] 3 Finley Sprocket C-098 357 $1.57 $560.49 ﬂ
5 | 2 6" Sonotube B-111 86 $15.24| $1,310.64
6| 4 Langstrom 7" Wrench D-017 75 $18.69| S$1,401.75| $27.95
7| 3 Thompson Socket C-321 298 $3.11 $926.78| $5.95
8 | 1 S-Joint A-182 155 $6.85| S1,061.75| $9.95
] 2 LAMF Valve B-047 482 $4.01| $1,932.82| $6.95
10 66
1 v
Parts ® P4 3
Ready Average: §986.72 Count: 8  Sum: 57,893.74 H m -—5——+ 100%

Can I select a different range of cells
to sum?

Yes. AutoSum takes its best guess when
determining which cells to total. If it
guesses wrong, select the correct range of
cells you want to add together before
pressing (19 or clicking the Enter
button (/).

Can I display any other calculations in the status bar?
Yes. Excel displays the Sum, Count, and Average by default,
but there are three other calculations you can display:
Minimum (the lowest value in the range), Maximum (the
highest value), and Numerical Count (the count of the cells
that contain numeric values). To display any of these
calculations, right-click the status bar and then click the
calculation you want.
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Create a Chart

You can quickly convert your spreadsheet data into easy-to-read charts. You can create
column, line, pie, bar, area, scatter, stock, surface, doughnut, bubble, and radar charts.
Excel even recommends the type of chart that works best for your data. If you do not like Excel’s
recommendations, you can select the chart of your choice.

You can create charts using the Ribbon or using the Quick Analysis button. After you create a chart,
you can use buttons beside the chart or on the Chart Design and Format contextual tabs to fine-tune
the chart to best display and explain the data.

USing the Ribel‘l ?m Draw  Pagelsyout Formulss Data  Review View Help Ll = share |
% P @A @ = F @ 1 4| Q
o Select the range of data that you s R B 7 B i .,i,m_é‘ﬁi,n f?.i@ s 0 ot | T oo
want to chart. 8l tous .
A2 v I v

A B z D E F [ H 1 J K L M N 0 &

You can include any headings
and labels, but do not include
subtotals or totals.

o Click Insert. & il I|II| |!| ||1 - —

e Click Recommended Charts. -

The Insert Chart dialog box appears. III III III II| I!l “‘ 0

. . 18 £ e
@ A preview of your data appears in E ! “ I I I
the selected chart type. E R
2 : R
Sheeti )
© If you do not see the chart you . &ﬁ

want to use, click All Charts.

Fle  Home Insert Draw Pagelayout Formulss Data Review View Help Chart Design me.l@ = Comments
= e B da 5

Click a chart type. T = W= . .
O yp :,%:Ff.j E? congs ﬂjﬂl}!lﬂl diddiii waislilgll] -waddiill - it s s | e
e cljck OK. Chart Layouts Data Type Location ~
Chart1 v i s ~
@ Excel creates a chart and places itin | o vonnomisoe: B e S |
the WorkSheet° ; Gadgets TM"”:,;“ FEM:.Z';S Mari‘w Apml.iﬁﬁ sz‘l.s?ﬁ J""EI.SSS
4 Gizmos 1,349 1,363 1379 1,381 1,365 1,402
5 widgets 1,365 1,389 1,403 1,451 1,427 1,466
(© Whenever you select the chart, Chart o ma— —em e —em —ow =m—ow i
Tools tabs appear on the Ribbon. : Chart Tie
10 e | [/lﬂ
@ You can use the Chart Elements : (C gl i
(+). Chart Styles (), and Chart :g ®
Filters () buttons to add chart & ||| || | I I
. . 18 1,250
elements such as axis titles, T ey panan Moy e
customize the look of your chart, or |2 0 9
. 23 v
change the data in the chart. [owat | @ B 5
Ready Average: 13835 Count:27 sum: 24903 e e ——
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USIng the QUICk Analy515 @ Autosave @D FE six Month Unit Sales - Saving... ~ ol Paul McFedries 3 &
Button , ,
File Home Insert Draw  Page Layout Formulas Data Review View Help
o Select the range of data that © . Eﬁ Calibri JnoY == E] ) General - | [l Conditional Formatting ~ | EH Insett ~
T e E@’ T U~ AN E=E=E~ §+% 9 [FHromatasTablev % Delete
you want to chart. CA- » < 2 155 Cell Sy~ ] Format -
Undo Clipboard ] Font ] Alignment [F] Number [F] Styles. Cells
You can include any headings a2 olilx v &
and labels, but do not include 7 T ) )t G ML ! ’ K L
subtotals or totals. T
. . . 1340 1335 1345 1366 1378 139
Click the Quick AnalySIS + |Gizmos 1343 1363 1375 138 1365 140
butt () 5 |widgets 1,365 1389 1403 1451 1427 1,466
utcon (|=])). & Total 4,054 2,087 4,127 4,198 4,170 4,267 0
7 ﬁ
9 From the categories that appear, = Fomating | Chars Tobles | Sparkines
: 10
click Charts. :; mﬂl K \_E_H M l!ﬂ D]?
e Sl.'lde the mouse % over a :i cms:gem Line  Stacked.. Stacked.. 100%..  More..
recommended chart type :: Recommended Charts help you visualize data.
17
o Excel d1splays a preview of your @ Autosave T2 Six Month Unit Sales - Saving,.. ~ P PaulMckedries o ¥
data us.|n9 that Chart type' File ~ Home Insert Draw  Page Layout —Formu lac  Mata  Rauiam Aiaw  Haln
@ If you do not see the chart you 2 fli @ik ChartTitle L
. Paste 4 1500 e v
want to use, click More. - Ee oA~
Unde | Clipboard Font 1450 ;
e Click a chart type to insert it. PR 4’
R [T | 1o 0|
Excel inserts the chart type you 1 Six-Month Unit Sales . III III II| II II |I
2 January  February March I3
selected. s [Gadgets e 1as 1a ia
4 |Gizmes 1,249 1,363 1,379 lanuary  February  March april May June
5 |widgets 1,365 1,383 1,403 WGadgets WGizmos M Widgets
& Total 2050 4,087 4,127
7
§ Formating  Chars  Totals  Tables  Sparklines
10
i Ol ~ i MW
= Clustere..  Line  Stacked.. Stacked.. 100%. More..
14 s
15 Recommended Charts help you visualize data,
16
17

Can I select noncontiguous data | In my column chart, I want bars for the elements appearing in the
to include in a chart? legend; is there an easy way to make that happen?

Yes. To select noncontiguous cells | Yes. The legend displays the row headings in your selected data,

and ranges, select the first cell or | whereas the bars represent the column headings. So, you should

range and then press and hold switch the rows and columns in the chart. Click the chart to select it.
(£1]) while selecting additional Then, click the Chart Design contextual tab and, in the Data group,
cells and ranges. click Switch Row/Column.
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Move and Resize Charts

fter creating a chart, you may decide that it would look better if it were a different size or
located elsewhere on the worksheet. For example, you may want to reposition the chart at the
bottom of the worksheet or make the chart larger so it is easier to read.

Moving or resizing a chart is like moving or resizing any other type of Office object. When you select
a chart, handles appear around that chart; you use these handles to make the chart larger or smaller.
Moving the chart is a matter of selecting it and then dragging it to the desired location.

Move and Resize Charts

File  Home Insert Draw Page layout Formulas Data Review View Help Chart Design Format = Comments
Resize a Chart har esign
. = = == = i1 il
o CI.]Ck any edge Of the Chal"t. Add(;tan Quick  Change |_||!|H!|h‘|‘ iiliililil ze E M_gl,!ﬂjdjﬂ illlﬂillﬂﬂ . Suitch Row sﬁ Change %
Element v Layout~  Colors~ - =-= i Column  Data  ChatType  Chart
. Chart Layouts Chart Styles Data Type Location
() Excel selects the chart and surrounds it — o :
With handleS. . A | © D E F G H 1 ) K L M N
1 Six-Month Unit Sales
2 January  February March  April May June
O/, and | appear. SR e ?
L. A 5 Widgets 1,365 1,389 1,403 1,451 1,427 1,466
Position the mouse pointer over a 5 fro W‘@c‘-m ais|_Amm|_sx7 °Hl
s g Chart Title
(% changes to %, I, /7, or «). . 0
:; 1,450
= a0
= 1,350
“ il il I|| i ||
16 1,300
17
18 1,250
19 Januery February March April May June
20 WGodgets §GEmos mWidgers
21 &g @
22
23
[ | Sheet! @ P =
e Cl.ick and drag a handl_e to resize the File Home Insert Draw Page Layout Formulas Data Review  View HelD CMRDES‘Q" Format = Comments
il ke = = - i il | Ef
Chart' ,;ddctm lQul(k é:h‘lnge 'jh!lﬂ!llﬂ i il il i ||‘ ¢ il Illlﬂﬂlm] - wnulh Row/ sﬁ C:mnTge 20;5!
lement ~ Layout ~ olors ~ — . E— - - olumn ata it Type art
© A frame appears, representing the ez s
. . Chart 3 |z < fe
chart as you resize it on the worksheet. P o e © _EF & B _® 0 § .1 _m &
1 Six-Month Unit Sales
0 %l jtl @l or ¢ Changes to —l_' j Gadgets m“:r:qn Febrlu':ravs erﬂsas Apnl,ass Mwl.a?a "mel,ase
4 Gizmos 1,349 1,363 1,379 1,381 1,365 1,402
O Release the mouse button. o b e s s
e z
. 2 Chart Title
Excel resizes the chart. >
& 1,400
13 h o |
14 - | Q
s I I I ;
17
; L i i ‘
|§ January  February March April May Iune
20 WGodgets mGemos mWidgets £
2 o &,
: v O
Sheetl g P4
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Move a Chart File  Home Inset Draw Pagelayout Formulas Data Review View Help Chart Design Format © Comments.

B o E

& == - 7| in
ﬂ mlilllj][ll Ililil!]lil o SwchRow/ Sekct  Change  Mowe

@ click any edge of the chart. I3 APc] == e
Element ~ Layout ~ Colors ~ Column Data Chart Type Chart
@ Excel selects the chart and surrounds it — ——
with handles. A 8 c D 3 F G ) K L M N
1 Six-Month Unit Sales
2 ry  February March April May June

o' ' and appear. im l ChartTite 4 {a

.. . 5 Widgets 1,365 | 1500
o Position the mouse pointer over an empty [ e 4

area of the chart (4p changes to k). 2 E oo

1,350
12 1,
3

7 1,250
January  February  March il May

16 WGadgets WGizmos WWidgets
7 &a e}
18

H

Sheett | @ i e
Click and drag the chart to a new location [ g wew @D &  svernmsios e - P uieic 3 © 5 -
on the WOI’kSheet, Fle Home Insert Draw Pagelayout Formulas Data Review View Help Chart Design Format © Comments

=]
mmi.llhgllﬂ‘ Irilﬂﬂ]lil - m;nm.rsi\ug cEla:n'ge %

o mn Dats  ChatType  Chart

R il e
@ i changes to «}», and [+, ./, and ok Qe | Crare

eandil i

d -i sa p p ear. Chart Layauts Chart Styles Data Type Location
Chart 3 v fe
A B C D E F G H ) K L M N
o Release the mouse button. + [Sh-Month Unit Sales
2 January  February March  April May June
Excel moves the chart. oo | i35 aow| e i o e

5 widgets 1,365 1,389 1,403 1,451 1,427 1,

6 Total 4,054 4,087 4,127 4,Eﬂﬂ

7

130 . Chart Title J~0

2 00

13

8l

16| 1350

il (10

18

w 1,250

20 lanuary February April May

: wtssps watmes s

23

sheett | @ S ———
Can I delete a chart or move it to its own worksheet? Move Char S
Yes. To delete a chart, click its edge and press ((Z575). To move a S e
chart to its own worksheet, click its edge, click Chart Design, and @° Newsheet | Chart |
click Move Chart to display the Move Chart dialog box. Select New et o g
sheet (A) (O changes to @) and click OK. Excel adds a new
Cancel

worksheet called Chart1 to the workbook and places the chart in
that worksheet.
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Change the Chart Type

xcel makes it easy to change the chart type. When you create a chart, Excel recommends chart types
that are suitable for your data, but you are not limited to the chart type you choose. For example,
you might create a column chart but then realize your data would be better presented in a line chart.

You select a new chart type using the Chart Design contextual tab. To make this tab available, you
select the chart. You click the edge of the chart to select the entire chart; you can select individual
elements of the chart by clicking them. As long as you click anywhere inside the chart, the Chart
Design tab appears on the Ribbon.

Change the Chart Type

o Click an edge of the chart to
select it.

Fle  Home Insert Draw Pagelayout Formulas Data  Review &Ehallb&gn Format Ccomments ([

Aﬁ%n % ,e LIH““I u.uuljll Fasaddd mﬂhllﬂi iﬂwl mﬁwsﬁ d]

Changs Chart Type prvimalivnll P nryp

() Handles surround the chart. — R
. o D Recent T, s K L N o
o Click Chart Design. 0 e ﬂ]ﬂ i !EL x M i} ?
. b Lne 3-D Clustered Column — 1
6 Click Change Chart Type. { o= - o
5 B Ba
& Area
The Change Chart Type dialog box ™
4 © Ma
appears. o
o . & | |
© To view Excel’s recommendations O e e
1" @ sunburst
for chart types for your data, | e e v
. . 1 6f Box&Whik
click this tab. LR
3
o Click a chart type. | -

e Click a chart variation.

A Autosave @D (B Six Month Unit Sales « Saving.. = P puiMcedies G ¥ & - @ x
@ A preview of your chart appears R e i i P T - -
: poi = I il
here; point the mouse at the A!?[}n SfEl (2 uliil ¢ Dol Codddil Gadddill = srcnron cEmg %?‘
: : Element ~ Layout+  Colors v —= = = Column  Data  ChanType  Chart
preview to enlarge it. S Ry il S
Chart 3 ~ i I ~
QChckOK. R O e e e T e e P e
Six-Month Unit Sales
2 anuary  February March  April May June o
3 |Gadgets 1,340 1,335 1,345 1,366 1,378 1,399 Chart Title
4 |Gizmos 1,349 1,363 1,379 1,381 1,365 1,402
5 |widgets 1,365 1,389 1,403 1,451 1,427 1,466 1,500
& |Total 4,054 4,087 4,127 4,198 4,170 4,267 1,50
o 1,400
: m."‘ii
12 = famary
:: ) mGadgets W Gizmos mWidgets
17
18
i
21
(© Excel changes the chart to the =
chart type that you selected. Lot [ @
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Change the Chart Style

CHAPTER

12

You can change the chart style to enhance the appearance of a chart. You can choose from a wide
variety of preset styles to find just the look you want. For example, you might prefer a brighter
color scheme for the chart to make it stand out.

You can access various preset chart styles from the Chart Design tab or from the Chart Styles button
that appears along the right edge of a selected chart. To select a chart, click along its edge.

Change the Chart Style

o Click an edge of the chart to select it.
@ Click the Chart Styles button (7).
@ The Chart Styles pane appears.

9 Click Style to view available chart
styles.

© You can click [«] and [~] to scroll
through available styles.

You can point the mouse at a style to
preview it.

e Click a new style.

@ You can also click Chart Design and
then click a style in the Chart Styles
gallery.

Excel applies the new style to your
chart.

Click Color to view color schemes for
your chart.

G Click a color scheme.

() Excel applies the new color scheme to
your chart.

 You can also click Chart Design and
then click a style in the Change Colors

gallery.
@ You can click the Chart Styles

button (/) again to close the
Chart Styles pane.

Fle  Home Insert Draw Pagelayowt Formulas Data Review View Help Chart Design © Comments
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Change the Chart Layout

ou can customize your chart’s appearance by applying one of Excel’s preset chart layout options.
The chart layout determines how Excel positions chart elements such as the title and legend. For
example, many chart layouts include a legend that appears either to the right of or above or below

the chart.

The main chart elements affected by most chart layouts are the chart title, legend (which identifies
each chart data series), data table (a summary of the chart values), horizontal gridlines (lines across
the chart that can make it easier to read the values), and axis titles.

Change the Chart Layout

o Click an edge of the chart to select it.
© Click Chart Design.
9 Click Quick Layout.

@ A gallery of layouts appears.

You can point the mouse at each layout to
preview its appearance.

O Click a layout.

() Excel applies the new layout to the chart.

@ You can right-click the chart title and then
click Edit Text to change the default title.

( You can right-click an axis title and then
click Edit Text to change the default title.

@ In this layout, the legend appears to the
right of the chart.

@ This layout includes horizontal gridlines.
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Add Chart Elements 12

You can add a variety of elements to your chart. For example, you can include or exclude axes,
axis titles, a chart title, data labels, a data table, error bars, gridlines, a legend, and a trendline.
Remember that displaying too many elements on a chart can make it hard to understand. This
section shows you how to add axis titles; you use the same technique to add any chart element.

Add Chart Elements

0 Cl-iCk an Edge Of the Chart to @ Avtosave @D [ S Month Unit Sales - Saved = » Paul McFedries 3 ® L -
SEleCt it. File  Home Insert Draw Pagelayout Formulas Data Review View Help Chart Design © Comments

@ Click the Chart Elements button o,mﬂ’* LA BCATI RSl e [ L, I

Element~ Layout~ = Colors v Column  Data | ChartType  Chart

() . Chart Layouts Chart Styles Data Type Location

Chart3 v i -]
@ The Chart Elements pane appears. 5 0 @ B & . C | © _© 0 _ 5 & & @ =
1 |Six-Month Unit Sales
YOU can pOint the mouse at an 2 Gadgets Jmu:?m Feb'izr:s Mir:.?m Ap'i:.asﬁ May],a?s Junel,ass
element to preview it. g | v e e ue e e ?
. 6 Total 4,054 4,087 4,127 4.1?‘8 4,170 4,267 -
e Click the element you want to : Chart Title F
add to the chart (] changes 0 3 e s
. Chart Title 1450
Data Labels
to )' :i A E Data Table 1,400
. L. = [ Error Bars .
You can also click an existing L [ e
. 16 aene 1,300
element to remove it from the . L Tendine I I
chart ([4] changes to [). :
21 (o} O
(@ Alternatively, you can click Chart .
Design and then CHCk Add Chart @ Auvtosave @XD) [ Six Month Unit Sales - Saved ~ £ M 3§ ® L5 -
Element_ File ~ Home Insert Draw Pagelayout Formulas Data Review View Help Chart Design Format 2 Comments
il e = = | o 0 B

§‘m Egdidi I!!!i' " SwitchRow/ Sdect  Change  Move

Add Chart  Quick Change illﬂ" i

Element~ Layout~ | Colors ~ Column Data Chat Type  Chart
Chart Layouts Chart Styles Data Type Location
(@ Excel applies the change to your R
chart. 1 [Six-Month Unit Sales
2 January  February March  April May June
@ You can click the Chart Elements Cloimos | s ise g im iwe| e
. 5 Widgets 1,365 1,389 1,403 1,451 1,427 1,466
button () again to close the Chart o [roat 4054 408 417 41% 4170 4267 .
Elements pane. ‘ temens Chart Title w
) Lf Axes 1,500
0 Ay Titles ! ‘/‘
Note: If you add any type of title, Excel N e Lo
inserts dummy text representing the title. |- g e 3 o0
ridlines
You can replace the dummy text by iz e gm’ III II I I I
. . . . = [ Trendiine 250 .
right-clicking the title box and then - e M“:"”‘:m -
clicking Edit Text. Then, type your e R
. 21 (o] O
replacement title. 2
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Format Chart Elements

ou can change the formatting of any element in a chart, such as the background pattern for
the plot area or the color of a data series. You use the Format pane to apply formatting to the
selected element. The pane appears automatically when you format an element.

The available settings in the Format pane change, depending on the element you select. This section
shows you how to add a fill color to the chart area, which is the area behind your data in the chart.
You can apply these same techniques to format other chart elements.

Format Chart Elements

o Click an edge of the chart
to select it.

@ tisee @D

File  Home Insert Draw

Six Manth Unit Sales « Saved + el

PuiFedis O @ L - 9 x

= Comments

elayout Formulas Data Review View Help ChartDesign _Format

Chart Aree hi 78} &~ As &~ L ™ e
. whmmidmian jm] - ‘M‘ - B~ e & A | Aamnge | oy
o Cl.le Format. ) RescttoMotchsiyle AL LT — Y a- gs,\g. A- Text il =1F
Current Selection Insert Shapes. Shape Styles. T WordArt Styles 5 Accessibility Size 5 e
. Chart3 v fe “
@ Click the Chart Elements w and PR A " O
. 1| Six-] h Uni | -ormal art Area T %
then click the chart element you T N N o pte T i
Want to format‘ j g::;::s :ﬁ Eﬁ :ﬁ :fs: ﬁ: i:ﬁ ? n O
5 widgets 1,365 1,383 1403 1451 1427 1466
& Towl 305 ao0s7 4127 41m 410 4207 =
Note: You can also directly click the Chart T B
chart element that you want to format. . -
12
e Click Format Selection. . | Il I‘ I I Il‘
() The Format Element task pane “I II I I I
appears, where Element is the = s wcimn e
name of the element you selected 5 :
in Step 3. @ Avtosove @I B2 i Month Unit Seles + Saved - P i @ ¥ & - 9 %
. . . Fle  Home Insert Draw Page loyout Formulss Deta Review View Help Chort Design  Format 2 Comments
e Click [ beside the type of formatting o BN D SR IR
Farmet Selection ooa - Ao |~ B~ ick M Al Lirange .
you Want to appl-y- & ResttoMatchsyle A LTLT — @ sgwsv A - Txt et His
Current Selection Insert Shapes. Shape Styles. | WardArt Stles 15 Accessibility Size & v
Chart3 ~| i S ~

(© Excel displays the formatting controls.

@ Change any format settings.
@ Excel displays the effect.

( You can click these icons to display
more formatting controls (the icons
you see vary depending on the
element).

( For some elements, you can click
Text Options to apply text formatting
to the element.

0 Click Close (3X) to close the task pane.
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CHAPTER

Change the Chart Data 12

ou can work with subsets of your data by filtering the information displayed in your chart.

Whenever you change the underlying data visualized by your chart, Excel automatically updates
the chart to reflect your changes. But suppose that your chart shows several months of sales data for
several products and you want to focus on one product only. There is no need to create a new chart
because you can filter your existing chart to show just the data you need. When you are ready, you
can quickly redisplay all data in your chart.

Change the Chart Data

0 Click an edge of the chart that you want  [& ww @D & omnimssipesssmns - P umse @ ® 7 - o x
to Change to Sel.ect -it- Fle  Home Inset Draw  Page La,;m Formulas  Data  Review \ne«; Help (hanm;:gn Format T comments
| N - - Eg | w e
. . B Format Selection Do~ j LZ ik At Amnge | .
@ Click the Chart Filters (/). goween Bode 0 BE Pz L1 P el
Current Selection Inscrt Shapes Shape Styles 5 WordArt Styles 3 Accessibility Size

Chats v i £

@ The Filter pane appears.

A [ c D E F [ H J

. . 1 |Six-Month Unit Sales
e Click a series or category that you want T T L NS L
to remove ([v] changes to [_]). ) o ) B ?
& Total 2,054 4,087 4,127 4,138 4170 4,267
O Repeat step 3 as necessary to remove 2 ~ Chart Tile
additional series or categories. "
13 1,400
9 it Sl Il‘ II‘ ||‘
20 mGaigeir mGizmos mWiidgets dpril
a 6 o
: Lsween | @ .
Ready
() Excel applies the change to your chart. T el O s P mea() O 6 5 0 &

0 mD oD B PO mOwD En o W ) G o & comments

Click the Chart Filters button (%) again e I olcIcE é’ E“ B2 a :u

to close the Filter pane. 0 rato e | DLLE "R
Current Selection Inscrt Shapes Shape Styles 5 WordArt Styles & Accessibility Size & ~
Chats v i £ i
A B c o E F G H ) K L M N 0 a
1 |Six-Month Unit Sales
2 January _ February March __ April May lune
3 'Gadgets. 1340 1335 1345 1,366 1378 1399
4 Gizmos 1,343 1,363 1,379 1,381 1,365 1,402
5 Widgets 1365 1389 1403 1451 1427 1466
6 Total 4,054 4,087 4,127 4,138 4,170 4,367 ”
U o
" 1 lect Al
;i Widgets. L S (elect 2l
§ Gedgets
10 e &
i 1460 O 1 Gimos
L 1,440 ' 1 widgets
1420
13 4 Categories
14
® Omu (Select Al
16 @ Ianusry
L 20 Februzry
18
1o Janaary ary  March June March
i? Wgets Al
22 o © (e} May
23 June -
Sheet! @ ] »
) g ey SelectData. | 100n
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Using Sparklines to View Data Trends

You can place a micro-chart of data in a single cell in your worksheet. Excel refers to these
micro-charts as sparkline charts.

You can create three types of sparkline charts: line, column, or win/loss. All three show you, at a
glance, trend information for a range of data you select. Excel places a sparkline chart in the cell
immediately to the right of the row of cells you use to create the chart. Excel offers several styles

that you can apply to your sparklines.

Insert d Sparkline @ Autosave @XD) B2 Six Month Unit Sales - Saving... ~ » Paul McFedries 3 ® £ - o X
Select the row Of Ceu.s Containing Fle Home Insert Draw Pagelayout Formulas Data Review View Help © Comments

. . . X Calibri ~1o. = Custom ~ & conditional Formatting ~ H Insert ~ 0
the data you want to include in o | Mg [Sragas S % 3 Mremmuse | Eowe - g
the Sparkljne Chart' Unde Cl:pbnaf [ =" in: & & : Alignment [ Félilu:?ier [ Ece"w:;\es HF;::M' hd
. . . B3 v Jx | 1340 ~
Note: To avoid having to move the R e R T R I
sparkline chart, make sure an empty 1 |Six-Month Unit Sales
. 2 Januai Februat March April Ma June
cell appears to the right of the cells %‘ e i el )
. 4 1,349 1,363 1,379 1,381 1,365 1,402 @
yOU 1ntend to Chart. 5 \widgets 1,365 1389 1403 1451 1437 1466
6 [Total 4,054 4,087 4,127 . 0
. . . = Formatting ~ Charts  Tgtals ~ Jables  Sparklines
Click the Quick Analysis 5
button (). . o
mn
. . “2.
e CI_]Ck Sparkl]nes. 13| Sparklines are mini charts placed in single cells,
14_ 1 1 . = 4
e Click the type of sparkline chart o e ) = s
you want to insert.
@ Avtosave @ID) [ Six Month Unit Sales - Saving... ~ £ raumMdedis 4 ® & - 0O X
Th'iS example CreateS da line File ~ Home Insert Draw Pagelayout Formulas Data Review View Help Sparlﬁine@ © Comments
sparkline chart. T || = O Db SErgp E
P Dsf Line | Column Wi Ew‘“i”' S“‘"’“"" \/\/\ \/\/\ \/\/\ \/\/\ S E G 0
. . ata 055 Negative Points Markers - - Clear ~
() Excel inserts the sparkline chart - oe T st oo~
in the cell to the right of the M v]EHX v £ v
selected cells. 1 [Six-Month Unit Sales ‘ ‘
2 | January  February March April May June
© The Sparkline contextual tap ~ |:lew oo e e <)
5 Widgets 1,365 1,389 1,403 1,451 1427 1,466
appears‘ 6 .'rmallg 2,054 4,087 4,127 4,188 4,170 4,267 é
7
e Repeat steps 1 to 4 to add 8l
sparklines for the rest of your data. |¢
'\2.
(O Alternatively, you can drag the ul :
Fill handle down to create a Lt [ @ ‘ v
Ready ER ] - ———+ 100%

sparkline group. See the
upcoming tip for more about
sparkline groups.
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Apply a Sparkline Style

@ AutoSave 2 SixMonth Unit Sales « Saving... ~ P pulMcedis g ® 4 - 0 X
o cljck the ceu Conta-in-ing a File Home Insert Draw Pagelayout Formulas Data Review View Help Sparkline 2 comments
. E E E [ High Point [ First Paint |~ Z~ ﬂ |_D
sparkline that you want to style. ? Cm P it Dt \/\/\ WAL ™™
. . Data ~ Loss [ Negative Points () Markers = 0" & Clear ~
o chck Sparkl]ne' Sparkline Type Show style Group ~
H3 ~ 3 N
e Use the Style gallery to select A | 8 | e b | & | F | c M. é D Gt D
1 |Six-Month Unit Sales
the Styl-e you Want to appl-y to 2 January  February March  April May June
. adge , , ! I
the sparkline. A
5 |widgets 1,365 1,389 1,403 1,451 1,427 1466
OYOU can Click More (—) to 6 |Total 4,054 4,087 4,127 4,198 4,170 4,267 _—
T 7
display the full Style gallery. ;
7
12
13
14 =
| Sheetl @ 1 0 - - - »
Ready it 0 - —————+ 100%
( Excel applies the style to the O] oeer(e 8) B | Simnuns e o S muMswe P ® £ - 0 x
sparkline. Fle Home Insert Draw Pagelayoust Formulas Data Review View Help Sparkline © Comments
. i Jms [ Highpoint [ First Paint ol e g
Note: To delete a sparkline ? CE E e[ I SN VAR VARV - - ? 1 ung
. . . Data > Loss egative Poil arkers - ear ~
chart, right-click it and then L et e e S ]
click Sparklines. Click either Clear RN R - -
. A B C D E F G H I J K L M N -
Selected Sparklines or Clear , [S-Month Unit Sales
3 january _ Februa arch ril a une
SEIeCted Sparkhne GrOUpS. ; Gadgets : 1,2!40 : 1_;:5 " 1,345 o 1,366 " vm?s : 1308 [ 1
4 \Gizmos 1,348 1,363 1,379 1,381 1,365 1402 _——
5 |widgets 1,365 1,389 1,403 1,451 1,427 1466
6 Total 4054 4087 4,127 4,198 4,170 4267 _——
:
‘\BO
n
12
13
14 =
| | Sheett @ P »
Ready it M - ——§——+ 100%

Can I create multiple sparklines simultaneously?

Yes. You can select data on multiple rows; Excel creates a
sparkline for each row and treats the sparklines as a
group. For example, if you change the chart type of one
sparkline, Excel changes the chart type for the entire
group.

How can I change the chart type of a
sparkline?

Click the cell containing the sparkline and then
click the Sparkline contextual tab. In the Type
group, click the sparkline chart type you want
to use.
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Understanding PivotTables

PivotTable provides an easy way to summarize information stored in a range, a table, or an
external data source. Using a PivotTable helps you make sense of even massive amounts of Excel
data in a variety of meaningful ways.

Suppose your worksheet contains sales information by day for products sold during a promotion.
The worksheet tracks the date of the sale, the quantity and dollar amount sold, the type of product,
which promotion generated the sale, and which type of advertisement made the customer aware of
the promotion.

The Native View B : : g E -
. X L. . 1 |SUMMER SALES PROMOTION - ORDERS
Just viewing the worksheet in its native form would Prudm B quentityl Nt SH_ PromotionBl _ Advertisementl
. . 3 6/1/2022 [Smartphone case 11 $119.70| 1 Free with 10 Social media
not hetp you analyze any Of the 'Informat'lon. For 4| 6/1/2022 HDMI cable & $77.82| Extra Discount Blog network
. 5 6/1/2022 | USB car charger 15 $100.95| Extra Discount Search
example, you could not determine total sales for 6| 6/1/2022 | HOMIcable 11 $149.71] 1 Freewith10 |  Blog network
the month for any individual type of promotion. o eriaots | vspemsher] 3| Sa015] Drvmciennt | e
. X 9 | 6/2/2022 Earbuds 5 $33.65| Extra Discount Social media
Nor Could you determ]ne Wh]ch product Sol_d the 10| 6/2/2022 |Smartphone case 22 $239.36| 1 Free with 10 Search
most units. Nor could you identify which
advertisement generated the most sales.
PivotTables Make Analysis Eas A 0 c_ar .
y y 1 PivotTable Fields A
You could spend time sorting and filterin 2] ‘ .
p : g. g B msumdmﬂnﬁw Choose fields to add to report:
the data and setting up a series of 4 [Earbuds 1438 Forr 5
5 |HDMI cable 1708
formu.las that wou!d answer mosfc of your |2 e e o broduct .
questions, but a PivotTable provides 7 |USB car charger 3360 4 Quantity -
. . & |Grand Total 7851
answers much more quickly and easily. 3 Eorp sl e
Creating a PivotTable takes only a few . Y Fiters Nl Columns
seconds, does not require any formulas, 12
. h . 'F . . 13 = Rows Z Values
and displays the information in an a7 [Produc 1 |[Smorammm——1:
attractive format. When you create a s R
. . . er Layout Update
PivotTable, Excel automatically displays > RBle
the PivotTable Fields task pane, which
you use to modify the PivotTable.
The term pivot means “to rotate.” In the case of a PivotTable, you rotate your data to examine it from a
variety of perspectives. You can easily move fields around to view information in many different ways. As a
result, a PivotTable is really not static; it changes as you pivot the fields in the table. You can place a
PivotTable on the same worksheet that contains the underlying data, or you can place the PivotTable on its
own worksheet.
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Summarize and Filter PivotTable Information

In a PivotTable, Excel automatically summarizes the data by calculating a sum, but you are not limited to
summarizing data that can be added. You can use a PivotTable to count the occurrences of a particular type
of data. For example, you can identify the number of people who reside in a certain ZIP code. So, a
PivotTable is useful not only to summarize numeric data but also to summarize text data.

You can filter information in a PivotTable. You can also use the data in a PivotTable to create a PivotChart —
a chart based on the PivotTable information — that you can use to help you further analyze the data.

Understanding PivotTable Terms = g E o -

1 (All) =] PivotTable Fields x
You should be familiar with some terms - Choose felds 0 add o eport:
in order to make working with ¢ fomizhels [Tl reeuithi0 B Dicount Gl || 5 ol
PivotTables much easier. 2 lomrtphone cse o o s 3“2 i
& |USB car charger 1705 1655 3360 Net §
An item is an element that appears asa | ™™™ e ) e .
row or column header. In the figure, i Drag e between srcss belows
Earbuds, HDMI cable, Smartphone case, = T -
and USB car charger are items in the 5 — ——
Product field. The Promotion field has 7 [ ) [[som Q<]
two items: 1 Free with 10 and Extra » | Sheet [omir . @ - ¢ s Ll peterloyoutupae
Discount.

Column labels refer to fields that have a column orientation in the PivotTable, each occupying a column. In
the figure, Promotion represents a column field.

Grand totals appear below the rows in a PivotTable or to the right of the columns in a PivotTable, and they
display totals for all the rows or columns in the PivotTable. You can choose to display grand totals for rows,
columns, both, or neither. The PivotTable in the figure shows grand totals for both rows and columns.

Row labels refer to fields that have a row orientation in the PivotTable, each occupying a row. In the figure,
Product represents a row field. You can also have nested row fields.

Source data are the data used to create a PivotTable. Source data can reside in a worksheet as a range, a
table, or an external database.

Subtotals display subtotal amounts for rows or columns in a PivotTable. The PivotTable in the figure displays
row subtotals for each location.

A report filter is a field that has a page orientation in the PivotTable. You can display only one item (or all
items) in a report filter at one time. In the figure, Advertisement represents a filter field.

The Values area refers to an area of the PivotTable field list that displays the cells in the PivotTable that
contain the summary data, and the way in which those cells are summarized in the PivotTable.
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Create a PivotTable

ou can more easily analyze a large amount of data by creating a PivotTable from that data. A

PivotTable is a powerful data analysis tool because it automatically groups large amounts of data
into smaller, more manageable categories, and it displays summary calculations for each group. You
can also manipulate the layout of — or pivot — the PivotTable to see different views of your data.

Although you can create a PivotTable from a normal range, for best results, you should convert your
range to a table before creating the PivotTable (see Chapter 10).

Create a PivotTable

Click inside the range or table of
information you want to use to
create a PivotTable.

B AutoSave BE  SummerSales Promo - Saved - 2 paul

File Home Insert@ Page Layout Formulas Data Review View Help Table Design

@C b E 2 I/ vS8g[

o Click Insert. PivotTable Recommended Wustrations | Add-  Recommended 70 © b (5~ Maps  PivotChart
v PivotTables hd ins~ Charts [ R v -
€ Click PivotTable. rabies crars 5
A2 ~ i Jfr  Date
A B 6 D E F
. . Product B QuantityBl Net$El PromotionBl Advertisementld
Excel‘ d1SplayS the P1VOtTable frOm 3 6/1/2022 |Smartphone case abl $119.70| 1 Free with 10 Social media
Table or Range dialog box and 4 6/1/2022 | HDMI cable 6 $77.82| Extra Discount |  Blog network
5 6/1/2022 | USB car charger 15 $100.95| Extra Discount Search
guesses at the table or range to 6 6/1/2022 HDMI cable 11 $149.71| 1 Free with 10 Blog network
use tO Cl'eate the PiVOtTabl.e 7 6/2/2022 | USB car charger 22 $155.40| 1 Free with 10 Blog network
. 8 6/2/2022 | USB car charger 3 $20.19| Extra Discount Search
. ] 6/2/2022 Earbuds 5 $33.65| Extra Discount Social media
In this example, Excel suggests 10 6/2/2022 |Smartphone case 2 $239.36| 1 Free with 10 Search
using the table named Orders to
create a PivotTable PivotTable from table or range ? X
If Excel guesses incorrectly, Select a table or range
click the Range selector Table/Range:  Orders @0

button () to select the

Choose where you want the PivotTable to be placed
correct range or table.

© New Worksheet

e Select a location for the } () Existing Worksheet
PivotTable report (O changes Location: [ 4
to Q). -

Choose whether you want to analyze multiple tables

This example places the () Add this data to the Data Model
PivotTable on a new worksheet.

Q Click OK.

Cancel
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() Excel displays a PivotTable skeleton. @ Ao @D B Surmer Sl Sond « P ounisie @ © & -

. . File  Home Insert Draw Pagelayout Formulas Data Review View Help PivotTable Analyze Design 4:’.

(© The PivotTable Analyze and Design B B o E . D QP e Mr_
contextual tabs appear on the Ribbon. i b et ol | et ¢ |

(@ The PivotTable Fields task pane appears B xiioEL - .
on the right side of the window. ; &P‘V"'Tab‘e RElEE @T*

5 ]:'7 Choose fields to add to report: -
; - b
| e | o i
El et < [ Mets N v
:i E%?E? ’___%i T Filters W Columns
v B==|
:: ‘ l = Rows E Values
18 ‘ J |
= Sheet! | Orders « CEE—— : Becdzo Tl
Ready -
0 Select a field that contains text Bl e et P mmenl) @ & = 8 &
items (D changes to ). File  Home Insert Draw Pagelsyout Formulas Data Review View Help PivotTable Analyze Design =]
B om oo 5 B vl e |G B &

() Excel adds the field to the Rows area. Peegate | pei | | Ao | Gt o
Select a field that contains numeric items ~ [*  ~° Ao 2
(D Changes tO ) ; PivotTable Fields '@7"

a ]@."—‘s“m"w‘t Choose fields to add to report: ‘V

(@ Excel adds the field to the Values area. < Vo i — =

e 7, i i
Note: You can change the information that - | — e 8 - o "
appears in the PivotTable by moving the fields | Do s s
around in the Areas section of the PivotTable B T
Fields task pane. . _— _—
:; %hmu; = |[Sum of Quantity - |<o
= Sheett] | Orders P — "l o Defer Layout Update
Reacy R A
TIPS
How do I add a field to the Columns area or to the Filters How do I remove a field from a
area of the PivotTable? PivotTable area?
When you select the check box for a field that contains text The easiest way to remove a field from
items, Excel automatically adds that field to the Rows area. To the PivotTable is to click the field's
add a field that contains text items to the Filters area or the check box in the PivotTable Fields task
Columns area, drag the field from the top part of the PivotTable | pane ([v] changes to [ ]). Alternatively,
Fields task pane and drop it inside either the Filters box or the drag the field from its area out of the
Columns box. PivotTable Fields task pane.

195



Create a PivotChart

You can use your PivotTable to create a chart that presents the data graphically. Charted
information is often easier to understand than the numbers behind the chart. PivotChart behavior
is much like the behavior of other charts in Excel: You choose the type of chart, and you can select a
chart layout and a chart style.

If you make changes to the PivotTable data or organization, Excel automatically updates the
PivotChart to reflect your changes. And, if you filter your PivotTable, as shown in this section, Excel
reflects the filter dynamically in the PivotChart.

Create a PivotChart

Create a PivotChart a =
o Ch'ck 'in the PivotTabl_e. File  Home Insent Draw Pagelajout Formulas Data  Review View Help Pmmblenmmﬂ O comments B

B [ o B R i)

PivatTable  Active  Group E' et Timelin Refesh ChangeDuta | Actons | PaotChart Recommen ded | Showr
Field

© Click PivotTable Analyze. T S T

AS v Jr  Earbuds

Click PivotChart. e o
o e 2l 0 8

. . 3 Sumof Quantity Column Labels -
Excel displays the Insert Chart dialog box. < sowsbe - amcewitnn oy L e Csired G
S [ e o Z“ g
. 7 smartphone case 638 W
e Click a chart type. e e & e ||} " Il ||

@ click ok. :

13
14
15
16
17
18
10

0 Box & Whisker

] Weterdal
i? ¥ Funnel
22 |t Combo
z
Sheet! | Crders @
Ready 5 - o | camcel
o Excel_ d'lspl,ays a P]VOtChart. A Autosove @XD B Summer Sokes Prome - Saved P huimMdenis g ¥ & - O %
. . Fle  Home Insert Draw Pagelayout Formulas Data Review View Help  Pivolchartanalyze  Design mﬁ
(@ The PivotChart Analyze, Design, and Format e 4 Ess B = (= S -
. Format Selection ooa -~ < e | |~ " Quick ¥ Amange . -
contextual tabs appear on the Ribbon rossotacnine B LLS — o meta. B
. . Current Selection Insert Shapes Shape Styles | WordArt Styles 15 Size 1) -
as long as the PivotChart remains selected. oar v |i[x v & v
1 AﬂVEﬂi;;mEfﬂ (Al 5 [ : ’ S PivotChart Fields 2 8
; AT Em Choose fields to add to report. ‘@ -
4 Rowlabels - 1Freewith10  ExtraDiscount Grand Total [searen 0
5 Earbuds 792 647 1439
& HOMI cable 814 834 1708 & Quantity -
7 |Smartphone case 638 06 1382 O Mets
@ smerchorger s s aaea T |
‘90 Gran{r - o +. [ Advertisement v
1 Sum of Quantity 7 Drag fields between areas belows

12 1800

:
1200
:

7 Promation v

o]
b 00 1z win 10
8 400 s Discount = Axis (Categories) ¥ Values
o 200 Froduct =) |[Sum ot sty -
o

20

T Filers B Legend (Serics)

Aaverisement =] |[Fromotion

58

b e s o
21
22 =
= . ] DeferL: Uy
Sheett [ orckrs | @  — 1 LorousLpde
Ready B B 0 -—8—+ w0
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Filter the Pivotchart File  Home Insert Draw Pagelayout Formulas Data Review View Help  PivoiChart Analyze Design  Format = ﬂ
. . Buton Promation  ~| | ;7 =y — 2 & [= N
o Click any of the buttons shown in the Gromasictin DOC s z. % |
3 ] oMatchsyle A LTL . M i
P1V0tChal’t. = R:::l ::‘i:‘:::v‘ Inser Al sotzeen ¢ & wwmsti: ] Size & ~
a1 = A Mere Sort Options... -
Click (Select All) ([v] changes to []). K st Fom Pomatie .
o ( ) ( g D) 1 AdverEisiment (adl) . | LabelFikers > : PivotChart Fields v
. . . 2 Value Fitters >
Click an item that you want to display |: S PR e
s | 1Freewi S [search g
(L changes to []). : oo pat B :
7 |smartphone case O nets I
8 USB car charger [] Promation
O Repeat step 3 as needed. .ﬁ’ o o pamoton =
e Click OK 1 Sum of Quantity lz Drag fields between areas below:
. :s :x T Filters 1l Legend (Senies)
14 1400 Cancel = | |[ Premation -
15 1200 n
I o
U II II II i —er—— e
19 200 Product ~ | || 5um of Quantity -
i? : Earbuds HDMI cable Smal’tnhune USB car charger
= Product v
I~ Sheetl | Orders @ B 4 - » Bl
o EXCG'. UpdateS the PiVOtChaI’t. File Home Insert Draw Pagelayout Formulas Data Review View Help  PiwotChart Analyze  Design Format =
Chart Area sENN r‘ & A~ [
& Format Selection Ooo- ‘“ - Z e A Avange .
 RescttoMatch sile | A LLT . . la- Q k ~ A~ T R
Current Selection Insert Shapes Shape Styles & WordArt Styles & Size 1F ~
Chart1 v i f -
A B C D E F G &
1 [advertisement _ (ll) & PivotChart Fields v B
; ot amantiey Calrn BeE 3] Choose fiields to add to report: &
4 Rowlabels |+ 1Freewith10  Grand Total Search el
5 Earbuds 792 792
6 HDMI cable 814 814 Quantity -
7 |smartphone case 638 638 [ Net$
8 USB car charger 1705 1705 Promotion v I
|go Gran(‘mm_ === Q 1 Advertisement v
1" Sum of Quantity / Drag fields between areas below:
:i 1 Free with 10 — T Filters Il Legend (Series)
14 2000 [ Adverisement ~ | | Cromotion -
15 1500
16
17 1000 Promaton ¥
:2 500 I I . I W1 free wkh 10 q ljm‘::;ﬁahsﬂ"ﬁ) & );u.‘:j::uamy .
2? : Earbuds HDMI cable Smar!phnne USBcar
Sheet] | Orders @ |« o—— » 7 oetrtayoutpae
What happens if I create a PivotChart and then delete | Is there a way to create a PivotChart that
the PivotTable? appears in a sheet separate from the
Although you must create a PivotChart from a PivotTable, = PivotTable?
you do not need to retain the PivotTable to retain the After you create a PivotChart, you can move it.
PivotChart. If you delete the PivotTable, Excel converts Click the PivotChart to display PivotChart Tools
the PivotChart to a reqular chart with associated chart on the Ribbon. Click the PivotChart Analyze
tools and converts the chart’s series formulas to data tab and then click the Move Chart button and
stored in arrays. select New Sheet.
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Insert a PivotTable Slicer

You can use a PivotTable Slicer to display “slices” of a PivotTable. A slicer is most useful to
manipulate PivotTable data using a field that you do not display in the PivotTable.

Suppose your worksheet contains sales information from a promotion, including the date of each
sale, the amount sold, the type of product, the promotion type the customer opted for, and the type
of advertisement the custom responded to. Suppose that you do not want to display sales dates, but
you want to limit the data to a particular date. In that case, use a slicer.

Insert a PivotTable Slicer

0 Click anywhere in the PivotTable.
e Click PivotTable Analyze.
€@ Click Insert Slicer.

W N -

E

® o

10
1
12
13
14
15
16
17
18

10

The Insert Slicers dialog box appears.

e Select a field to use for the slicer
(] changes to [v]).

This example selects the Date field.

Note: You can select more than one field
to increase your filtering choices.

© click ok.
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HDMI cable 814 594 1708 Quantity a
Smartphone case 638 706 1344 [ Mets
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=i 2 Values
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() Excel displays a Slicer window
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. . . . Slicer Slicer Styles Arrange Buttons Size & e
PivotTable displays information . X v B .
for June 8, 2022. T o € - B R R WU S

2
You Can repeat Step 6 to Change j :::f:;.:nmgf:l;:nml:::lzmmmm Grand Total D:;el = %
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How do I go back to viewing all the data in the
PivotTable?

Right-click anywhere on the window showing the choices
for the field you selected in step 6. A contextual menu
appears. Click Remove to eliminate the Slicer window
and redisplay all data in the PivotTable.

Is there a way to see more choices in the Slicer
window for the field I selected in step 4?

Yes. Click the Slicer tab and, in the Buttons group,
click in the Columns box. Change the number
from 1 to the number of columns you want the
Slicer window to display.
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PART IV

PowerPoint

PowerPoint is a presentation program that you can use to create slideshows
to present ideas to clients, explain a concept or procedure to employees, or
teach a class. In this part, you learn how to create slideshows, how to add
text, artwork, and special effects to them, and how to rehearse and run a

slideshow.

@ utosave @) (2 Urban Garden Design - Saving... ~ Jel PaulMcFedries o ¥ & —

File Home Insert Draw Design Transitions  Animations  Slide Show Record Review View Help Video Format  Playback

l> <oy BdColer~ E} B~ G [y ering Forward ~  [B2~ t]» IEEE
N i - )

Ug Poster Frame ~ Video B ” [ Send Backward Cop 940
v A4

7
Play  Corrections .
- {7 Reset Design ~  Styles~ &~ 1 Selection Pane 2

Preview Adjust Video Styles R Accessibility Arrange Size

Attracting Butterflies to Your
Garden

Why butterflies?
They're relaxing
They're fun
They're beautiful

Which plants?
Butterfly Bush
Black-Eyed Susan
Butterfly Weed
Daylily

ol Click to add notes

Side7of12 [[}  English (United States) % Accessibility: Investigate == Notes E 2= g -+ &% @




Chapter 13: Creating a Presentation. . . . . . . . . ..
Chapter 14: Populating Presentation Slides . . . . . . .
Chapter 15: Assembling and Presenting a Slideshow . . .



Create a New Presentation

hen you first start PowerPoint, the PowerPoint Start screen appears. From it — or, if PowerPoint
is open, from Backstage view — you can choose to create a new blank presentation. Or, you can
use a presentation template or theme as the foundation of your presentation.

Templates contain themes that make up the design of the slide. Themes are groups of coordinated
colors, fonts, and effects such as shadows, reflections, and glows. (See Chapter 14 for more
information on themes.) Templates can contain more than just themes, though. For example, they
can contain prompts to help you set up the slides in the presentation for a particular subject.

Create a New Presentation

Create a Blank Presentation i
o Start PowerPoint. Y

The PowerPoint Start screen appears. - - -

@ Click Blank Presentation.

g ¥ & B 7

() PowerPoint creates a new presentation with one
blank slide.

e b a— e b A o b

(A 2 Click to add title

Click 20 04 bele

1 01 T s Ganate G B W OE T - = o
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Using a Template

@ With the new presentation from the
previous subsection open, click the
File tab (not shown).

Backstage view appears.
© click New.
() Potential templates appear here.

(® If you are signed into Microsoft 365,
you can type a search term and

C['iCk H or press m @ Auosave @on) [ Ouangeburt - PowerPoimt £ searech (a+Q) pamseris G @ & - 8 x
File Home nsert Draw Design Tanstions Anmations SlideShow Record Review View Help =]
Note: See Chapter 4 for details about 2| mE | e T | —— =hn ol g £
. . . . O paste New Reuse Ius o == Diowing | Edtng Dctre  Design
signing in to Office 365. © ¥ |k e [ L A-ac|KAp | EEES B ‘“3 y

Unda | Ciipboard 5 slides Fort Faragraph Voice | Designer

T From Beginning

e Click a template to display a
preview of the template design.

O Click Create.

() PowerPoint creates a new
presentation with one or
two blank slides.

TITLE LOREM
IPSUM il

Side1of2  Engiish (United States) Tk Accessibility: Investigate Zvotes B 88 BH T -+~ e P

TIP

What is the default aspect ratio for PowerPoint slides, and can I change it?
The default aspect ratio is 16:9, but you can change the default aspect ratio for your slides to 4:3 by
following these steps. Apply the 4:3 aspect ratio to your slides (see the section “Change the Slide Size,”
later in this chapter). Click the Design tab, and click the More button (57) in the Themes group. Click Save
Current Theme. In the Save Current Theme dialog box, type the name of the theme, and then click Save. In
the Themes Gallery on the Design tab, right-click the saved theme. Click Set as Default Theme from the
menu that appears.
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Create a Photo Album Presentation

You can quickly turn any collection of digital photos on your computer into a slideshow
presentation in PowerPoint. For example, you might compile your photos from a recent vacation
into a presentation. Alternatively, you might gather your favorite photos of a friend or loved one in a
presentation. To liven up the presentation, you can include captions with your photos. You can also
vary the layout of slides, including having one (the default), two, three, or more photos per slide.
You can then share the presentation with others or e-mail the file to family and friends.

Create a Photo Album Presentation

@ Click the Insert tab. > = 3 7
o ch‘ck PhOtO Album File m Draw Design  Transitions  Animations  Slide Show Record Review View Help
_ HE | & B 2 oo 49
The Photo Album dialog box appears. Jew e Tﬂf‘*&@]vhommbum . L brie | Comment Tt s
. . . Siides Tables Images llustrations Comments
€@ Click File/Disk. PR  — T ox
1 e Fictures in album: Preview: 1
LE :
ettt | 0000 [BIcEE e
New Text Box
Picture Options:
Captions below ALL pictures
ALL pictures black and white
Pl || X Remoye 0| 2a|| G @) 8 ]| e
Album Layout
Picture layout: [Fit to slide ] ﬁ‘-’
Frame shape:  |Rectangle |
Theme: Browse... ‘
Create  Cancel
Ll
The Insert New Pictures dialog @ Insert New Pictures X

box appears.

0 Navigate to the folder or drive
containing the digital pictures
that you want to use.

e Click the pictures that you want
to use.

To use multiple pictures, you can
press and hold while clicking
the pictures.

G Click Insert.
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" Documents a
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Bay D04
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> o Microsoft Power

> o OneDrive - Perso

> This PC
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> 8 Network [ ) Y ——
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To change a picture’s position
within the album, select the
picture ([_] changes to [v]) and
then click Move Up (1) or
Move Down (.| ).

To remove a picture, select (]
changes to [v]) and then click
Remove.

@ Click Create.

PowerPoint creates the slideshow as a
new presentation file.

Each picture appears on its own slide.

The first slide in the show is a title slide,
containing the title “Photo Album” and
your username.

How do I fit multiple pictures onto a single
slide and add captions?

Click the Insert tab, and then click = beside
Photo Album and choose Edit Photo Album.
In the Edit Photo Album dialog box, click the
Picture layout -.- and choose to display

as many as four pictures on a slide, with or
without title text (A). Select Captions below
ALL pictures ([_] changes to [v]) (B). If this
option is grayed out, choose a different Picture
Layout option. Click Update (C). You can type
your captions after closing the Photo Album
dialog box.

Photo Album T x
Album Content
Insert picture from: Pictures in album: Preview:
File/Disk... [ 1 Ashbridges Bay 001
Insert text [] 2 Ashbridges Bay 002
New Text Box |:| 3 Ashbridges Bay 003
" - (] 4 Ashbridges Bay 006
LT ?Dt"’l"f'l - ) Ashbridges Bay 007
— Captions bElow AR FREFES A s shbridges Bay D08
|_| ALL pictures black and white )7 Ashbridges Bay 009
[CJ & Ashbridges Bay 011
(1 & Ashbridaes Bav 012
T L X Remaye =02 (@ |
Album Layout
Picture layout: | Fit to slide » s ]
Frame shape Rectangle ~
w Create | Caneel
@ [H  Prasentation2 - PowerPint pe pumceis G @ F - o x
fle  Home Inset Oraw Design Tansions Anmations SlideShow Record Review View Help Gl = shore
5 ; o | il
) ) = ENRCR W =
ides Drawing | EAng | Dictate | Design
. - - ~ | He
Font Paragraph voice | Designer ~

~| Clickto add notes

Shide 1of14 [0 Engish Wniled States)

Photo Album

by Paul McFedries

File/Disk... g

Insert text:

ra

MNew Text Box

Picture Options:
Captions below ALL pictures
() ALL pictures black and white

s

5

Album Layout
Picture layout: |2 pictures with title
Frame shape:  Fit to slide
Theme: 1 picture
Changes you havi 4

background and
the Edit menu. 1

with title

A picturec with title

ot B 3= B 7 -— ks &
Edit Photo Album T X
Album Content
Insert picture from: Pictures in album: Preview:

2 pictures with title

Ashbridges Bay 001
Ashbridges Bay 002
Ashbridges Bay 003
Ashbridges Bay D06

shbridges Bay 007

shbridges Bay 008
Ashbridges Bay 009
Ashbridges Bay 011
Ashbridaes Bav 012

-

Photo Album dialog box, such as slide
an recover those changes by clicking Undo on

- Update : el
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Change PowerPoint Views

ou can use views in PowerPoint to change how your presentation appears on-screen. By default,

PowerPoint displays your presentation in Normal view, with thumbnails of each slide showing
the order of slides in your presentation. You can click the View tab to see your presentation in an
outline format, or you can switch to Slide Sorter view to see all the slides at the same time.

In addition to changing PowerPoint views, you can use the PowerPoint Zoom settings to change
the magnification of a slide. You can also change the size of the panes in the PowerPoint window,
making them larger or smaller as needed.

Change PowerPoint Views

Using Normal View
@ Click View.

© Click Normal.

(@ You can also use these buttons
to switch between Normal ([F),
Slide Sorter (33), and
Reading (EE) views.

() Thumbnails of slides appear here.

(® The currently selected slide appears
in the main PowerPoint work area;
the selected slide’s thumbnail
displays an orange border.

Using Outline View
@ Click View.

© click Outline View.

() The presentation appears in an
outline format.

(@ You can click the outline text to
edit it.

(» You can click a slide icon to view
the slide.
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File
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Presentation Views
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Logophilia Limited

+ Review key objectives and critical success
factors

-0

» How did we do?

- Organizational overview

« Top issues facing company
+ Review of prior goals

+ Progress against goals

+ Revenue and profit
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* Headcount

* Goals for next period

&s Review of Critical Success Factors and Key
Objecth
4 How Did We Do?
« Brief overview of performance against each
objective
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MNotes Master
Master Views
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2 B E_ [Z] Notes P Jasts 1 Gridl E I;I S =L
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Click to add notes
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Using Reading View

@ PowerPoint Slide Show - Company Meeting - PowerPeint

o Click EE to display the document in
Reading view.

PowerPoint fills the screen with the
first slide in the presentation.

(® To view the next slide, click the
slide or click >.

() To view the previous slide, click <.

@ To display a menu of reading
options, click [E.

@ You can click [E to return to
Normal view.

Slide 1 of 15

B Ao @D B

Company Meeting « Saving... =

[ Slide Master
[E] Handout Master

Notes Master
Master Views

Using Slide Sorter View
c Click View. . g
N | Ge N"m Page

@ Click Slide Sorter. ™ O B
(@ You can also click Slide Sorter (33

T From Beginning ¥

File __ Home Insert Draw Design Transitions Animations  Slide Show Record

Show Zoam

yl PaulMcrecies o ¥ 4 - O x
—_—
g Qo & (95 &2 5
Zoom Fitto Color/ Mew Switch Macros
Window | Grayscale ™ Window [ Windows

Window Macros ~

PowerPoint displays thumbnails (
of the slides.

(® A number appears under each
slide representing its position in &1
the presentation.

Review of Critical Success Factors and

You can double-click a slide
to switch to Normal view and
display the slide’s content.

slideSof 15 [ English (United States) Tk Acces:

siblity: Investigate

How do I zoom my view of a slide?

on the status bar at the bottom of the PowerPoint window. Or, you

magnification in the Zoom dialog box that opens. Click the Fit to

the current view.

You can drag the Zoom slider, which appears beside the view buttons
can click the View tab, click the Zoom button, and choose the desired

Window button on the View tab to return slides to the default size for

Can I resize the PowerPoint
pane?

Yes. Position the mouse over the
pane’s border. When [ changes
to Ry, 1, &, or «=», click and
drag inward or outward to resize
the pane.
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Insert Slides

owerPoint makes it easy to add slides to a presentation. To add a slide, you use the New Slide

button on the Home tab. Clicking the top half of the New Slide button adds a slide with the same
layout as the one you selected in the Slides pane; alternatively, you can click the bottom half of the
button and select a different layout.

You can add and remove slides on the Slides tab in Normal view, or you can switch to Slide Sorter
view and manage your presentation’s slides.

Insert Slides

@ Click the thumbnail of the slide PR Y- S—— 5 tuman® ® 5 - o x
aﬂ:er WhiCh you want to insert a Fle Home Inset Draw Design Transions Animations Sideshow Record Review \View Help ©
new slide. : L B ey : : nor 8 A

o} E;Ij By e E a BIus»H i Drawing ~ Editing Di::te Design
v & Side~ Slides [« | 2. A - Aa- |A A | = v - v \deas
Undo | Clipboard 15 Slides Font 5 Paragraph 5 Voice | Designer i

O FromBeginning =

r =
Review of Prior Goals

=
Financial Progress

8 e S
G . Click to add notes
Slide70f15 [} English (United States) T Accessibility: Investigate == Notes B 85 B ¥ -—4—+ 5% &
o c“Ck Home- @ Avtosave @) [ Company Meeting - Saved - gl Paul McFedies o W & — EI
. Home Insert  Draw Design  Transitions  Animations  Slide Show Record Review View Help iz
Click th.e bottom half of the o i B 5o 8 4
New Sl]de button. (8] pare 1B Nm% L Drawing | Editing  Dictate  Design
P Slide ~ | Sli £ A ke * - Ideas.
© . Unde | Clipboard 1S Siides Voice | Designer v
Note: Clicking the top half of the o spnrng I

[

New Slide button adds a slide with
the same layout as the one you
selected in step 1.

Review of Prior Goals

Financial Competitive Progress

Click to add notes

4
5
=
7-
8-
E——

q
Slide7 of 15 [} English (United States) T Accessibility: Investigate == Hotes B 85 B F -—3—+—+ 5% ©

g
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@ A gallery of slide layouts appears. B wsoe @D B

Company Meeting = Saved el Paul McFedries. a ® 4 = o X
. . File Home Insert  Draw Design  Transitions  Animations  Slide Show View  Help =
Click a slide layout. -
2 i [@EmE AR =
O Pi;t: New | Rewse B I WS N 9 Drawing  Editing nmm Design
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Title Only

Blank

0 comm— ¥
Slide7ot15 [T} English (United States) T Accessibility: Investigate

Competitive

Content with

Caption

Picture with
Caption

=notes  [E 88 B o= & p
() PowerPoint adds a new slide after O o O e P ) © & - o %
the One you Selected in Step 1, File  Home Insert Draw Design  Transitions  Animations  Slide Show Review  View  Help =
B fﬂ 4@ B e -|[26 - | 2 @ ﬁl
: e Lo : )
(® The new slide uses the layout you O e New tese (3| BT S o B S o s owe Omin
K g Side~ Sides B« | £ - A - As- |A A |A = - v Ideas
Selected n step 4. Undo  Clipboard T Slides Font Paragraph Voice | Designer ¥
T From Beginning 5
4 [+] -]
- Click to add title
* Click to add text |+ Clickto add text
C
|
=
L]

. Click to add notes

Q  fm—
Siide8of 16 [0 English (United States) T Accessibility: Investigate

=
88

¥ -———+ 5% &

== notes
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What happens if I click the Slides from Qutline
command?

You can use this command to create a presentation from an
outline you created in another program, such as Microsoft
Word. PowerPoint creates one slide for each heading style
you applied; if you did not apply heading styles to the
outline, PowerPoint creates slides for each paragraph.

Can I duplicate several slides simultaneously?
Yes. Select the slides you want to duplicate; you
can press and hold as you click each slide.
Then, click the bottom of the New Slide button
and click Duplicate Selected Slides. PowerPoint
inserts all the duplicate slides after the last
slide you selected.
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Change the Slide Layout

PowerPoint includes several predesigned slide layouts that you can apply to your slide. For example,
you might apply a layout that includes a title with two content sections or a picture with a caption.
For best results, you should assign a new layout before adding content to your slides; otherwise, you
may need to make a few adjustments to the content’s position and size to fit the new layout.

If you find that you do not like a style element, you can make style changes to all slides in your
presentation so that you maintain a uniform appearance throughout your presentation.

o Click the slide whose layout you want e i A ——— P s P O & -
tO Change in the thumbnail pane. file ~ Home Insert Draw Design Transitions Animations Slide Show Record Review View Help =]
ol m~ %~ == B e
fﬁ E ’ﬁ fis] I Us &8 &3] - " ‘! ﬁ]

Drawing | Editing  Dictate  Design
bl ¥ ~ Ideas

&
v pae B New Reuse :
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Voice | Designe

0

Progress Against Goals

* Summary of key financial results
¢ Revenue
® Profit
* Key spending areas
* Headcount
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Click Layout (E)). i
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Paste Drawing  Editing  Dictate  Design
- ol ¥ ~ Ideas

I U S & &

New Reuse 3 5
g Sidev Slides Fv | £ - A - aav [N A A

Undo | Clipboard  fa Siides Fort Voice | Designe

a >

Progress Against Goals

* Summary of key financial results
* Revenue
* Profit
* Key spending areas
* Headcount
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@ A gallery of slide layouts appears.

() The currently selected layout is
highlighted.

e Click a layout.

(® PowerPoint assigns the layout to
the slide.

POWERPOINT
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@ auosave @D B

File

>
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Home Insert Draw Design
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. . . N
New Reuse T Duwing Edting Dictate | Design
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Slides ] Voice Designel

=
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©
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@ anosne @D B
File ~ Home Insert Draw Design
9~ E[ X
D Paste. EIB
- ¥
Undo Clipboard 15

Company Mesting - Saving... ~ L puiMcredries o © & -
Transitions  Animations  Slide Show Record Review View Help ©
L=l ve ot IR B
fis) . L4
e New  Reuse ;i Drawing | Editing  Dictate  Design
Slide> Slides 5 « = v v © ldess
Slides Voice Designes

(C o

Progress Against Goals

* Summary of key
financial results

* Revenue

* Profit

 Key spending areas

» Click to add text

How do I make a style change that affects all slides in my presentation?
You can use the Slide Master. Suppose that you do not like the font you selected for your presentation. Using
the Slide Master, you can change the font on all slides in one action. Click the View tab and then click Slide
Master. PowerPoint displays the Slide Master tab. Make the changes you want; for example, select a different
font for the presentation. When you finish, click the Close Master View button to hide the Slide Master tab.
Your new font appears on every slide in your presentation.
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ou can change the size of your presentation’s slides. Specifically, you can change the aspect ratio,
which is the ratio of width to height. The default slide aspect ratio is 16:9.

If you change the size of a slide that contains content, PowerPoint attempts to automatically scale
your content; if it cannot, PowerPoint offers two options: Maximize and Ensure Fit. If you apply the
Maximize option, your content is displayed full size, but it might not fit on the slide; if you apply
the Ensure Fit option, your content fits on the slide, but it might be too small.

Change the Slide Size

o Open the presentation containing
the slides you want to resize.

© Click Design.

€ Click Slide Size.

@ Click the aspect ratio you want
to apply.
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If PowerPoint cannot scale
the presentation content
automatically, it displays a
message asking how you want
to scale your content for the
new slide size.

(@ You can click Maximize to
increase the size of the slide
content when you scale to a larger

CHAPTER

POWERPOINT
Creating a Presentatwn 13

Microsoft PowerPoint ? X

You are scaling to a new slide size, Would you like to maximize the size of your
content, or scale it down to ensure it will fit on the new slide?

<y

t

slide size. Be aware that your Maximize Ensure Fit
content might not fit on the slide.

(© You can click Ensure Fit to a SS9 Ral B =
decrease the size of your content ° R 5 rmaml L O 6 = @ &
When you Scale to a Smauer Sljde File Home Insert Draw D&s\gn Transitions  Animations  Slide Show Record Review View Help =
size. Although the slide content = :@
might appear smaller, you can see | s ot "’“ .
all content on your slide. E

(® PowerPoint resizes all the slides
in the presentation.

Note: You might need to reapply a o
theme.
A ¥
+1 Click to add notes
Slide 7of 14 [T English (United States) Znotes  [E 38 B T - —p+——+ s &
TIP
Can I establish a size for my slides other Slide Size b v
than 4:3 or 16:9? —— p—
2lldes size on ren on
Yes. Complete steps.l to 3 and, frf)m tf)e “On-screen Show (1610 < E
drop—dovyn menu, click Custom Slide Size. width: T o
In the dialog box that appears, use the 10in |4 O Landscape
Slides sized for .~ (A) to select a slide Height: o Hand;m&omﬁm
size. You can also specify slide width, height, 625in |+ g O Fortat
numbering, and orientation. Click OK to apply Nppss et e o L;n;:(ape

your changes.

1 K

Cancel
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Add and Edit Slide Text

(L slide layouts except for the blank slide layout come with one or more text boxes in which

you can enter text, such as a slide title or bullet points. To help you enter text, each text box
contains placeholder text, such as “Click to add title,” “Click to add subtitle,” or “Click to add text.”
You can replace the placeholder text with your own text by typing directly in the text box.

After you add your text, you can change its font, size, color, and more, as shown in the next section.

Add and Edit Slide Text

Add Slide Text

Click the text box to which you
want to add text.

Clici to add subtitle<0

PowerPoint hides the placeholder
text and displays an insertion point.

e Type the text that you want to add.

e Click anywhere outside the text box
to continue working.

Using the Payroll SystenM
Q

o] 0 O
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Edit Slide Text
o Click in the text box where you want to
edit the contents.

PowerPoint selects the text box
and displays an insertion point
in the text box.

o Make any changes that you want to
the slide text.

You can use the keyboard arrow keys
to position the insertion point in
the text, or you can click where you
want to make a change.

e When you finish, click anywhere
outside the text box to continue
working.

Using the Payroll System

TIP

What should I do if my text does not fit in the
text box, or fit the way I want?
You can resize the text, as described in the next
section, or you can drag one of the handles of the —I—
text box to enlarge it, as shown here. When you
position the mouse over a handle, the pointer
changes to %, 1, /°, or «+. When you drag, the
pointer changes to -+ (A).

Using the Payroll System
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Change the Font, Size, and Color

fter you add text to a slide (as described in the previous section, “Add and Edit Slide Text”), you

can change the text font, size, color, and style to alter its appearance. For example, you might
choose to increase the size of a slide’s title text to draw attention to it or change the font of the
body text to match the font used in your company logo. Alternatively, you might change the text’s
color to make it stand out against the background color. You can also apply formatting to the text,
such as bold, italics, underlining, shadow, or strikethrough.

Change the Font, Size, and Color

Change the Font @ AutoSsve @) B2 Staff Training - Saved - o] Paul McFedries Q ® & - o x
o C'.]Ck -ins-ide the teXt bOX and Home Insert Draw Design Transtions ~Animations Side Show Record Review View Help  Shape Format =]
9 i — 3 SNENNTRN
select the text that you want SO P 5 w2 e @
to edit. 2T e olz TR
e cs e P 5 olce  Designer J
o Click Home. 1 Quire Sans Pro Light @ E
Raavi @
€ Click the Font . . -
Wig
. Roboto
O Click a font. . Roboto Black

Roboto Condensed

IS

Rockwell Condensed Using the Payroll System
Rockwell Extra Bold
Rockwell Light [}
5 Rockwell Nova =
Rackwrell Fova Cond [ -
Reckowell Nova Cond Light [ Y
6 Rockwell Nova Extra Bol <D [5] i
_| Clickto add notes
siide1of8 [}  English (United States) 3% Accessibility: Good to go == Notes E 28 B ¥ -—8———+ 5% @
() PowerPoint applies the font you D P rumswis P ® & - o x
chose to the selected text. fle Home nsert Draw Design Transiions Animations SlideShow Record Review View Help 2
. . 5 ¢ =-E-E b a | o g | A
e Click anywhere outside the text O p&' D | s BT US oA == TE ™ N O G s ) o
. . - ¥ - £ - A Aa A A B = v - - Ideas
box to continue working. R -

Using the Payroll System

(5

6
Click to add notes
Slide1of 8 [} English (United States) % Accessibility: Good to go == Notes E 28 B ¥ -—p——+ 5% &
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Change the Size
o Click inside the text box

@ o @D B

Staff Training » Saved ~

£ M o @ 4 - 0O X
Home Insert Draw Design Transions Animations SlideShow Record Review View Help Shape Format G

Roboto Black = 1 O
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Want to ed]t‘ Undo  Clipboard 15 F‘:nl u = ] Voice ' Designer e

© click Home. 1
€@ Click the Font Size .

O Click a size.

6
.| Click to add notes
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Side1ofs [} English (United States) T Accessibility: Gooad to go

E 83 BE ¥ -—F—+——+ 5% @

== Notes

() PowerPoint applies the font size

@ AvtoSave @D [ Staff Training - Saving... - el Paul McFedries "2 @ 45 - o x

you chose to the selected text. b s GEn Bro Goky Uhtins firews SHAeEn o fmmy WE G =
) . 9. X =. == I o L2 8 A
e Click anywhere outside the text U pﬁn:' B s BT US b8 = 1 g cstg P | i
. . - | Z-A-m-|AR|H|EE=EE B Ideas

box to continue working. Unto | ciobous por 5 ramgren i Desger v

1

6

| Click to add notes

Slide 1078 [[} English (United States) % Accessibility: Good to go

Using the Payroll System

(5

»

=nNotes E 55 B ¥ -—p—+———+ 5% &

Is there a quicker way to change the text size?

Yes. To quickly increase or decrease the font size, you can
select the text you want to change and then click the
Increase Font Size (A") or Decrease Font Size (A")
button in the Home tab’s Font group as many times as
needed until the text is the desired size.

How do I apply text formatting?

Select the text whose format you want to
change, and then click the Bold button (B),
the Italic button (I'), the Underline button
(U), the Text Shadow button (S), or the
Strikethrough button (=&).

continued >
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Change the Font, Size, and Color (continued)

n addition to changing the text’s font and size, you can change its color. You might do so to make
the text stand out better against the background, or to coordinate with colors used in other slide

elements such as photographs.

You can change the text color in a few different ways. For example, you can select a color from the
Font Color button on the Home tab, or you can open the Colors dialog box and select a color from
the palette that appears. In addition, you can apply your own custom color to text.

Change the Font, Size, and Color (continued)

Choose a Coordinating Color

Click in the text box and select
the text that you want to edit.

e Click Home.

Click = next to the Font Color
button (A).

(® PowerPoint displays coordinating
theme colors designed to go with
the current slide design.

e Click a color.

() PowerPoint applies the color you
chose to the selected text.

e Click anywhere outside the text
box to continue working.
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Choose a Color in the Colors & * B St Taiinge s - P mikia @ ® £
Dialog Box

Home  Insert  Draw  Design Transitions  Animations  Slide Show Record Review View Help  Shape Format

i i P [ | Verdana(Body) e . o
o Cth " the text box and SeleCt o E"E B> giges | B I U S s~ Eal Dra\:ng Editing ugju I?;-
the text that you wan to edit. e A
Theme Colors
o Cl.]Ck Home 1 M H EEEEEEE

Standard Colors
m EEER

Click # next to the Font Color 2
button (A.).

@ Cclick More Colors.

More Colors...

A Eyedropper

The Colors dialog box appears. :
© click the Standard tab. Colors
G Click a color. Standard | Custom

LColors:

(® A comparison between the current
and new colors appears here.

@ click OK.

PowerPoint applies the color you
chose to the selected text.

e Click anywhere outside the text box
to continue working.

Current
TIP
How do I set a custom color? Colors 7 x
You can set your own custom color for use with the slide text or Standard | Custom} B 4
other slide elements. Follow these steps: i Cancel
o Open the Colors dialog box, as shown in this section, and click ‘0
the Custom tab.

e Click the color that you want to customize. I
e Drag the intensity arrow to adjust the color intensity. iy

Be 0 New

() You can also adjust the color channel settings. ;,"

O cClick OK. =
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Apply a Theme

PowerPoint includes a variety of preset designs, called themes. A theme is a predesigned set

of colors, fonts, backgrounds, and other visual attributes. When you apply a theme to your
presentation, you give every slide in your presentation the same look and feel. Alternatively, you
can apply a theme to selected slides in your presentation. After you apply the theme, you can use
controls in the Design tab to change various aspects of the theme.

Themes are shared among the Office programs; you can use the same theme in your PowerPoint
presentations that you have applied to worksheets in Excel or documents in Word.

Apply a Theme

Note: To apply a theme to selected slides, R i e —— 5 mmes() @ 6 - @ =
press and hold as you click each slide Fle  Home In&%lgn Tenstions Anmations  Sice Show  Record  Review View Help =
thumbnail in Normal view. To apply a theme As @u 4“‘““ :
. . owre| Nl —- "
to all slides, select any slide. .
o ch'ck Des-ign' *1' P""Q i Paul McFedries Travel Itinerary :
: i
(@ In the Themes group, you can . s o g
. - ings todo in orence
click [ and [~] to scroll through the < & - Galleriadegi Utz
= Santa Maria del Fiore (Duomo)
palette of themes. A= . ponte Vecchio
. = Giardino di Boboli
() Alternatively, you can click the More e=ail e nceaonin
button (37) to view all available 5 | cewpele medces
themes. . = Santa Maria Novella i
7 o 2
e Click a theme. ,
: [T - Click to add notes
Slide20f12 [} English (United States) T Accessibility: Investigate Zhotes [E 58 B T - —4—+———+ 5% &
(® PowerPoint applies the theme. O ren(o @) B e P e @ ® & - o x
Any slides you add will use the Fle Home et Draw Design Tnstions Anmations SideShow Record Review View Help G
same theme. e jw &
oo o [ e (8 [
() You can use these controls to o e owew |
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» Thmgs to do in Florence
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- Santa Maria del Fiore (Duomo)

w

- Ponte Vecchio

» Giardino di Boboli

- Battistero

- Galleria dell’Accademia
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“mle

*
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| Click to add notes
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Set Line Spacing

CHAPTER
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You can change the line spacing in a PowerPoint slide to create more or less space between lines
of text. For example, you can increase line spacing from the 1.0 setting to a larger setting to
make the text easier to read. If, after increasing the line spacing, your text does not fit in the text
box, you can reduce the line spacing or increase the size of the text box, as described in the tip in
the section “Add and Edit Slide Text,” earlier in this chapter.

Set Line Spacing

Click in the text box and select
the text that you want to edit.

e Click Home.

Click the Line Spacing
button (1Z).

O Click a line spacing amount.

() PowerPoint applies the line
spacing. This example applies
1.5 spacing.

e Click anywhere outside the text
box to continue working.
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Align Text

By default, PowerPoint centers most text in text boxes (bulleted lists are left-aligned). If you want, you
can use PowerPoint’s alignment commands, located on the Home tab, to change how text is positioned
horizontally in a text box. You can choose to center text in a text box (using the Center command), align
text to the right side of the text box (using the Right Align command), or justify text and objects so they
line up at both the left and right margins of the text box (using the Justify command).

Click in the text box containing
the text that you want to align.

© Click Home.
e Click an alignment button:

Click the Align Left button
(=) to align the text to the
left side of the text box.

Click the Center button
(=) to align the text in the
center of the text box.

Click the Align Right button
(=) to align the text to the
right side of the text box.

Click the Justify button (=) to
justify text between the left and
right margins.

() PowerPoint applies the formatting.
In this example, the text is
centered between the left and
right margins of the text box.

0 Click anywhere outside the text
box to continue working.
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Add a Text Box to a Slide

CHAPTER

14

ypically, you insert slides containing a predefined layout. You can customize the slide layout
by adding a text box, a receptacle for text in a slide. To add text to a text box, see the section
“Add and Edit Slide Text,” earlier in this chapter.

When you add a new text box to a slide, you can control the placement and size of the box. (To
move and resize text boxes and other slide objects, see the sections “Move a Slide Object” and
“Resize a Slide Object,” later in this chapter.)

Add a Text Box to a Slide

o In Normal view, click the
slide to which you want
to add a text box.

e Click Insert.
e Click Text Box.

When you move the mouse over
the slide, [+ changes to |.

O Click at the location where
the upper-left corner of the text
box should appear, and drag
down and to the right

(1 changes to +).

(@ As you drag, an outline
represents the text box.

o Release the mouse button to
complete drawing the text box.

() The insertion point appears in the
new text box.

@ Type your text.

0 Click anywhere outside the text box
to continue working.
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Add a Table to a Slide

ou can customize the layout of a slide by adding a table to it. You can add tables to your slides

to organize data in an orderly fashion. For example, you might use a table to display a list of
products or classes. Tables use a column-and-row format to present information. After you add the
table to your slide, you can control the placement and size of the table.

If the table you want to add to the slide already exists in an Excel worksheet, instead of following
the steps in this section, you can copy the Excel range or table and then paste it into the slide.

Add a Table to a Slide

Click the slide to which you want to add
a table.

Note: If an Insert Table icon (FT) appears
in your slide, click it and skip steps 2 to 4.

e Click Insert.
€@ Click Table.
O Click Insert Table.
The Insert Table dialog box appears.

e Type the number of columns and rows
that you want to appear in the table.

Note: If you need more rows, just
press in the last table cell, and
PowerPoint automatically adds a row.

@ click OK.
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() PowerPoint inserts the table ® e @D R i Wttt o et - P e @ ® O -
-into the Sl.ide- file  Home Inset Draw Design Transtions Animations Slide Show Record Review ?mknﬁgn Layout

B Hesder Row (] Fiest - =s=3==
() PowerPoint displays the Table Design and SJMB“..,Q =
Layout contextual tabs. ) :

QYo_u can change 'the table’s appearance by : 1 B o
clicking a style in the Table Styles group. r (in miions)

Click inside the first table cell and P e —— P e G @ 5 -
type your data. Fle  Home Insert Draw Design Tanskions Animations Slide Show Record Review View Help Table Design Layout D
2, LQEI ol E‘ ’— Iu Century Gothic Av. W -|[I=-E[=Ee 8- o o \!J E
New  Reuse B I U S & M- [Hq rawing dting | Dictate  Desi
You can press to move to the next table cell. o W EIE. coa-me KA o |

Undo  Clipboard 15 Slides Font ]

e Continue typing in each cell to fill the table. |° G
() You can use the tools in the Layout tab to 7 1 Previom(.!s ‘(Ilea)r Profits
merge or split table cells, change alignment, & g "

add borders, and more. = Revenue :

== Cost of Goods 1.8

. . B OGross Profit 83

(@ You can resize columns or rows by dragging : - Total Expenses o 408

. 3 Profit (pre-tax 5.27

the]r bOI’derS. L onﬁt[cTPerchntofRevenue 64.6%

© When you finish typing table data, click =
anywhere outside the table to continue working. "

3

How do I add a row or column to my table? Vi @D W) v ) i @90 2 = o
To add a row to the bottom of the table, click in the last N~ i'"‘mhé”,::: N veeml O fd
table cell and press (7). To insert a row in the middle of o B o o bt i I

Edﬂm@ﬂm]

the table or add a column anywhere in the table, follow
these steps:

o Click in a cell adjacent to where you want to insert a
new row or column.

© Click the Layout tab.
e Click one of these buttons.

-

. ke asd notes

(® PowerPoint inserts a new row or column. neres [ upameanie Brommyn e B2 W 8o -mo




Add a Chart to a Slide

ou can customize the layout of a slide by adding a chart to it. You might add a chart to a

PowerPoint slide to turn numeric data into a visual element that your audience can quickly
interpret and understand. When you add a chart, PowerPoint launches an Excel window, which you
use to enter the chart data. After you add a chart to a slide, you can control the placement and size
of the chart. (For help moving and resizing charts and other slide objects, see the sections “Move a
Slide Object” and “Resize a Slide Object,” later in this chapter.)

Add a Chart to a Slide

@ It an Insert Chart icon (1) appears

@ AutoSave [El Presentation’ - PowerPoint £ search (alt+Q) PulMcFedies o @ & —
]n your Shde’ Cth ]t' Fil Insert  Draw Design  Transitions  Animations  Slide Show Record Review View Help  Shape Format
. Y enshte @D Models ~ £ Q )
@ If an Insert Chart icon does not Fﬂ] = @ W e 0P oo &= v B T
N . . Sﬁ::’ 5::: a~= \d:n:s ) Photo Album  ~ Shafms Icons il chen asv rl Comment L:x Syrr: 'la
appear n yOUr Shde’ Cth Insert Slides Tables Images munmmma Comments
and then click Chart.
:
2
| SUNIT SALES BY PRODUCT
o 5

Click to add rext

»&

0 80 b

The Insert Chart dialog box appears. It Chor T %
e Click a chart category.

All Charts

) Recent

e Click a chart type. 0] Templsts
&ﬂu Column

(© A preview of the chart appears here.

L
@® Pie

. E Bar =

O click oK. M e -0

|82 XV (Scatter)
@ wmap 7 - " . "
.2
&
i
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(® PowerPoint displays a sample
chart on the slide.

() An Excel program window opens.

o Replace the placeholder data with
the chart data that you want to
illustrate.

You can press to move from
cell to cell.

(@ PowerPoint updates the chart to
reflect the data you enter.

Click the Close button (3X) to
close the Excel window.

(® As long as the chart is selected,
PowerPoint displays the Chart
Design and Format contextual
tabs.

0 Click the Chart Design tab.

(® To edit the chart data, you can
click Edit Data.

() You can click a Chart Styles
option to change the chart style.
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Can I insert an existing Excel chart
into my PowerPoint slide?

Yes. You can use the Copy and Paste
commands to copy an Excel chart and
insert it into a PowerPoint slide.

How do I make changes to my chart formatting?

When you click a chart in a PowerPoint slide, the Ribbon displays
two contextual tabs: Chart Design, with options for changing the
chart type, layout, data, elements, and style; and Format, with
tools for changing fill colors and shape styles.
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Add a Video Clip to a Slide

You can add video clips to your PowerPoint slides to play during a slideshow presentation. For
example, when creating a presentation showcasing the latest company product, you might place a
video clip of the department head discussing the new item.

After you add a video to a slide, you can control the placement and size of the video. (For help moving
and resizing video clips and other slide objects, see the following sections, “Move a Slide Object” and
“Resize a Slide Object.”) You can also perform certain edits to the video from within PowerPoint.

Add a Video Clip to a Slide

o If an Insert V'ideo 'iCOI'I @ Auosove @D E Uiban Garden Design - Saved - £ rmindeis P @ £ - 0 X
(Z7)) appears in your slide, &i Dw Dekn Tanstons anaiens  Sidesiou el Roden Vor tep Swperomst [
click it. HAE B B & e oowes- o o 4 0 @

Mew Reuse  Table | Pictures i) puotoplpum «  Shapes lcons & Smartict Add- links  Comment  Tor Media

Slide Slides - - - d](harl ins v - - v
o Alternatlvely, Cl'ICk II‘ISEI’t, C|.'|Ck Sides Tables . images ustrations Comments o
. . . ; ) A ) i
Media, click Video, and then Attracting Butterflies to Youl Vi sugo s

Garden ; tosert Videa from

b . 3 Inis Device...

Why butterﬂ?es? B Stock Videos..
They're relaxing 18 Online Videos.. 0
They're fun
They're beautiful |:

Which plants?
Butterfly Bush
Black-Eyed Susan
Butterfly Weed

click This Device.

() If you do not want to add a video
from your PC, you can click either
Stock Videos or Online Videos
instead. &

Daylily

* oo

Click to add notes

Slide7of12 [} English (United States)  $% Accessibility: Investigate = Notes E 28 B ¥ -—f+—+ 6% §
The Insert Video window @ st vices x
appears, & o> v 4  E > ThisPC > Documents > v o 2 Search Documents
CI. k f |.d t . . th Organize »  New folder =-m @
1€k a Tolaer contaim ng € Name Status Date modified Type Size
d l ~ 4 Quick access
video C 1p. 7 AccessExpert <) 6/21/2021 11:00 AM File folder
B Desktop »
7 Conference o 1/6/2022 1231 PM File folder
4 Downloads »
7 Custom Office Templates @ 6/23/2021 2:41 PM File folder
= Documents »
77 Excel AIO FD Examples @ 9/23/2021 329 PM File folder
P Pictures »
7 Excel Data Analysis FD <) 1/14/2022 10:53 AM File folder
" Documents
T Fax @ 8/19/2021 257 PM File folder
7 Excel Dats Analysis FD .
" Files for Conference @ 9/13/2021 1227 PM File folder
7 Graphics
WMy Data Sources ] 10/5/2021 12:53 PM File folder
3 videos .
7 Outlook Files @ 1/11/2022 5:43 PM File folder
> @ Microsoft PowerPoint 7 Scanned Documents @ 9/17/2021 3:05 PM File folder
> @ OneDrive- Personal Snaait @ 12/23/2021 5:14PM File folder
File name: | video Files v

Tools = Inset v Cancel

228



CHAPTER

POWERPOINT
Populating Presentation Slldes 14

e Select the video. @ it vidzs =
e Cth Insert « = v 1 > TisPC > Videos » v O O Search Videos
Organize v New folder O~ O @
~ 1 Quick access " i, " il " sl [ Vib
[l Desktop »
4 Downloads » =
% Documents » ZOZC‘\E';‘}::}Z? CE}?:;IE'(::}Z}‘?E ZOZ14:§;Z;Wa|t Captures At the Cottage
1A Pictures » besch
"~ Documents
7 Excel Data Analysis Fl
B Graphics Butterfly Claws of the Gypsy atMartin  Gypsy Says He\l
n Videos Rake m Goodman
> (@ Microsoft PowerPoint
>« OneDrive - Personal
File name: | Butterfly ~ | Video Files ~
4 Cance
o PowerPoint inserts the Chp into @ suosve @I E2 Urban Garden Design - Saving... - L puiMcredies g ® & - 0O X
the Sl.ide. Fle  Home Inset Draw Design Transitions Animations Slide Show FRecord Review View Help Video Format Wayback@
) . . > g Ecaorg B g Chsingfoman - \:‘:“ o e
() PowerPoint displays the Video Py ot 1 E? 2-| F%m'w "E | 4
ResetDesign v  Styles~ Qv Text SelectionPane 24~ S =
Format and Pl,ayback Contextual Preview An;unE ’ Video Styles 1 Accessibility c Arrange Size [ "J
tabs. : Attracting Butterflies to Your
(@ You can click an option in the Garden
Video Styles group to change the Why butterfiies?
. They'i laxing
appearance of the video. L _
. . They're beautiful : 7 —I
(» You can use the options in the Which plants?
. . . Butterfly Bush
Size group to adjust the size of L
the clip on the slide. Butterfly Weed
Daylily G
( You can click the Play button .
(p) to play the clip. z
| Click to add notes
side7or12 [T} English (United States) Tk Accessibility: Investigate ot [E 33 B ¥ -+ 6% @

What tools appear on the Playback tab?

You can use the settings in the Video Options group to specify options such as when the clip should start
playing, whether it should be looped, and how loudly it should play. You can edit your video using the
tools in the Editing group; using the Fade In and Fade Out boxes, you can set up the clip to fade in and
fade out. You can also click the Trim Video button to open the Trim Video dialog box, where you can
change the duration of the video by trimming frames from the beginning or end of the clip.
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Move a Slide Object

ou can move any element on a slide — a text box, table, chart, picture, video clip, or graphic —
to reposition it. These slide elements are often referred to as objects. For example, you might
move a text box to make room for a video clip or reposition a picture to improve the overall

appearance of the slide.

You can move a slide object using the standard Office Cut and Paste buttons. Or you can drag and
drop the object, as discussed in this section.

Move a Slide Object

o Click the slide containing the
object that you want to move.

e Select the slide object by
clicking it.

e Position the [ pointer along
any of the object’s edges
(I+ changes to ).

@ Drag the object to a new
location on the slide. As you
drag, “& changes to «.

e Release the mouse button.

() PowerPoint repositions the object.

e Click anywhere outside the slide
object to continue working.
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Resize a Slide Object

CHAPTER

14

fter you insert a slide object — a text box, table, chart, picture, video clip, or graphic — you

may find that you need to make it larger or smaller to achieve the desired effect. For example,
you might want to resize a text box to make room for more text or resize a picture object to enlarge
the artwork. Fortunately, PowerPoint makes it easy to change the size of a slide object.

Resize a Slide Object

o Click the slide containing the
object that you want to resize.

e Click the object to select it.

() PowerPoint surrounds the object
with handles (O).

e Position the mouse over a handle

(s changes to Ry, I, , or ).

Use a corner handle to resize the
object’s height and width at the
same time.

Use a side handle to resize the
object along only the one side.

e Click and drag the handle inward
or outward to resize the slide

object (%, I, &, or =
changes to +).

e Release the mouse button.
() PowerPoint resizes the object.

e Click outside the slide object to
continue working.

Note: To delete an object that you
no longer need, select the object and

press CEED-
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- Click to add notes
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Paste Sides. . == Drawing  Editing  Dictate  Design
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-1 Click to add notes
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Reorganize Slides

You can change the order of the slides in your presentation. For example, you might want to move
a slide to appear later in the presentation or swap the order of two adjacent slides. You can move
individual slides or move multiple slides simultaneously.

You can change the slide order in Normal view or Slide Sorter view; choose the view based on the
distance from the original position to the new position. If you need to move a slide only a few
positions, use Normal view. Slide Sorter view works best when you need to move a slide to a new

position several slides away.

Reorganize Slides

Move Slides in Normal View

o Click & to switch to Normal
view.

o Click to select the slide you want
to move.

Note: To move multiple slides, select
them by pressing and holding as
you click each slide.

e Drag the slide to a new position.
(@ As you drag, [ changes to f,.

O Release the mouse button.

() PowerPoint moves the slide.
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Move Slides in Slide Sorter View @ Autosave @D B2 Urban Garden Design - Saved ~ P ruMcdis o ¥ & - 0O X
o Click gg to switch to Slide Sorter Flle Home et Draw Design Tanstions Animations SideShow Record Review View Help
view S : 128 8
. ks B Drawing  Editing | Dictate 5

ide~ Sides B | £ “ - .

Slides

e Click the slide that you want to
move to select it.

Note: To move multiple slides, select
them by pressing and holding as
you click each slide.

e Drag the slide to a new location
in the presentation.

( As you drag, [ changes to k..

.

m

slide 90f 13 [T} English (United States) $& Accessibility: Investigate B 8 B F -———= 0% @
o Release the mouse button. @ AutoSave F%  Urban Garden Design - Saved ~ P ruMcdis o ¥ & - 0O X
Fle Home Inset Draw Design Transitions Animations SlideShow Record Review View Help

() PowerPoint moves the slide. . -
o 9 | e \lj &

wwwww g Editing | Dictate

m P
Reuse e
ide~ Slides B~ £ - A Aa

Slides Font

m

slide30f 13 [}  English (United States) % Accessibility: Investigate B 8 B F -——= 0% @

| TIPS

How do I hide a slide? How do I delete a slide?

Suppose you frequently give the same presentation but your next To delete a slide, click the slide

audience does not require (or time does not permit) the information in and then press (5 0.

one of the presentation slides. In that case, you can hide the slide. Alternatively, right-click the

Right-click the slide and then click Hide Slide from the menu that slide and then click Delete

appears. PowerPoint grays out the slide thumbnail and places a Slide from the menu that

backslash over the slide number. To unhide the slide, repeat these steps. appears.
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Reuse a Slide

You can reuse a slide from an existing presentation in another presentation. When you are building
a presentation, you might find that you need to use a slide that is the same as a slide you
created in an earlier presentation. Rather than re-creating that slide from scratch, it is much faster
and easier to bring a copy of the existing slide into your new presentation. PowerPoint calls this
reusing the slide. When you reuse a slide, PowerPoint updates the slide to match the formatting used
in the new presentation. You can reuse one or more slides from a presentation.

Reuse a Slide
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Click to add notes
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4
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Click to add notes
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© Locate and select the presentation
. . . Organize + New folder O~ m o
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Click to add notes =t
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Can I retain the reused slide’s original formatting?

Yes. To retain the reused slide’s original formatting, select
Use source formatting ([ ] changes to [v]) in the Reuse
Slides pane. To change all the slides in the new presentation
to match the reused slide, right-click the reused slide

in the Reuse Slides pane and choose Apply Theme to

All Slides.

How do I reuse all the slides in a
presentation?

To reuse all the slides in a presentation,
click Insert All in the Reuse Slides pane.
PowerPoint inserts all the slides from the
existing presentation into the new
presentation.
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Organize Slides into Sections

f your presentation has a large number of slides, keeping it organized can be difficult. To more easily

manage your slides, you can organize them into sections. For example, you might group all the slides
that will be displayed during your introductory speech into a section called “Introduction,” place the
slides that pertain to your first topic of discussion into a section called “Topic 1,” and so on.

Organizing a presentation into sections can also help you move slides around in the presentation.
Instead of moving individual slides, you can move sections.

Organize Slides into Sections
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of the presentation. o |Da BB N aw | Zaa e |2 88
- Side~ Sids Fo | £ A~ hav (A A|A == == B ~ ~ ~
0 Powerpoint adds an Unt'itI.Ed Unda Clipboard & Slides Font Paragraph ] Vaice | Designer "E
. . -4 Default Section
Section marker before the slide o |
you selected, adding all slides
below the marker to the section.
The Rename Section dialog box
appears.
e Type a name for the new section.
. 3 -
@ click Rename.
< Click to add notes
siide20f 13 [T} English (United States) 1% Accessibilty: Investigate = Notes (=] e I
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(® PowerPoint applies the name to D e K B e P ramcam @ ® & - 9 x
the Section. fle  Home Inset Draw Design Tansitons Animations Slide Show Record Review View Help =] w
7 f" =l oy = sl-lo 0| @B
D I J ab AV ] . e
0 Repeat steps 1 to 6 for each bl A g;;: =R = Al L
SeCtiOn you Want to Create. Undo  Clipboard ff‘,’“ Font 5 Paragraph 5 Voice | Designer :

4 Default Section

Small Space Design L]

Can you garden in a small space? YESII
Measure your plot

Divide your plot

Keep it simple, citizen!

- Click 10 add notes

Siide20f13 [} English (United States) i Accessibility: Investigate == Notes B 28 B ¥ -—§+——+ % f
Hide and D'iSp'.ay a SeCtiOI'I @ Autosave @D [ Urban Garden Design - Saving.. £ rumreis o ¢ £ - o X
o -I-O hide the SlideS _in a Section, Fle  Home nsert Drai Desw’gn Transitions  Animations  Slide Show ?emm Review View Help _i
. . > mi oBEED REYRDE
click the section marker’s collapse o = R S e it e | 0
button (‘). Unds  Clipboard T ‘Sf?as Font. Voice | Designer VA
4 Default Section i

1

() PowerPoint collapses the section
and identifies the number of
slides in the section.

(@ You can click the section marker’s &: ::::M’Q
expand button ([>) to redisplay 0 ’ ;
the slides in the section.

Planning Your Garden

Seasonal blooms
Think about what you want your garden to look
like throughout tr SON

Pick plants that bloom at different times so you
have color all year

Garden architecture
Have a mixture of heights

Have a mixture of shapes

Have am plant types: flowers, bushes,
shrubs, ¢ .

’ . Click to add notes

sideof13 [[  English (United States) 3 Accessibility: Invastigate =notes @ 82 H - %
How do I remove a section marker? How can I reorganize the sections in my
If you decide you no longer want to group a set presentation?
of slides in a section, you can remove the section | To reorganize the sections in your presentation, right-
marker. To do so, right-click the section marker click a section’s marker and click Move Section Up or
and click Remove Section from the menu that Move Section Down as many times as needed.
appears. PowerPoint removes the marker. PowerPoint moves the slides in the section accordingly.

237



Define Slide Transitions

You can add transition effects, such as fades, dissolves, and wipes, to your slides to control how
one slide segues to the next. You can control the speed with which the transition appears.

You can also specify how PowerPoint advances the slides, either manually using a mouse click or
automatically after a time you specify passes. In addition to adding visual transition effects between
your slides, you can add sound effects to serve as transitions.

Use good judgment when assigning transitions. Using too many different types of transitions might
distract your audience from your presentation.

Define Slide Transitions

@ Click 88 to switch to Slide Sorter ® o @D B sy o 5 e @ ® 2 - o x
view. File  Home nsert Dr Transitions  Animations  Slide Show  Record  Review  View  Help
. . . [ = = = <) Sound: | [No Sound] v | Advance Slide
e Click the slide to which you want = - B & 4 E oo 25 5 Dot
oy e 53 Apply To All O After. 00:00.00 7
to apply a transition. P -

€@ Click Transitions. O

() Available transition effects appear
in the Transition to This Slide
group. You can click [+] or [+] to
scroll through them, or you can
click the More button (37) to
view the gallery of transition

effects. ; 6 ' :
Siide1of8 [}  English (United States) % Accessibility: Good to go B (88 B ¥ -—a——+ s &
@ click a transition. @ A @D © g o 5 e @ ® 2 - o x
(©) PowerPoint demonstrates the et e S Wd L i
animation as it applies. M» R | | B

Preview Transition to This Slide Timing

(® PowerPoint adds an animation
indicator (&) below the slide’s
lower-right corner. &

( You can click Preview to display "
a preview of the transition effect.

slide1of8 [}  English (United States) 1% Accessibility: Gaod to go E B e ¥ -——p—t % &
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© click the Duration 3/ to @ e @D B
specify a speed setting for the =
transition. B O

P
review MNone

Preview

(@ You can click Apply To All to

Staff Training « Saving... ~ pel Paul McFedries 3 » o = a X
Home Insert Draw Design  Transitions Animations Slide show  Record Review  View Help
l:l i) Sound: [NoSound] ~ = Adyaace Slide
= E o= @ Oowmton 15 #
Meorph Push 7| -
s 5 Apply To All er 00:00.00 |

Transition to This Slide Timing

apply the same transition to the
entire slideshow, and PowerPoint
adds the animation indicator

below every slide.

Slide 1078 [1]  English (United States) % Accessibility: Good to go

B 8 B ¥ -—a— % P

G Under Advance Slide,

@ Autosave (=]
select an advance option e
(J changes to [v]): B O

[
review MNone

To use a mouse click to move to

Preview

Staff Training = Saving... v e i 3 ® & - o «
Home Insert Draw Design Transitions Animations  Slide Show Record Review View Help
(= i) Sound: [NoSound] ~  Advance Slide
= =
(] == fifect | (ODuration: 0125 C [ On Mouse Click
Merph Fade Push Wiy 7| N r
o - e Options > 55 Apply To Al () After. |00:00.00

Transition to This Slide Timing

the next slide, select On Mouse
Click.

To move to the next slide

automatically, select After and
use [+ to specify a duration.

sidetofs [} English (United States) 7 Accessibility: Good to 9o

E 28 B ¥ -—p—+ % @

IPS

How do I remove a transition effect?

To remove all transitions, press (&)+() in Slide
Sorter view to select all slides; otherwise, select the
slide containing the transition that you want to
remove. Then click the Transitions tab and click the
None option in the Transition to This Slide group.

How do I assign a sound as a transition effect?
To assign a transition sound, click the Sound in the
Timing group on the Transitions tab and select a
sound. For example, you might assign the Applause
sound effect for the first or last slide in a
presentation.
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Add Animation Effects

You can use PowerPoint’s animation effects to add visual interest to your presentation. For
example, if you want your audience to notice a company logo on a slide, you might apply an

animation effect to that logo.

You can use four different types of animation effects: entrance effects, emphasis effects, exit effects,
and motion paths. You can add any of these effects to any slide object. You can also change the
direction of your animations. To avoid overwhelming your audience, limit animations to slides in
which the effects will make the most impact.

Add Animation Effects

Add an Animation Effect

@ click [= to display the
presentation in Normal view.

e Click the slide containing the
object to which you want to apply
an effect.

9 Click the object.

You can assign an animation to
any object on a slide, including
text boxes, shapes, and pictures.

@ click Animations.

@ You can click [«] and [~] to scroll
through the available animation
effects or click the More button
(%) to view the gallery of
animation effects.

e Click an animation effect.

() PowerPoint demonstrates the
effect as it applies it and
displays a numeric indicator for
the effect.

(® You can click Preview to preview
the effect.
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File  Home Insert Draw Design

shidegot13 [ English United States) T Accessibility: Investigate

Urban Garden Design - Saved ~ £ Paul McFedries ‘3 Col et o 53
Animations  Slide Show Record Review View Help Picture Format =

£l Animation Pane

o
Add g

Animation ¥

A Reorder Animation

Appear Fade
nimation

Advanced Animation Timing

Attracting Butterflies

Add butterfly bushes
Put up a "butterfly
house”
Purchasing a house ‘ \ 3 -
Making your own
Add native wildflowers !
Design for different
blooms in each season

- Display my homemade butterfly house

wote:  [E BR B T - —#+——+ % @

Ill>

B Auvosne @D B

*

Fiyln

Freview

Urban Garden Design - Saving.. = £ PulMcediies g ¥ & - O X
file Home inset Draw Design Transiions Animations Slide Show Record Review View Help =)
EVE EI\, £[= Animation Pane [> Start: On Click ~ Reorder Animation
iLY . 0050 [
{ Chfect Add  Trigger~ (5 Duration: 5
St F options~ | Animation~ (Boeiay 0000 :
Advanced Animation Timing el

[0 English (United States) 5% Accessibility: Investigate = Hotes B 88 B ¥

Animation ]

Attracting Butterflies

Add butterfly bushes
Put up a “butterfly
house”
Purchasing a house
Making your own - B
Add native wildflowers
Design for different
blooms in each season

- Display my homemade butterfly house
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Change an Animation’s Direction e @D B

@ 1n Normal view, click the slide -
element containing the animation
you want to edit.

o Click Animations.
€@ Click Effect Options.

A list of direction options for the
animation appears.

0 Select an option from the list.

®* W

Predew ||l fostin
Preview

8

Urban Garclen Design » Saved ~ L

Home Insert Draw Design

Animation

Slide9of13 [T English [United States) _§5 Accessibility: Investigate

PaulMcreris o ¥ & - O x

-

Animations  slide Show Record Review View Help Picture Format

Al se {L’ f/= Animation Pane [> star On Click v Reorder Animation
3 ) M';_ 4 Tigger~ (O Duration: DB50 7
7 |options ~| - Animation ¥ 55 Animation Painter (B Delay: 0000 J

Aced Animation Timing

Direction

Horizontal In

g Butterflies

Horizontal Out

Vertical In

Vertical Out

Purchasing a house
Making your own
Add native wildflowers
Design for different

blooms in each season

Display my homemade butterfly house

ZnNotes [ 88 B 0§ - —p———+ 0% @

() PowerPoint demonstrates the new @ e @D B
direction as it applies the Fie
change; the new direction now &fﬁ
appears on the Effect Options e
button.

woOw

FiyIn Float In

(@ You can click Preview to preview
the effect on the slide.

( You can click the Duration ‘< to
specify a speed setting for the
animation.

Urban Garden Design « Saving... = yel

Home Insert Draw Design Transitons Animations Slide Show Record Review View Help  Picture Format

Animation ]

| Display my homemade butterfly house

siide3of 13 [T} English [United States) T Accessibility: Investigate

PalMcFecries 3 ® & - O X

- e

A e {\, 1= Animation Pane [> stat: On Click ~ R nimation
I m;:  Tigger (© Duratiors 0050
SPIt =] Options ~ | Animation > '3 Amimation Painter | (BDelay: 0000 ’

Advanced Animation Timing

Attracting Butterflies

Add butterfly bushes
Put up a "butterfly
house”
Purchasing a house
Making your own
Add native wildflowers
Design for different
blooms in each season

Svotes B 5 B T -+ o &

Can I copy an animation effect to another slide object?

Yes. PowerPoint’s Animation Painter feature enables you to copy an animation effect applied to one slide
object to another slide object. To copy an animation effect, select the slide object whose effect you want
to copy; then, in the Animations tab’s Advanced Animation group, click the Animation Painter button.
Next, click the slide containing the object to which you want to apply the effect; then click the object.
PowerPoint copies the animation effect to the slide object.
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Create a Custom Animation

In addition to applying a single animation effect to any given slide object — a text box, picture,

chart, or table — you can create custom effects by applying two or more animations to a slide object.
For example, you might opt to have a slide object “fly in” to the slide and then spin. You can use
PowerPoint’s Animation pane when you create a custom effect to help you review and re-order the effect.

To create a custom animation effect, you use a combination of the technique described in the
previous section, “Add Animation Effects,” and the technique described in this section.

Create a Custom Animation

o Click [ to display the
presentation in Normal view.

o Click the slide containing the
object to which you want to
apply an animation.

e Click the object.
@ Click the Animations tab.
e Apply an animation effect.

Note: See the previous section,
“Add Animation Effects,” for details.

G Click Animation Pane.

() PowerPoint displays the Animation
pane.

() The animation you applied appears
in the pane.
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Attracting Butterflies
Add butterfly bushess |
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Purchasing a house
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Attracting Butterflies

Add butterfly bushes i
Put up a “butterfly
house”

Purchasing a house

Making your own
Add native wildflowers
Design for different
blooms in each season

. Display my homemade butterfly house
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o To add your next animation, e M e e L =
click Add Animation. B A & :

Flyln Flost In

Preview

Note: You add an animation using the
Add Animation button; if, instead,
you choose from the Animation
gallery, PowerPoint overwrites the
existing animation instead of adding
a new one.

e Click an animation effect.

PowerPoint adds the effect to the
Animation pane.

0 Repeat steps 7 and 8 to add more

Preview Animation a < v

g
- Display my homemade butterflyh .

[> Start [OnClick  ~| | Reorder Animation
(© Duration: 00,50 ©
(Beay: 0000

* & & K yr |peone- x
Appear Fed FiyIn Float In Spie b
Fi oo
woOW W w @ | s
Wipe Shap Wheel Random Bars  Grow & Tum
‘
C. O .
Zoom Swivel Bounce
Put up a “buttcfiZze
.
house’ o R S S
Purchas, © i R Spin Grow/Shrink
waking your on S G S A€
Add native willEEaEs Darken Lighten  Transparency Object Color
Design for diffciiie W W W

i - Compleme...  Line Col Fill
blooms in each =

S More Entrance Effects.
3£ More Emphasis Effects...
e More Exit Effacts...

Maore Motion Baths.

animation effects to the selected

object.

e Animation [> Stars | On Click | Reorder Animation
;:{E * * 37 E,:; b ;T figger . © Ourstions 050
. . - Ll Hoatin St S options imat (BDelay: 0000 T Movelater

(® PowerPoint places each effect in a2 - - - s -

. . . Animation P.. ¥ %
the Animation pane in the order o 3340

you add them. Attracting Butterflies s

358 Picture 1 O

@ To preview your custom effect,
click Preview.

() You can also click a starting
effect in the Animation pane
and then click Play From.

@ To change the order in which
effects appear, click an effect and

Fle  Home Insert Draw Design Tramsiions Animations Slide Show Record Review View Help

Add butterfly bushes T
Putup a “butterfly =
house”

Purchasing a house

Making your own
Add native wildflowers
Design for different
blooms in each season

saconse v «[T]  2]»

then click the Move Up button - e e

((=]) or the Move Down button ([~]).

How do I remove an animation?

Select the slide element containing the animation
effect, click the Animations tab, and then click None
in the Animation gallery. If the animation is a custom
animation, click the Animation Pane button. Then, in
the Animation pane, click the effect that you want to
remove, click the = that appears, and click Remove.

Can I change the duration of an effect?

Yes. Select the slide element containing the
effect, click the Animation Pane button, click
the effect whose duration you want to change,
click the=w that appears, click Timing, and use
the settings in the dialog box that opens to
change the effect’s duration.
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ost presentations benefit from narration. You can speak as you present, or you can use
PowerPoint’s Record Narration feature to record a narration track to go along with the show. That
way, you do not need to be present for your audience to receive the full impact of your presentation.

To record narration for a presentation, your computer must be equipped with a microphone. When you
finish recording, an audio icon appears at the bottom of each slide for which you have recorded narration.
When you save the presentation, PowerPoint saves the recorded narration along with the presentation file.

\ Record Narration \

et @ @ & - 8 X

Orecord | ©

c Click the slide where you want your
narration to begin.

© Click Record.
€ Click From Current Slide. 1

O Click Record (@) to start the
slideshow.

iew  Halp

e Speak into the computer’s
microphone.

B
B
Click [@) to move to the next slide in : F
F
=1

Using the Payroll System

the show and continue recording. :

Click Pause ([@)) to pause
the recording. To continue .
recording, click Record (@)).

4
@ When you finish, click Record (@}).
edi 00:45/00 O O 0]
@ Click Close ().
+ Add notes or a script to help you land your message clearly.
An aUd]O ]nd]cator appears mn the « Notes can be added while editing your presentation and are displayed in

lOWEr'right corner on each slide for Teleprompter and Presenter View while recording.
which you record narration. You can
click the indicator to hear that slide’s
narration.

Note: You do not need to record all narration
at one time. If you end the show and later
want to complete the narration, select the
first slide that needs narration. Then, click

the Record tab and then click From
Current Slide. V4l m(mis] [ 1 [=]" ==
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ou can insert a song that plays repeatedly in the background during your presentation. Playing a

background song can be most effective in setting a mood for your presentation with no narration.
PowerPoint can play AIFF Audio (.aif), AU Audio (.au), MIDI (.mid or .midi), MP3 (.mp3), Advanced Audio
Coding - MPEG-4 (.mé4a, .mp4), Windows Audio (.wav), and Windows Media Audio (.wma) files, among others.

You can download music from the Internet for your presentation, but you must first download it to
your computer’s hard drive.

Insert a Background Song

o Click the first slide in your ® 2 3 7
presentation. i Insert Draw Design Transitions Animations Slide Show Record Review View Help 2]
HE A aseme e 00w - o o (7] gl )| L
o Cth Insert. SI’;‘::(‘ E::: Teble P ) proto - SRS Icons E::"‘:"‘ f,id: links | Comme 3 i o y

Iusteations

© Click Audio. O
@ Insert Audio
€ >

O Click Audio on My PC.

The Insert Audio dialog box O - Newtldr =-m e

Name Status 2 Title

7 Documents.
appears. . mm& Bdgoms o

e Navigate to and select the audio o certies

v 4 Tl TY. > Chapt. v G

O Sesrch Chapter1s

i Beautiful City Garden

3 Videos

file you want to add to your P

presentation. P
. > -'Ihi;llc -
G Click Insert. 5
> 3 Network ¥

File name: | background s
Cancel
— (R T e —— i
(@ An audio indicator and playback e —— P Mm@ ® 2 - o0 x
tools appear on the slide. Fle  Home Insert Draw Design Transiions Animations Slide Show Record Review &Audmmrmm Dhyba(k@
. D E‘- ’—- \TD‘ Fade Duration ﬂ £ Seart: Automatically | 9 ide During Show ﬂ@ L/\ﬂ‘
() The Audio Format and Playback oy s im ol e PSS gt | e
. Bookmark Audie [, Loop until Stopped Style |Background

contextual tabs appear on the R1bbon. Preview Bookmarks . Editing Audio Options Audio Styles v

0 Click Playback.
e Click Play in Background.

When you run your slideshow (see
the section “Run a Slideshow,” later
in this chapter, for details), the song
loops in the background from the
first slide until the show ends.

(@ If you prefer that the background .
song play only once, click Loop ll -l cicrosstnoms ) 3 )
unt‘il Stopped ( changes to D). slide10f13 [0}  English (United States) T Accessibility: Investigate = Hotes B 28 B ¥ -—p———=+ % &

Urban Garden Design

Creating a Beautiful City Garden

w

4 P 000000 =i S




Create Speaker Notes

You can create speaker notes for your presentation. Speaker notes, also called notes pages,

are notations that you add to a slide and that you can print out and use to help you give a
presentation. You can also use speaker notes as handouts for your presentation. When creating notes
pages, PowerPoint includes any note text that you add, as well as a small picture of the actual slide.
You can add speaker notes in the Notes pane or on the Notes page.

You can print your speaker notes along with their associated slides. For details, see the tip at the
end of this section.

Create Speaker Notes

U sin g th e N OteS Pa ne @ AutoSave [ Urban Garden Design + Saved ~ P pulMcedis i ® &F - 0O X
o Cljck E to Sw_it Ch to N orm al. file Home inset Draw Design Transifions Animations Slide Show Record Review View Help [=]
: 9. X HEoD : [ S 0
V]ew. (&) E::El @ HE R@ g B I U S & A Drawing  Editing g;:., @n
- 3 Side~ Slides F v | £+ A~ A~ |[A A4 - - \deas

Shides Font Voice  Designer

o Click a slide to which you want to - o

add notes.

. . Attracting Butterflies
Click Notes in the status bar to

3 Add butterfly bushes
display the Notes pane. A
house”

Purchasing a house <

Making your own . L r
Add native wildflowers
Design for different
blooms in each season

Note: The Notes button acts as a
toggle; each click displays or hides
the Notes pane.

SideSof13 [[} English (United States] T Accessibility: Investigate Zwotes [ B8 B T -———+ % &
O Click in the Notes pane and type any [ g e @D & voncomommm s - 5 o=l 1O 2 = m
notes about the current slide that Fle Home Insert Draw Design Transions Animations SlideShow Record Review View Help E]
you want to include. o |Ba. BR STTww " | S = 2|2 E
& | sioer Side B- £2-A-m-|Aalp === = R e e s
Note: You can enlarge the Notes pane. 8um:u Clipboara 5 S;nei Font & Paragraph [ Voice  Designer "[‘

Position the mouse ([}) over the line
separating the Notes pane from the slide
(I» changes to 1) and drag up.

Attracting Butterflies

Add butterfly bushes
Put up a "butterfly

You can repeat steps 2 to 4 for other house”
slides to which you want to add

notes.

Purchasing a house s %

Making your own L
Add native wildflowers
Design for different
blooms in each season

| When introducing the "butterfly house” idea, bring out the butterfly house that | Dum‘ 0
Slide8of13 [[} English [Canada) % Accessibility: Investigate == Notes B 8 B 8 -——r—+ 0% &
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USing the NOtes Page @ Autosave @D [ Urban Gorden Design « Saved ~ P pumMcredis i € & - 0O X
o ch’ck a Sh’de to WhiCh you Want to File ~ Home Inset Draw Design Transitions ~Animations  Slide Show Recol View  Help =

E [m [E5 Sicle Sorter & Master [ Ruler . O\ ‘E|> (I Color | ﬁ B % L?d}
add notes. Nomal Outine (2] Netes Page outMaster - O Grdines |noioo| | z00m  pitto | I Grayscale New B Swich  Macros
View  EH Reading View es Master [ Guides Window [l Black and White ~ Window [ Windows ~
. .
© click View.

Presentation Views Master Views Show ] Zoom Color/Grayscale Window Macras
e Click Notes Page. Gardening Zones

Climate zone maps are tools that show
where various permanent landscape plants
can adapt.

If you want a shrub, perennial, or tree to
survive and grow year after year, the plant
must tolerate year-round conditions in your
area. [
The map divides the country into 10

separate Zones.

13 ha
5| Click to add notes
slide 110113 [} English (United States) % Accessibility: Investigate Ztotes [E 88 B ¥ -—k——+ & &
The Notes Page view opens and 2 o B PORE 3 P
diSplayS the Selected S','ide. Fle Home Insert Draw Design Transtions Anmations SideShow Record Review View Help  Shape Format
E;l [E Slide Sorter 53 slide Master [ Ruler ‘|j’ |_:I =] | =
i 'in h h ran Normal Ouﬂir\e Handout Master | [ Geidlines' Zoom Fitto | M Grayscale New s(:'njch r\%
Click in the text placeholder a
View [H ReadingView | [E] Notes Master [ Guides Window [l Black and White ~ Window [ Windows v
type any notes about the current Presentation Views Maerves Show [ Zoom Color/Grayscale Window Macros ~
: : lly()u want a shrub, perennial, or tree to
Shde that yOU Want tO ]nClUde' survive and grow year after year, the plant

must tolerate year-round conditions in your

(@ You can click Zoom to display the area.

The map divides the country into 10

Zoom dialog box and magnify the separate zones
notes. <
(o]
. | Be sure to hat each gardening zone is 10°F warmer (or colder) in an aver
() You can also drag the Zoom slider to &thian?ﬁiiciicem?ne : "

magnify the notes.

You can edit and format your notes 3
text using buttons on the Home tab. 0 ?

Notes110of13 [}  English [United States) 7 Accessibility: Investigate = I8 T -t 0

How do I print my notes with my slides? Full Page Slides
Follow these steps: Click the File tab, and then |:| 0
click Print. Click to select your printer. In the

Print 1 slide per page

Settings section, click * for the second setting Print Layout
(A) and click Notes Pages (B). Click Print. |:| 0
Full Page Slides Notes Pages Outline
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Rehearse a Slideshow

ou can determine exactly how long PowerPoint displays each slide during a presentation using
PowerPoint’s Rehearse Timings feature. When you use Rehearse Timings, PowerPoint switches to
Slide Show view, displaying your slides in order; you control when PowerPoint advances to the next

slide in the show.

When recording how long PowerPoint displays each slide, you should rehearse what you want to say
during each slide as well as allow the audience time to read the entire content of each slide. After you
record the timings, PowerPoint saves them for use when you present the slideshow to your audience.

Rehearse a Slideshow

o Click 28 to switch to Slide Sorter view.
© click Slide Show.
9 Click Rehearse Timings.

PowerPoint switches to Slide
Show view and displays the first
slide.

@ Auosove @D [ stoff Training - Saved -
Fle  Home nsert Oraw Design Transtions

e A

Custom Slide
Beginning CurrentSide  Show =

Rehea SetUp

Start Slige Show Rehe:

2 ide sice LI Uit (2] Use Timings
[C3 Rehearse Timings 3
5 s
P ) Show M: L
with Cosch | Sl Show [ Record + ions [9) Show Media Controls

runceis i B &

P search ait+q)

slide show Record Review  View  Help

=] =)

Monitors | Coptions &
Subtities

setup

Slide1of 8 [} English (United States) ¥ Accessibility: Goad to go

() PowerPoint displays the

(5 o

Recording toolbar and starts a
timer.

O Rehearse what you want to say.

(@ Click Il to pause the timer. To
restart the timer, click Resume
Recording in the window that
appears.

(® To cancel the timer on a slide
and start timing that slide
again, click €.

e When you finish timing the first
slide, click =» to proceed to the

Recording ~

.
o o6 o

next slide.

Using the Payroll System
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PowerPoint displays the next Microsoft PowerPoint X
slide.
The total time for your slide show was 0:22:05. Do you want to save the new slide timings?
Repeat steps 4 and 5
for each s.hde in your 7 Yes No
presentation.
. .. @ Avtosove @D (2 Seaff Toiming - Saved - D Search (Alt+Q) Paul McFedries ® & - D x
When the slideshow finishes, g
. file  Home insert Draw Design Transitions Animations Slide Show Record Review View Help
a dialog box appears and Bl B W | [ B B Oyt © e o
displays the total time for e o Contes | | sl T G e oo M S
the slideshow. PowerPoint st v -

asks if you want to keep the -
new slide timings.
@ Click Yes.

() PowerPoint saves the timings
and displays them below each

1 01:01 0216 3 02:19 4 0458

&

slide.
5 03:36 6 0227 7 02:19 8 03:09
slide1of& [}  English (United States) 1% Accessibility: Good to go B BEE H - ———— 8% O
How do I create handouts for my audience? Pt Layout
Follow these steps: L]
Full Page Slides Motes Pages Outline
€@ click File. s
© click Print. - 0
e Select your printer. 45hdes:nonzom| ashdas:nonzonta\ 9 Slides Horizontal

Print slide numbers on handouts

O In the Settings section, click w for the second setting.

Frame Slides

¥ Scale to Fit Paper

e In the Handouts section, select a handout layout. e
@ click Print.

Print Ink
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Run a Slideshow

You can run a presentation using PowerPoint’s Slide Show view, which displays full-screen images
of your slides. Slides advance in order, but you can, if necessary, view thumbnails of all your
slides so that you can display a particular slide out of order.

To enrich the experience for your audience, you can use PowerPoint’s pointer options to draw directly
on the screen using the mouse (J;:). You can choose from several pen tools and colors, and you can
present your slideshow using a single monitor or two monitors.

Run a Slideshow

Run a Presentation
@ click Slide Show.

e Click From Beginning.

PowerPoint switches to Slide Show
view and displays the first slide.

() When you move the mouse (J}) to
the bottom-left corner, faint
slideshow control buttons appear.

€@ Click anywhere in the slide to
advance to the next slide or click
the Next button ((»).

(© To redisplay the previous slide, you

can click the Previous button ((<)).
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D rrswi @D (B ks CorderDaign+ Sed L e @ ® H - o x
File  Home nsert Draw Design Transtions Siide Show  Record  Review  View  Help =

) Keep Sides Updsted (2] Use Timings = =}

-l%[ !_ﬂ Cé E‘Er Hide Slide

From i Custom Slide  Rehearse serup L@ Rehearse Timing:

rom Monitors  Captions &
Beginning CurentSide  Show~  with Coach  Side Show [ Record ~ -

5
(@) Play Narrations [ Show Media Control
lay Narrations Sh ia Is Suptides

Start Slide Shaw Rehearse setup ¥

o -

Urban Garden Design

Creating a Beautiful City Garden

.. Click to add notes

Sideiof 13 [} Englsh (Unitea States) G Accessibllfty: Investigate Zwotes B g8

B §F - % P

Urban Garden Design

Creating a Beautiful City Garden



Work with Thumbnails
@ Click the See All Slides button
() (not shown).
(® PowerPoint displays thumbnails of
all slides in your presentation.

e Click any slide to display it in
Slide Show view.

Point Out Slide Information

Click the Pen and Laser Pointer
Tools button (i)).

Q Select a tool.

() When you move the mouse
(I) over the slide, the mouse
appears as the tool you selected.

Note: To redisplay the mouse ([}), repeat
steps 1 and 2, selecting the same tool.

To erase all marks, click the
Pen and Laser Pointer Tools
button ((»)) and then click
Erase All Ink on Slide.

CHAPTER

POWERPOINT
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Planning Your Garden

Seasonal blooms

Think about what you want your garden to look
like throughout the season

Pick plants that bloom at different times so you
have color all year
Garden architecture

Have a mixture of heights
e Mixture of shapes

~# |aser Pointer

£ ven A mixture of plant types: flowers, bushes,
£ Highlighter

Can I hide a slide while I talk?

Can I change the color of the ink I use for pen
and laser pointer tools?

Yes. Follow the steps in the subsection “Point Out
Slide Information” once to select a pointing tool
and once again to select the tool’s color. The order

in which you make these selections does not matter.

Yes. You can do this by changing the screen color
to black or white. Click the Menu button ((-),
click Screen, and then click Black Screen or White
Screen. To redisplay the slide, click anywhere
on-screen.

continued P>
251



Run a Slideshow (continued)

In addition to using pen and laser pointer tools, you can call the audience’s attention to objects by
zooming in on them. This approach can be particularly useful if you display a slide for a lengthy
time; zooming in can recapture your audience’s attention.

Many people like to work in PowerPoint’s Presenter view, which displays your notes as you present,
but your audience sees only your slides. If you present on two monitors, PowerPoint automatically
uses Presenter view to display notes and slides on separate monitors. Using only one monitor, you
can still set up your presentation to use Presenter view.

Run a Slideshow (continued)

Zoom an Object
o Click the Zoom button (=) (not shown).
(@ PowerPoint grays the slide background and

displays a lighted square that you can use to
focus on an object.

e Slide @&, over the object you want to enlarge
and click.

(» PowerPoint zooms in on the object.

To redisplay the original size of the slide,

press (9.
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POWERPOINT

Assembling and Presenting a Shdeshow

Using Presenter View
@ Click the Menu button ().
© Click Show Presenter View.

Gardening Zones

PowerPoint displays your presentation in
Presenter view while your audience continues

to see Slide Show view.
Gardening Zones
(® The tools to control your presentation appear : =

here.

(D You can use these buttons (A" and A”) to
increase or decrease the font size of your notes.

@ You can click these arrows ((«) and (»)) to
display the previous or next shde.

Note: When you display your last slide, the next
slide area displays “End of slide show.”

0 Press (=) or click End Slide Show to end
your slideshow.

TIP

program if necessary?

click Screen, and then click Show Taskbar (B).

Screen

Can I display the Windows taskbar so that I can switch to another
Yes. When working with a single monitor, click the Menu button () (A),

can click Show Taskbar at the top of the screen.

Display Settings  *»

Arrow Options

Subtitle Settings  »

Black Screen
White Screen

Hide Ink Markup

Show Taskbar

From Presenter view, you
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PART V

Access

Access is a robust database program that you can use to store and manage
large quantities of data related to anything from a home inventory to a
giant warehouse of products. Access organizes your information into tables,
speeds up data entry with forms, and performs powerful analysis using
filters and queries. In this part, you learn how to build and maintain a
database file, add tables, create forms, and analyze your data using filters,
sorting, and queries.

[ Northwind : Database- C:\Users\logap\OneDrive\Documents\Databases\Northwind.accdb (Access 2007 - 2016 file for.. Paul McFedries e

File Home Create  External Data  Database Tools Help  Table Fields Table 2 Tell me what you want to do

N AB 12 [0m [Boweatme L B Nameacapmon : rT—

View | Short Number Currency 2 Ye/Ne Delete Validation

M Text [ More Fields ~ = : $ % 9 % Z| Indexed -
Views. Add & Delete Properties. Formatting Field Validation

All Access Objects @

<«
Tables N Product Name Category - Quantity PerUnit ~ Unit Pric - | Units In Stoc - | Units &

= catagoris ! ____-l

Formatting nique

2 Chang Beverages 24-12 oz bottles

custo
= customers 3 Aniseed Syrup Condiments 12- 550 ml bottles $10.00

& Employees 4 Chef Anton's Cajun Seasoning Condiments. 48- 60z jars $22.00
B Order Details 5 Chef Anton's Gumbo Mix Condiments 36 boxes $21.35
=

Orders 6 Grandma's Boysenberry Spread  Condiments. 12- 8oz jars $25.00
_ 7 Uncle Bob's Organic Dried Pears  Produce 12-11b pkgs. $30.00
N 8 Northwoods Cranberry Sauce Condiments 12-12 oz jars $40.00
= shippers 9 Mishi Kobe Niku Meat/Poultry 18- 500 g pkgs. $97.00
= supptiers 10 tkura Seafood 12- 200 ml jars $31.00
Queries 11 Queso Cabrales Dairy Products  1kgpkg. $21.00
12 Queso Manchego La Pastora Dairy Products 10 - 500 g pkgs. $38.00
13 Konbu seafood 2kgbox $6.00
14 Tofu Produce 40- 100 g pkgs. $23.25
15 Genen Shouyu Condiments 24 - 250 ml bottles $15.50
16 Pavlova Confections 32- 500 g boxes $17.45
17 Alice Mutton Meat/Poultry  20-1kgtins $39.00
18 Carnarvon Tigers Seafood 16 kg pkg. $62.50
19 Teatime Chocolate Biscuits 10 boxes x 12 pieces $9.20
20 Sir Rodney's Marmalade Confections 30 gift boxes $81.00
21 Sir Rodney's Scones Confections 24 pkgs. x 4 pieces $10.00
Record: 4 «[1of 77 | v b | SZNoFilter |[Search | 4 C—— »
Number automatically assigned to new product. Num Lock E

Forms
Reports
Pages
Macros
Modules

WU KK
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ccess is a popular database program that you can use to catalog and manage large amounts of

data. You can use Access to manage anything from a simple table of data to large, multifaceted
collections of information. For example, you might use Access to maintain a list of your clients or a
catalog of products you sell.

If you are new to Access, you should take a moment and familiarize yourself with the basic terms
associated with the program, such as database, table, record, field, form, report, and query. This
section contains definitions of all these key terms.

Databases All Access Objects D «
Simply defined, a database is a collection of related information. You may Tables &
not be aware, but you use databases every day. Common databases include ; tj:?

the list of movies and TV shows offered by a streaming media service or a - Er'.|JI:|3-'—:esl

sports league’s schedule of upcoming games. A company database might T orders

include a list for each aspect of the business, including product ] pradats

categories, customers, employees, orders, products, shippers, and BB shippers

suppliers. B suppliers

Tables 5] Employees

The heart of any Access database ID - | FirstName - | Last Name -~ Title -
1'sfa tabl(-':. A table _15 3 l_]St of + 1 Nancy Davolio Sales Representative
Lr]oli:::]::dor?v?/;]jzli t1hn:0 + 2 Andrew Fuller Vice President, Sales
example of a company database, + 3 Janet Leverling Sales Representative
the employees table might list + 4 Margaret Peacock Sales Representative
the first name, last name, job + 5 Steven Buchanan Sales Manager

title, address, phone number, and

e-mail address of each person who works for the company. You can have numerous tables in your Access
database. For example, you might have one table listing customer information and another table listing your
company’s products.

Records and Fields ID ~ FirstName - LastName -~ Title . Address -

Every entry that you 1 Nancy Davolio Sales Representative 507 - 20th Ave. E.

make in an Access table

is called a record. Records always appear as rows in a database table. Every record consists of fields, which
are the separate pieces of information that make up each record. Each field of a record appears in a separate
column. For example, in a company employee table, each record (row) might include fields (columns) for
first name, last name, title, address, city, postal code, phone number, and e-mail address. Field names
appear at the top of each column.
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Forms

You can enter your database records directly into an Access table,
or you can simplify the process by using a form. Access forms
present your table fields in an easy-to-read, fill-in-the-blank format.
Forms enable you to enter records one at a time. Forms are a great
way to ensure consistent data entry, particularly if other users are
adding information to your database table.

Nancy Davolio

Company Infa Persanal Info
Employee ID: 1
First Name: [Nancy
Last Name: Davolio
Title: |Sales Representative
Reports To:  Fuller, Andrew ~
Hire Date: | 01-May-2002

Extension: 5467

Reports and Queries

You can use the report feature to summarize data in your tables and
generate printouts of pertinent information, such as your top ten
salespeople and your top-selling products. You can use gqueries to sort and
filter your data. For example, you can choose to view only a few of your
table fields and filter them to match certain criteria.

Employee Report

Steven Buchanan
Sales Manager

14 Garrett Hill
London UK

(71) 555-4848

Laura Callahan

Inside Sales Coordinator
4726 - 11th Ave. N.E.
Seattle USA

(206) 555-1189

Plan a Database

The first step to building an Access database is deciding what sort of data you want it to contain. What
sorts of actions do you want to perform on your data? How do you want to organize it? How many tables of
data do you need? What types of fields do you need for your records? What sort of reports and queries do
you hope to create? Consider sketching out on paper how you want to group the information into tables and
how the tables will relate to each other. Planning your database in advance can save you time when you

build the database file.
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ou can build web apps — a kind of database designed with Access and published online — or

desktop databases based on any of the predefined Access templates. For example, you can create
databases to track contact lists, assets, and task management. You can also search Office.com to find
new, featured templates. This book focuses on building desktop databases.

When you create a new database using a template, the database includes prebuilt tables and forms,
which you populate with your own data. You control the structure of your database by modifying or
eliminating preset tables and fields and adding database content such as tables, forms, and reports.

0 Start Access.
Q Click New.

Note: You can also create a new database
from within Access; click the File tab and
then click New.

On the New screen, templates appear.

You can search for additional templates
online by typing keywords here.

Note: To get Microsoft’s Northwind sample
database, type Northwind in the search

field and press (5.
9 Click a template.

A window appears, displaying the
template information.

To view the previous or next
template, click these arrows

(< and ).

Q Type a new name in the File Name
field.

)
Contacts
Pronided by M
st of
this
9

e To change the folder in which you
store the database file, click the
Open file button ().

Note: If you are satisfied with the folder
Access suggests, skip to step 8. v
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The File New Database dialog box
appears.

@ Locate and select the folder in which
you want to store the database file.

@ click OK.

Q Click Create.

Access downloads the template
and creates a new blank
database, ready for data.

A security warning appears.

9 To hide the warning and enable
the macros in this template, click
Enable Content.

13 File New Datsbase

< - < Documents » Databases 0:: Search Database:
Organize »  Mew folder =~ 0 -
- a
Excel Data Anal Name Status Date modified
Graphics
0 Videos
> @ Microsoft Acces: frosoft Corporation
lin a comprehensive database of
> @ OneDrive - Perso rtners and v is
mplate. In addition to maintaining
= 1, Job title, and contact
> [ ThisPC fan aeate all manner of queries,
| Qutlook, create mailing labels,
Its such as directories and phone
File name: | Contacts y
Save s type:  Microsoft Access 2007 - 2016 Databases . M3B ;
 Hide Folders & oK Cancel L =
| - __ineDiveDocuments
Create
v
@ B ContactManagement Database PaulMcFedries G - O X

File ~ Home Create External Data Database Tools Help

oo =
== o. | lea «
View W Refrech (8

~ i Al B-
Undo Views Clipboard & Sort & Filter Records

\!\, SECURITY WARNING Some

All Access Obje...

Search

has been disabled, Click for more details,

Tables
= contans
B settings

Queries 2

+

4| MewContat & | Add From Outlook

Open_-

* | (New)

First Name - | lastName -

B Contacts Extended
Forms 2
E8 Contact Details

E8 contact List

@ welcome

Reports A
I oiredory

I8 Pnone Book

Macros 2
@ autokxec

@ search

Modules 2
£ modMapping

Company -

£ Tell me what you want to do

.

Text Formatting [ v

Find 1l
Enable Content 0 x

@ « |8 Contactlist X
&l Contact List

[z Create Mailing Labels " Show/Hide Fields ?

JobTille - Category -
personal

E-mail Address.

»
Hum Lock ]

How do I know what fields to keep in or remove from my table?
To determine the fields you need in your database, decide the kinds of information you want to track in
your database and the types of reports and queries you want to generate to view your data. For best
results, use the suggested fields; you can always remove or hide fields that you do not use at a later time.
(For help removing or hiding fields from a table, see the sections “Delete a Field from a Table” and “Hide a

Field in a Table,” later in this chapter.)
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If you determine that none of the predesigned database templates suits your purposes, you can
create a new blank database and then decide on the tables, forms, and other objects your database
will include. Creating a blank database is the way to go if you find that the predesigned templates
that Access offers are too complicated for your needs. Creating a database from scratch is also the
better choice when you know exactly what data you want to store and have a good idea of what
tables, forms, and reports you will need.

Create a Blank Database

0 Start Access. Access wincredics g ® @& 7 - 0 X
Good aft
Note: You can also create a new blank cocemenn
database from within Access; click the v Mew
File tab and then click New. 1 l =1
Q Click Blank database.
Blank database Contacts Asset tracking Students
More templates —>
P Search
Recent Pinned
[  Name Date modified
@ gfﬂfliﬂiaDuuhums dhago
B
ﬁﬂ DNaloJ\r}Tr;Ie:ﬂe::'ﬁnenl'vemDslaba:es wizj20ts
More databases —>
A window appears, displaying B
the template information. Good afternoon
0 Type a new name in the File e
Name field. = ===

0 To change the folder in which
you store the database file,
click the Open file button

().
Note: If you are satisfied with the

folder Access suggests, skip to
step 7.

Blank database
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The File New Database dialog bhox
appears.

o Locate and select the folder in which
you want to store the database file.

@ click ok.

0 Click Create.

(1) Access creates a new blank
database and creates a new table
named Table1, ready for data.

Tables x
P Tablel

ACCESS CHAPTER

Database Basics

16

I3 File Mew Databese % B ® @ B — = =
€ =+ ~ 4 T« Documents » Dmbassoc O Search Databases
Organize *  New folder =- @
. Documents. Name Status Date modified
© ExcelDatadngl B Contacts [} 2/9/2022 2:37 P —
*
& Videos

> (i Microsoft Acces:

lank database
le Name.

Jorthwind

— fWsersilogop\OneDrive\D ocuments\

> & OneDrive - Persc

> ThisPC

(]

File name: \ Northwind = ‘

Save as type: Microsoft Access 2007 - 2016 Databases -

 Hide Folders

@ [EH Horthwind: Database- C:

2007 - 2016 il...

L N = I

File Home Create External Data Database Tools Help  Table Fields  Table

@ AB 12 @ i) [E] Mame & Caption

H )]
| Short Namber Cur =] B oe

O Tell me what you want to do

Required

=
e \'alid\/iﬁun
$ % 9 W Indexed ¥

Fomatting Field Validation ~

Formatting
iField Size

Views Add & Delete

All Access Objects © « | = Tabet X

Record WA T1orT | m 0| SZie Fier [Jeearen
Datasheet view wmios B I

What is the pane on the left?

This is the Navigation pane, which you
can use to open various database
objects. Click the Shutter Bar Open/
Close button (<) to collapse the pane;
click the button again (%) to expand
the pane.

How do I open an existing database?

Click the File tab, click Open, click Recent, and then click the
database in the Recent Databases list that appears. If the
database is not listed in the Recent Databases list, click This
PC or your OneDrive to look for the database. You can also click
Browse to display an Open dialog box, locate and select the
database file, and click Open.
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ccess databases store all data in tables. A table is a list of information organized into columns

and rows. A table might list the names, addresses, phone numbers, company names, titles, and
e-mail addresses of your clients. Each row in a table is considered a record. You use columns to hold
fields, which are the individual units of information contained within a record.

If you need to add a table to a database, you can easily do so. All table objects that you create
appear listed in the Navigation pane; double-click a table object to open it.

0 With your database open in
Access, click the Create tab.

© click Table.

Access creates a new table and
displays it in Datasheet view.

Note: See the next section, “Change
Table Views,” to learn more about
Datasheet view.

Click the Click to Add link at the
top of the field column.

e Click the type of field you want
to add.

In this example, a Short Text
field is added.
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Northwind : Database- C:\U.

Documents\Data

Create  External Data  Database Toels  Help

npg\n

=

p\OneDri

F B

accdb (Access 200...

£ Tell me what you want to do

=

Peul McFedries 8

]

= [m] X

Ing

n  Table Table SharePoint Query Query Form  Blank [ Navigation © Report Blank Macro ®
Parts v Design Lists~  Wizard Design Design Form B More Forms ~ Design Report ®
Templates Tables Queries Forms Reports Macros & Code ~
q
All Access Objects @ «
Search.. 13|
Ready Hum Lock
(] Northwind : Database- C:\U: OneDrive\Documents\Datak acedb (Access 200. Paul McFedries 3 = u} X
Fle  Home Create External Data Database Tools Help Table Fields Table O Tell me what you want to do
5 [@ Edl [
e AB 12 @ E =
View | Short Number Currency Validation
Text -
Views Add & Delete Properties Formatting Field Validation ~
1 = Tablel
All Access Objects @ « [ Tavlet X
o D - [Clickto Add -
Search. 0
Tables x| (New)| AR Short Text 4
EA Tablel 12 Number
2 Large Number
B3 Currency
[% Date & Time
[T Date & Time Extended
Yes/No
[A Lookup & Relationship
Aa Rich Text
AB Long Text
) Attachment
@ Hyperlink
Calculated Field >
| Record: W« [1of 1 Paste as Fields h
Datasheet View wumtock  BEH [




e Type a name for the field and
press (100,

0 Repeat steps 3 to 5 to create
more fields for the table.

0 When you are finished adding
fields, close the table by clicking
the Close button (3X).

Access prompts you to save the
table changes.

© Cclick Yes.

The Save As dialog box appears.
9 Type a name for the table.

@ Click OK.

Access lists the table among
the database objects in the
Navigation pane.

Note: After you save a table, you can
reopen it by double-clicking it in the
Navigation pane.
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ACCESS

M H Morhwind: Database- C:\Users

File  Home Create External Data

M oAB 2 @D
M-

View | Short Number Curency 1
~ Text

Views Add & Delete

logop\OneDrive\Documents\Data

Database Tools  Help

Table Fields  Table
& Med
Jrw
[ ¥

Froperties

fy Loakups

bases\Northwind.acedb (Access 200...

£ Tell me what you want to do

Paul McFedries

@ - o

—
Formatting - Unique  yupdntion
$ % 998 Indexed -

Formatting Field Validation

All Access Objects @ «
«  Last Name Title . Address Reports To ~ | Click to Add

Search., o]

Tables x

£ Tablet

Microsoft Access X
Record: M «[Tof1 |+ » > [ SgHoFiter |[Search

Datashest View wmmtoe B3 [
@ H torthwind: Database- C:\Users\logop\OneDrive\Documents\Databases\Northwind.accdb (Access 200 Paul McFedries 3 - o

File Home Create External Data Database Tools Help Table Fields Table P Tell me what you want to do

Ig' AB 12 E% . [#] Mame & Captien B2 Modify Lookup: Required [e-}

w | . fodify Expression r— B .
Viewr Short Number CUMMY B Def. ! Jx Modify Expressior Formatting Unique gy pamkion
- Text 7 Field Size BB Memo Seitings $ % 9 B4 Indexed -

Views Add & Delete Properties Formatting Field Validation ~
All Access Objects © « |~ Tabet X
e D -[FirstName - | LastName -| Title - | Address - | ReportsTo -|ClicktoAdd -
Tables [ (New)

B Tablet

Record: 4 4| >0 [ g No Filter | [Search ]

Datasheet View numtock B8 I

Can I rename table
fields?

Yes. To do so, just double-
click the field label and
type a new name. When

you finish, press (Z10.

How do I remove a table that I no longer want?

Before attempting to remove a table, ensure that it does not contain any
important data that you need, because deleting a table also deletes the
data in the table. To delete the table, select it in the Navigation pane and
press (FEE7). Access asks you to confirm the deletion before permanently
removing the table, along with any data that it contains.
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ou can view your table data using two different view modes: Datasheet view and Design view.

In Datasheet view, the table appears as an ordinary grid of intersecting columns and rows where
you can enter data. In Design view, you can view the underlying structure of your fields and their
properties and modify the design of the table.

In either view, you can add fields by typing new field names in the final (blank) column or change
the field names. In Design view, you can also change the type of data allowed within a field, such as

text or number data.

Change Table Views

Switch to Design View

0 Open any table by double-
clicking it in the Navigation
pane.

Access displays the table in the
default Datasheet view.

Q Click Home.

@ Click the bottom half of the
View button.

@ Click Design View.

Note: You can quickly switch from
Datasheet view to Design view by
clicking the top half of the View
button.

Access displays the table in Design

view.

The bottom of the view displays
the properties of the field you
select in the top of the view.

Access displays the Table Design
contextual tab.
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-] Northwind : Database- C:\L OneD db (Access 2007- 2016 file for..  Paul McFedries o — o b3
Home Create External Data Database Tools Help Table Fields Table O Tell me what you want to do
@ ? 2l Ascending A7 - ’E\:, & New > p & Calibri IR
%] Descending 2~ ~ g Save abe - I BB .
View B fige ElDescending ¥ Refresh 15 - find B Iy
- All~ - B~ b~ A~ a-l===3-
Unde — Sart & Filter Records Find Text Formatting [ e
B_;_‘ Datasheet View 5 Empl v
All Accg « | Emeloyee
h ID - | First NameW®Last Name - Title Address - [Title ¢ - | Birth Date - | Hire|
» Ig Design View = ﬂNanc\( Davolio Sales Representative 507 - 20th Ave. E. Ms. 08-Dec-1968 01-
|- ® 2 Andrew Fuller Vice President, Sales 908 W. Capital Way Dr. 19-Feb-1952 14~
Customers = 3 Janet leverling  SalesRepresentative  722Moss BayBlvd.  Ms. 30-Aug-1963 01-
T Employees = 4 Margaret Peacock Sales Representative 4110 Old Redmond Rd.  Mrs. 19-Sep-1958 03-
B3 Order Details e 5 Steven Buchanan  Sales Manager 14 Garrett Hill . 04-Mar-1955 17+
B3 Orders * 6 Michael Suyama Sales Representative  Coventry House Mr, 02-Jul-1973 17-
B products & 7 Robert King Sales Representative  Edgeham Hollow wr. 25-May-1960 02-
. B 8 Laura Callahan Inside Sales Coordinato 4726 - 11th Ave. N.E. M, 05-Jan-1985 05-|
nippers e 9 Anne Dodsworth  Sales Representative 7 Houndstooth Rd Ms 02-Jul-1980 15-
B3 suppliers *|  (New)
Queries v
Forms ¥
Reports ¥
Pages v
Macros ¥
Modules ¥
Record 4 <1018 | > M el Search 4 CEE— >
Humber automatically assigned to new employee. Mumtock B R
[+ Northwind : Database- C. PhOneDrive\D db (hccess 2007- 2016 ilefor.,  Paul McFedries o8 — a x
File  Home Create External Data Database To Table Design O Tell me what you want to do
2« Insert Rows = ra
EH N b o enion = B L = H
View | Primary Test Validation " Delete Rows Property Indexes = CresteData Renome/ | Relationships  Object
- Key Rules  F3] Modify Lookups Sheet Macros ~  Delete Macro Dependencies
Views Seals Show/Hide Field, Record & Table Events Relationships ~
H ] Employees
All Access Objects & I Employ:
Tables Field Name Data Type Description (Optional) o
T EmployeelD AutoNumber Number automatically assigned to new employee. ]
3 Categories
LastName) Short Text
I customers FirstName Short Text
I3 Eemployees Title Short Text Employee's title.
j Order Details Address Short Text Street or post-office box.
—— TitleOfCourtesy Short Text Title used in salutations.
o | irthpate Date/Time
2 Froducts | HireDate Date/Time
3 shippers city Short Text &
T supptiers Field Properties
Queries General Lookup
Forms ¥ | Fieldsize 20
Reports v | Fomat
Pages ¥ Input Mask
Macros v | caption Last Name.
Modules | Default Value
odul ¥ | Vvalidation Rule Afield name can be up to 64 characters lang,
induding spaces. Press F1 for help on field
e names
No
Ingexea ves (Duplicates OK)
Unicode Compression | Yes
IME Mode No Control
IME Sentence Mode MNone
Text Align General
Design view. F6 = Switch panes. F1 = Help mmlock B R




Switch to Datasheet View
o Click Home.

@ Click the bottom half of the View
button.

e Click Datasheet View.

Note: You can quickly switch from
Design view to Datasheet view by
clicking the top half of the View
button.

() Access displays the default
Datasheet view of the table.
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(=] Database- CAL P\OneDrive\D 2007 - 2016 file for... Paul McFedries .a = o X
Home Create External Data Database Tools Help Table Design O Tell me what you want to do
ﬁ % A D_} Eine T O“" o[z =
a e a . =
poe B it Refresh o >V v Find B I U|EE|w- B
. & AlY X Delete ~ [H - be A-2-&-l===@
Sort & Filter Records Find Text Formatting sl v

o
@ Datasheet View « | Employees X
< " Field Name Data Type | Description (Optional) -
= gl Design View T Employeeid AutoNumber Number ically assigned to new [)
¥ JLastame} Short Text
B customers | [FirstName Short Text
3 employees | Title Short Text Employee'stitle.
B8 Order Detalls | Address Short Text Street or post-office box.
TitleOfCourtesy Short Text Title used in salutations.
=
rders —
| |BirthDate Date/Time
= eroguas | HireDate Date/Time
B snippers | |city Short Text o
B supptiers Field Properties
Queries ¥ General Lookup
Forms ¥ | [Field Size [20
Reports v | Fomat
Pages v | Input Mask
Macros ¥ Caption Last Name.
Modules o | [Default Value
v Validation Rule _ Afield name can be up to 64 characters long,
Validation Text indluding spaces, Press F1 for help on field
Required ves 1 names.
‘Allow Zero Length o
Ingexed Yes (Duplicates OF)
Unicode Compression | Yes
IME Mode No Control
IME Sentence Mode MNone
Text Align General
Design view. F6 = Switch panes. F1 = Help. mmtock B R
3 H Database- C db (A 2007 - Paul MeFedries .a - (m] x
File Home Create External Data Database Tools Help Table Fields Table P Tell me what you want to do
A . b i ==
. Ascend . BN Calibri ==
L IR Al LD o L =S}
o ew | e B i AlDescending §Ee g (O B Sme - Find 7 Bz =)0~ -
- - 20 RemoveSort 7 Al Daee ~ B Iy - A-2-&2-===18
Undo | Views | Clipboard 15 Sort & Fiter Records Find ext Formatting [
All Access Objects © « [ Emplayees X
Tables N ID - | FirstName - | LastMame - Title - Address - [Title ¢ - | Birth Date - Hire]
EH categories = AiNancy Davolio Sales Representative  507- 20th Ave. E. Vs, 08-Dec-ls :.;
= . cl 2 Andrew Fuller Vice President, Sales 908 W. Capital Way | Dr. 15-Feb-1952 14-4
ustomers b | 3 Janet Leverling Sales Representative 722 Moss Bay Blvd. Ms. 30-Aug-1963 01~
3 employees cl 4 Margaret Peacock Sales Representative  41100ld Redmond Rd. Mrs.  19-Sep-1958 03-M
B3 order Details E 5 Steven Buchanan  Sales Manager 14 Garrett Hill Mr. 04-Mar-1955 17~
B3 orders l 6 Michael Suyama Sales Representative  Coventry House Mr. 02-1ul-1973  17-
= ® 7 Robert King sales Representative  Edgeham Hollow Mr.  29-May-1960 02
= o cl 8 Laura Callahan Inside Sales Coordinato 4726- 11th Ave. N.E. | Ms. 09-Jan-1985 05-N
e E 9 Anne 1 sales 7HoundstoothRd. | M. 02-Jul-1980 15-
B suppliers *|  (New)
Queries k3
Forms v
Reports ¥
Pages ¥
Macros ¥
Modules ¥

Humber automatically assigned to new employee,

Record: 4 «[1of8 | b M s | SZ0oFilier | [Search L] c—

»
numiock B [

Do all Access objects have the same views?

No. All Access objects have a Design view, but other
available views depend on the object you select in the
Navigation pane. For example, in addition to a Design view,
reports have a Report view, a Print Preview, and a Layout
view, and forms have a Form view and a Layout view.

What is the purpose of the Field Properties
area in Design view?

The Field Properties area enables you to
change the design of the field, specifying how
many characters the field can contain, whether
fields can be left blank, and other properties.
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ou can add fields to your table to include more information in your records. For example, you may
need to add a separate field to an Employees table for e-mail addresses. Or you may need to add
a field to a table that contains a catalog of products to track each product’s availability.

After you add a field, you can name it whatever you want. To name a field, double-click the field
label in Datasheet view, type a new name, and press (3. Alternatively, you can change the field

name in Design view.

Add a Field to a Table

0 Double-click to open the table to
which you want to add a field in
Datasheet view.

Q Click the column heading to the
left of where you want to insert a
new field.

o

Note: Access adds the column for the
new field to the right of the column
you select.

€ Click Table Fields.

0 In the Add & Delete group, click
the button for the type of field
you want to add.

In this example, a Short Text field is
added.

Access adds the new field to the right
of the column you selected in step 2.

© Type a name for the new field and
press (Z1.0.

All Access Objects © «
Tables ES
20 categones

EH Customers

T employees

EH Order Details

Queries
Forms
Reports
Pages
Macros
Modules

o

[ Employees X

@ [ nohwing: Database- C: db (Access 2007 - 2016 flefor..  Paul Mcedries ogp  — o 52
File ~ Home Create External Data Database Tools Help Table Fields{ﬁ Tell me what you want to do
AB 12 @ [ Date & Time LUJ [] Name & Caption Short Text ~ [ Required =)
= b = - v
i (e (e (k) Delete | o Defauit Value D) Unique e jiation
- Text [ More Fields ~ I Field Size 60 1 O Indexed
Views Add & Delete Properties Formatting Field Validation ~
1 ol 2 Eemployees
All Access Objects @ « [ fmeloyes
Tables N ID - |FirstName - | LastName - Title Address 5 Date - | Hire Date -
. C 1 Nancy Davolio Sales Representative 507+ 20th Ave. E. Ms. Dec-1968 01-May-2002)
. 2 Andrew Fuller Vice President, Sales | 908W. Capital Way D 19-Feb-1952 14-Aug-1995|
. 3 Janet leverling  SalesRepresentative |722MossBayBlvd.  |Ms.  30-Aug-1963 01-Apr-2002
= 4 Margaret Peacock Sales Representative 4110 0ld Redmond Rd. | Mrs.  19-Sep-1958 03-May-2003
= 5 Steven Buchanan  Sales Manager 14 Garrett Hill Mr. 04-Mar-1955 _17-Oct-2003)
* 6 Michael Suyama Sales Representative | Coventry House M. 02-Jul-1973 17-Oct-2003
§ « 7 Robert King Sales Representative |Edgeham Hollow Mr.  29-May-1960 02-Jan-2004
= - “ 3 Laura Callahan Inside Sales Coordinato| 4726 - 11th Ave. NE. Ms. 09-Jan-1985 05-Mar-2009)
s * 9 Anne Dodsworth  Sales Representative |7HoundstoothRd. | Ms. 02-Jul-1980 15-Nov-2011]
T supplers %| | (New)
Queries ¥
Forms ¥
Reports ¥
Pages ¥
Macros ¥
Modules ¥
Record: 4 1 [1078 [+ 0w N2 Seatch < o— >
Street or post-office box, ==
@ [ nonhwind: Database- C OneDive D db(Access 2007- 016 flefor..  PaulMcFedries o — O X
file Home Creste ExternalData DatabsseTools Help TableFields Table O Tell me what you wantto do
N AB 12 @1 [3 Date & Time LUJ [] Name & Caption = O Required =]
. ’ = ~ v
View Short Number Currency £ vesinio Delete | 0 DefeuftValue  Unique  jidation
- Text Bl More Fields ~ I Field Size 255 Indexed
Views Add & Delete Properties Formatting Field Validatien ~

D -
1 Nancy
2 Andrew
3 Janet
4 Margaret
5 Steven
6 Michael
7 Robert
8 Laura
9 Anne
(New)

CICICICIGCIECIE

*

Record: 14

Datasheet View

First Name -

Last Name - Title
Davalia sales Representative
Fuller Vice President, Sales
Leverling SalesRepresentative
Peacock Sales Representative
Buchanan  Sales Manager
Suyama Sales Representative
King Sales Representative
Callahan
Dodsworth  Sales Representative
» Z Search

Address
507- 20th Ave. E.
908 W. Capital Way
722 Moss Bay Blvd.
4110 Old Redmond Rd.
14 Garrett Hill
Coventry House
Edgeham Hollow

Inside Sales Coordinato 4726 - 11th Ave. N.E.

7 Houndstooth Rd.
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<[ Email @ < [Birth Date
P 03-Dec 19
or. 19-Feb-19
Ms. | 30-Aug-l9
Mrs. | 19-Sep-19
Mr. | 04-Mar-19
Mr. 02-Jul-19
M. 29-May-19
Ms. | 09-an-19
Ms. 02.Jul-19
»
mumtock B 1




ou can delete a field that you no longer need in a table. For example, if your employee contact
information database contains a Pager Number field, you might opt to delete that field.

When you remove a field, Access permanently removes any data contained within the field for every
record in the table. If you do not want to delete the information in the field, you might choose to
hide the field. For information, see the next section, “Hide a Field in a Table.”

Delete a Field from a Table

0 Double-click to open the
table that you want to edit in
Datasheet view.

0 Click the column header for the
field you want to remove.

Access selects the entire column. n :

€ Click Table Fields.
Q Click Delete.

Access prompts you to confirm
the deletion.

© Click Yes.

Note: You might also see a message
warning you that deleting the field
will also delete an index; click Yes.

Access removes the field and any
record content for the field from the
table.

Datasheet View

@ 3
Pl s @ SeelEen nmhm&m\smm T Rl
. - ] Name & Caption 2 LargeNumber  ~ | () Required
3 @ P 9 D 0
[ AB 12 @@ ye c =
View | Short Number Cumency -2 Delete | (BE Defaukiblue h Unique  valdation
- e B3 More Fields - § % 9 G % Dindeed
wiews Rda & Detete Properties Formatting Field Validation v
All Access Objects @ « |1 fmolorees
Tables N ID - LastMame - | FirstName ~ Title Address Emall - |PagerNumber -
. 4 1 Davolio Nancy Sales Representative  507- 20th Ave. E. nancy.davoliof 15551234567
. 2 Fuller Andrew Vice President, Sales  90BW. Capital Way  andrews.fuller@ 15552345678 0|
B 3leverling  Janet salesRepresentalive  722MossBayBlvd.  janetleverling 15553456789
E 4 Peacack Margaret  Sales Representative 4110 0ld Redmond Rd. margaret.pean 15554567890
] 5 Buchanan  Steven Sales Manager 14 Garrett Hill steven.buchan 44555512045
" 6 suyama Michzel Sales Reprasentative  Coventry House michagl.suysm | 84555553456
v, - B e robert.king@n 44555545678
g TSt Access laura.callahang 15559876543
= [ Do you wantto pemanenty deel the seeced et and allthe o the iz | *1"* dodswor SRS S RE T
" o
Queries ¥ To permy elete the fieldis, cick Ves,
:i""‘ M es o
port ¥ ——
Pages ¥
Macros ¥
Modules ¥
| Record: of g N4 Search o TS,

»
tniok B B

] Horthind : Database- C\Users

- WTfile for.,

PoulMcFedries 4 - O X

Number automatically assigned ta new emplayee.

Fie Home Create Edtemal Data DatabaseTools Help TableFields Table O Tell me what youwant o da
N AB 12 m [ Date & Time L|/IJ ENmmc&Cnvwr AutoNumber  + =
e BT B igaon
- Tt & More Fields ~ N
Views A4 & Delete Fraperties Formatiing Fieid idation ~
All Access Objects © « | = Emplovess
Tabies N iD -] LastName - | FirstName - Title Address Email - |Title< - | Birth Date
2 cegories “ Davolia Nancy Sales Representative  507- 20th Ave. E. nancy.davoliog Ms.  08-Dec-15{
2 Fuller Andrev Vice President, Sales 908 W. Capital Way  andrewe.fullerd Dr. 15-Feb-13:
= cusomers 3Leverling Janet salesRepresentative  722MossBay Blvd.  janetleverling Ms. | 30-Aug-19
3 employees 4 Peacock Margaret Sales Representative 4110 Old Redmond Rd. margaret.peac Mrs. 19-5ep-19¢
5 Buchanan  Steven Sales Manager 14 Garrett Hill steven.buchan Mr.  04-Mar-13:
6 Suyama Michael Sales Representative  Coventry House michael.suyam Mr. 02-1ul-15°
7 King Robert Sales Representative  Edgeham Hollow robertking@n Mr.  29-Miay-13
8Callshan  Laura Inside Sales Coordinato 4726- 11th Ave. N.E.  laura.callshang Ms. 03-Jan.15:
9 Dodsworth  Anne Sales Representative 7 Houndstooth Rd.  anne.dodswor Ms. 02-Jul-19%
* (New)
Modules ¥
IRecord: 0« Tors b4 Search ¢ SR

»
womiok B P
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ou can hide a table field that you do not want to view regularly but that you do not want to

delete from the table. For example, a table containing a catalog of products might include a field

indicating the name of the supplier from which your company obtains the product — information
that you might need to view only occasionally. You also might hide a field to prevent another user
on your computer from seeing the field. Whatever the reason, you can hide the field. When you are

ready to view the field again, you can unhide it.

0 Double-click the table that

] Northwind : Database- C:\L 207-M6fiefor.  PaulMcFedics o — O X
yo u wa nt to ed]t to 0 pen '|t m File ~ Home Creste ExternalData Database Tools Help TableFields Table O Tell me what you want to do
. AB 12 @ [BoatectTime LJJ ] Name & Caption [ Modify Lookups Number [ Required 7l
DataSheet view. = esiNo . [T Default Value [ unique [:'/
View  Shert Mumber Currency Delete  =© q Validation
Test [T More Fields + 9 9 Indexed
9 R'lg ht CHCk the COI.Um n heading Views 708 & Delete Properties atting Fleid valigation ~
All Access Objects @ « | &5 Products X
f th ﬁ ld t t h : d Tables N Product ID - Product Name Supplier ' T ot - [ Quantity PerU &
2 a A
O e e yOU Wan 0 1 e. T ootegoriss 1 chai Exotic Liquids 2] somatez 10 boxes x 20 b
o cust 2 Chang Exotic Liquids %l setZton 24-12 0z bottl
Futemers 3 Aniseed Syru Exotic Liguids 12- 550 mi boti
. . . yrup L
Cl_]ck H]de F]elds. I emplosees = 4 Chef Anton's Cajun Seasoning | New Orleans CajunDeligh (2 Cop¥ 48-6ozjars
0 orderDet g 5 Chef Anton's Gumbo Mix New Orleans Cajun Deligh 36 boxes
B oraens “ 6 Grandma's Boysenberry Spread | Grandma Kelly's Homeste . 12-8ozjars
e @ 7 uncle Bob's Organic Dried Pears | Grandma Kelly's Homeste =~ Eeld Whdth 12- 10b pkes.
= - = 8 Northwoods Cranberry Sauce | Grandma Kelly's Homeste Hide Fields 2-120zjars
Sniepers e 9 Mishi Kobe Niku Tokyo Traders I 18- 500 g pkgs.
nhide Fields
B suppliers - 10 Ikura Tokyo Traders 12- 200 mi jars
Queries ¥ ] 11 Queso Cabrales Cooperativade Quesos'ts BE Freeze Fields ts  1kgpkg.
:“::“ f & 12 Queso Manchego La Pastora Cooperativa de Quesos ‘L Unfreeze &l Fields |5 10-500gpkgs.
. P M + 12 Konbu Mayumi's 2kg box
—_— M # 14 Tofu Mayumi's £ Find.. 40- 100 g pgs.
Modules M # 15 Genen Shouyu Mayumi's TTR——— 24- 250 mi botl
* 16 Paviova Pavlova, Ltd. 32- 500 g boxe:
® 17 Alica Mutton Paviova, td B MedifyLookups | 30.1kgtins
G 18 Carnarvon Tigers Paviova, Ltd. fi 16 kg pkg.

Access hides the field.

Note: To view the field again, right-click
any column heading and click Unhide
Fields. In the Unhide Columns dialog box
that appears, select the column that you
want to display again ([_] changes to [v])
and click Close. Access displays the field
in the table.
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19 Teatime Chocolate Biscuits
20 Sir Rodney's Marmalade
21 Sir Rodney's Scones

Specialty Biscuits, Ltd
Specialty Biscuits, Ltd.
Specialty Biscuits, Ltd.

« ———

10 boxes x 12 p
30 gift boxes
24 pkgs. x4 pie

ER Repome Field
"W Delete Field

Record: W« [1of 77 | b 4 » Search

>
tumtock B 1

Same entry as in Suppliers table,

[+] Northwind : Database- CAL 2007 - 2016 file for. PoulMcFedries g — T %
File ~ Home Create External Data Database Tools Help Table Fields Table O Tell me what you want to do
I& AB 12 @‘ [ Date & Time LUJ [£] Name & Caption AutoNumber ﬂ:’)
Ve Shor Number Comency 1SN0 pere UNAE  \igaton
Text [l More Fields N
Views Add & Delete Properti Formatting Field Validation ~
All Access Objects @ « | T Products %
Tables N Product ID - Product Name Category - | Quantity Per Unit - Unit Pric - |Units In Stoc - | Units &
T categories | chai Beverages 10 boxes x 20 bags $18.00 39
- 2 Chang Beverages 24-12 0z bottles $19.00 17
3 costomers 3 Aniseed Syrup Condiments  12-550 ml bottles $10.00 13
= tmployess 4 Chef Anton's Cajun Seasoning  Condiments  48-6ozjars $22.00 53
E Order Details 5 Chef Anton's Gumbo Mix Condiments  36boxes $21.35 0
= ordess = 6 Grandma's Boysenberry Spread  Condiments  12-8ozjars $25.00 120
= proguts 7 Uncle Bob's Organic Dried Pears  Produce 12-11b pkgs. $30.00 15
8 Northwoods Cranberry Sauce  Condiments  12-120zjars $40.00 6
= snppers 9 Mishi kobe Niku Meat/Poultry 18- 500 g pkes. $97.00 29
T suppliers 10 Ikura Saafood 12- 200 mi jars $31.00 T
Queries ¥ 11 Queso Cabrales Dairy Products 1 kg pkg. $21.00 2
Forms M & 12 Queso Manchege La Pastora Dairy Products  10- 500 g pkgs. $38.00 26
::::: § # 13 Konbu Seafood 2 kg box $5.00 2
Mo M * 14 Tofu Produce 40- 100 g phgs. $23.25 15
Moo M # 15 Genen Shouyu Condiments  24-250 ml bottles $15.50 18
& 16 Pavlova Confections 32-500g boxes $17.45 29
& 17 Alice Mutton Meat/Poultry  20-1kgtins $39.00 0
& 18 Carnarvon Tigers Seafood 16 kg pkg. $62.50 42
# 19 Teatime Chocolate Biscuits 10 boxes x 12 pleces $9.20 25
20 sir Rodney's Marmalade Confections  30giftboxes $81.00 a0
21 Sir Rodney's Scones Confections 24 pkgs. x 4 pieces $10.00 3 =
Record: < [1of 77 | » M » Search « EET——— :

Humber sutomatically a5signed to new product

»
Num Lock B N




ou can change the order of fields in a table. Moving fields is particularly useful if you built your
database from a predesigned template, because you may find that the order in which fields
appear in the table does not suit your needs.

It is important to understand that moving a field changes its position in Datasheet view but does
not change the order of the fields in the table design. If you create a form after re-ordering fields,
the form fields appear in their original position.

0 Double-click the table that
you want to edit to open it in
Datasheet view.

0 Click the column heading of the
field you want to move.

Access selects the entire column.

9 Drag the column to a new position
in the table ([ changes to ).

A bold vertical line marks the
new location of the column as
you drag.

0 Release the mouse button.

Access moves the field to the new
location.

@ [El Norhwind: Database- C:

d

File  Home Create

External Data

Database Tools Help  Table Fields

lb (Access 2007 - 2016 file for.. Paul McFedries 3

Table P Tell me what you want to do

= m 2

Same entry as in Categories table.

Iﬁ AB 12 EE [ Date & Time eI ] Name & Caption ) Modity Lookups Number . El Requied [
View  Short Number Curency I8N Oeiete | B DefoutVlue ) Uniaue  yyigation
- Text Bl More Fields ~ ! % 9 B N Eindexed M
WViews. Add & Delete Properti. Formatting Field Validation >
All Access Objects © « | = Produds X
Tables . ProductID - Product Name < %{ P Ccategory Ua
T coegones # 1 chai Ex5iP T GuIds Beverages 10 boY 0b
+ 2 chang Exatic Liguids Baverages 24- 12 0z bottl:
= customers ® 3/ Aniseed Syrup Exotic Liguids Condiments 12- 550 mi bott
T employees * 4 Chef Anton's Cajun Seasoning  [INew Orleans Cajun Delights Condiments 48- 6.0z jars
A order Detalls ® 5/ Chef Anton's Gumbo Mix [New Orleans Cajun Delights Condiments 36 boxes
A Orders & 6 Grandma's Boysenberry Spread  [Grandma Kelly's Homestead Condiments 12- 80z jars
= procucs = 7 Uncle Bob's Organic Dried Pears  [Grandma Kelly's Homestead Produce 12- 11 pkgs.
- & 8 Northwoods Cranberry Sauce Grandma Kelly's Homestead Condiments 12-2 iars
T shippers + 9 Mishi Kabe Niku [Tokyo Traders Meat/Poultry kgs.
3 suppliers v 10 Ikura okyo Traders seafood 12 S0 jars
Queries ¥ . 11 Queso Cabrales Cooperativa de Quesos 'Las Cabras' | Dairy Products 1 kg pke.
Forms M “ 12 Queso Manchego La Pastora Cooperativa de Quesos 'Las Cabras’ | Dairy Produets 10 - 500 g pkgs.
52:::‘5 z @ 13 Konbu Mayumi's Seafood 2 kg box
Mo . * 14 Tofu Mayumi's Produce 40- 100 pkgs.
Modules v £ 15 Genen Shouyu Mayumi's Condiments  24- 250 ml bott
# 16 Paviova Paviova, Ltd. Confections  32- 500 g boxe:
# 17 Alice Mutton Paviova, Lid. Meat/Pouliry  |20- 1 kgtins
“ 18 Carnarvon Tigars Paviova, Ltd. Seafood 16 kg pkg.
+ 13 Teatime Chocolate Biscuits specialty Biscuits, Ltd. Confections |10 boxesx 12p
* 20 sir Rodney's Marmalade specialty Biscuits, Ltd. Confections 30 gift boxes
® 21 sir Rodney's Scones specialty Biscuits, Ltd. Confections 24 pkgs. x4 ple 5
Record: 14 1 [1of77 | » Wb Search + CEE——— 5 >
Same entry as in Categories table. Num Lock B N
@ [ Nothwind: Database-CaL db (Access 2007 016 fiefor..  PaulMcFedries o — O X
Fle Home Create ExtemalData DatabaseTools Help Table Fields Table  / Tell me what you want to do

@ AB 12 @] [Epate&Tme L U.J [] Name & Caption [ Modify Lookups Number ~ [ Required =
Vien  Short Number Currency L Ves/Mo Detere | 7 DefaultValue I Unique  yaigation
- Text T More Fields ~ | $ % 9 % N & indexed M
Views Add & Delete Properties Formatting Field Validation ~
All Access Objects @ « | = Products
Tables N Product ID - Product Name - Category - Supplier - [ Quantity Per U &
T creserer ® 1 Chai Baverages Exotic Liquids 10 boxes x 20 b
= * 2 chang Beverages Exotic Liquids 24-12 0z bottl
ner # 2 Aniseed Syrup Condiments | Exotic Liquids 12- 550 ml bott
H employees + 4 Chef Anton's Cajun Seasoning | Condiments New Orleans Cajun Delights 48-60zars
A order Deta * 5 chef Anton's Gumbo Mix Condiments New Orleans Cajun Delights 36 boxes
A ow * 6 Grandma's Boysenberry Spread  [Condiments | Grandma Kelly's Homestead 12-80zjars
T Producs ® 7 Uncle Bob's Organic Dried Pears | Produce Grandma Kelly's Homestead 12-1 lo pkgs
_ * 8 Northwoods Cranberry Sauce  |Condiments | Grandma Kelly's Homestead 12-12 02 jars
I sppers 8 3 Mishi Kobe Niku Meat/Poultry  Tokyo Traders 15 - 500 g pkgs.
B supsliers e 10 Tkura Seafood Tokyo Traders 12200 ml jars
Quenes M z 11 Queso Cabrales Dairy Products  Cooperativa de Quesos 'Las Cabras' | 1kgpkg.
Forms M ® 12 Queso Manchego La Pastora Dairy Products  Cooperativa de Quesos 'Las Cabras' 10 500 g pkes.
::‘;:“ M 13 Konbu Eiled Mayumi's 2kgbox
Marros M = 14 Tofu Produce Mayumi's 40-100 g phes.
Modules M . 15 Genen Shouyu Condiments  Mayumi's 24.- 250 ml bott
® 16 Paviova Confactions Paviova, Ltd. 32-500g boxe
* 17 Alice Mutton Meat/Poultry  Paviova, Ltd. 20-1kgtins
* 18 Camarvon Tigers Seafood Pavlova, Lid. 16 kg pkg.
# 15 Teatime Chocolate Biscuits Confections  Specialty Biscuits, Ltd. 10boxesx12p
* 20 sir Rodney's Marmalade Confections  Specialty Biseuits, Ltd. 30 gift boxes
* 21 sir Rodney's Scones Confections  Specialty Biseuits, Ltd. 24 plgs. x4 ple
Record: 1+ < [1o777 | » M b Search < —

»
wumlok B N
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Create a Form

lthough you can enter data into your database by typing it directly into an Access table, you can

simplify data entry, especially if someone else will be entering the data, by creating a form based
on your table. Forms present your table fields in an easy-to-read, fill-in-the-blank format. When you
create a form based on a table, Access inserts fields into the form for each field in the table.

Using forms is a great way to help ensure accurate data entry, particularly if other users are adding
information to your database.

o Double-click the table that O O s i~ . mEmm ) = @ %

you Want tO ed'it tO Open 'it 'in i 2 Create  ExternalData  Database Tools Help Table Fields Table  J© Tell me what you want to do
Datasheet view. S ME O O = By O Zere (@] ] [ Powewes [ B

Application | Table Table SharcPoint  Ques ety Form  Form  Blank [ Navigation « Report Report Blank (=] o Macro @8
Parts Design  Lists~  Wizard Design Design Form  [F5] More Forms ~ Design Report @

o clj Ck Create Templates Tables Queries Forms Reports Macros & Code >
. All Access Objects © « [T moloress X
ables N ID | LastName - |FirstNama « Title - Addrass <1 Email - |Titla¢- | Birth Date
e cl-iCk Form T categories : 2 Fuller Andrew Vice President, Sales .‘ o 9
. 3 . Capital Way  andrew.fuller Dr. 19-Feb-1¢
= custoners * 3leverling  Janet Sales Representative  722Moss Bay Blvd.  janet.leverling Ms. 30-Aug-194
P Emplayees * 4 peacock Margarat Sales Representative 4110 0ld Redmond Rd. margaret.peaci Mrs.  13-Sep-19:
T order Detaiis * 5 Buchanan  Steven sales Manager 14 Garrett Hill steven.buchan Mr. 04-Mar-19:
E orders El 6 Suyama Michael sales Representative  Coventry House michael.suyam Mr. 02-Jul-19;
T erosuts a@| 7 King Robert Sales Representative  Edgeham Hollow robert king@n Mr.  25-May-194
) El 8 Callahan Laura Inside Sales Coordinato 4726 - 11th Ave. N.E. laura.callahang Ms. 05-Jan-194
B shippers = 9 Dodsworth  Anne Sales Representative  7Houndstooth R, anne.dodswort Ms. 02-Jul-19{
T suppliers *| | (new)
Queries ¥
Forms. ¥
Reports ¥
Pages v
Macros. v
Modules ¥
Record: 14 ¢ [10F9 | » M bv | SZoriter | Search | e >
Number automatically assigned to new employee. Hum Lock [+

() Access creates the form. R o e, e @ - 0 X

Click the Close button (3X) to close i
the form_ e Themes (5] - h Aa & =@ i g“"‘ A«F;ﬁ‘mg Prsnr")l Shat

Views Themes Controls Header / Footer Tools ~
All Access Objec « | Employees X [[3] Empioyees X
Tables Employees

EE— -

Fle Home Create External Data Database Tools Help Form layout Design Amange Format O Tell me what you want to do

2 togo Eﬁ ﬂ}

a|
123
B customers 0 B | region WA
I employees
A rder Detalls Last Name [pavelic | postal code 98122
T orders First Name [Nancy | country uUsa
A eoduds
T shippers Title | sales Representative | Home Phone (206) 5554
= suppler Address 507- 20th Ave. E. Extension 5467
Queries ¢ Apt. 2
Forms. ¥
Reports ¥ Email nancy.davolio@northwind.com Phote EmpIDLbr
Pages ¥
Macros v
Modules v Title Of Courtesy |Ms. Notes Education
- University
amember
Birth Date |08 Dec 1968 | reportsTa Fuller, A
Hire Date | 01-May-2002 | ObjectTest v
Record: 10 <169 | » Wb | 20 riie | Search e ——————————— »
Lapout view NumLack B
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Access prompts you to save your changes.

© click Yes.

The Save As dialog box appears.
@ Type a name for the form.

@ click OK.

Access lists the form among the database objects
in the Navigation pane.

Note: After you save a form, you can reopen it by
double-clicking it in the Navigation pane.

CHAPTER

ACCESS
Database Basics 16

Microsoft Access

A Do you want to save changes to the design of form ‘Employees'?

Yes

X

No Cancel

Save As ? X

Form Name:

ervioyec= )
[

How do I delete a form that Can I create a blank form?

I no longer need? Yes. Click the Blank Form button on the Create tab to

To delete a form, click it in the Navigation open a blank form. A field list appears, containing all the
pane, and then press or click the fields from all the tables in the database. To add a field to
Delete button on the Home tab. Access asks = the form, drag it from the list onto the form. You can

you to confirm the deletion; click Yes. populate the form with as many fields as you need.
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ou can view your form using three form views: Form view, Design view, and Layout view. Form

view is the default; in this view, you can enter data. In Design view, each form object appears as
a separate, editable element. For example, in Design view, you can edit both the box that contains
the data and the label that identifies the data. In Layout view, you can rearrange the form controls
and adjust their sizes directly on the form. Access makes it easy to switch from Form view to Design
view to Layout view and back.

Change Form Views

Switch to Design View
0 Double-click the form that you

@ [ Northwind: Database- C. b (Access 2007- 2016 fiefor..  PaulMcFedies o — O X

ome Create External Data Database Tools Help Form Design  Arrange  Format O Tell me what you want to do

want to edit to open it in Form ! = ' T
. f =) I il
view. sor & Fier Recoras Fing Text Fomating v
Click Home.
9 | | Employees iy

€@ Click the bottom half of the View
button.

@ Click Design View.

Access displays the form in
Design view.

g ] FirstName

| Title #| Homephe

i extensior
i Photo

# Notes

. .
Switch to Layout View b lcconon Dot pisie @ - O X
. Home Create External Data Database Tocls Help  Form Layout Design  Arrange  Format O Tell me what you want to do

0 Cth Home' ? 2] mscending A7 ~ ”q 5 Mew 3 p Calibri (Detail) ~n
. . = B g Hoscning o o WS ot B IU -
Q Click the bottom half of the View ol [ X o - B b A-
Som & Filter Records Find ~

Form View il ]
-=] Employees

button.

€@ Click Layout View. -
. . Last Name Davolio Postal Code 98122
Access displays the form in Layout T .
view. e i Represanaie homePhene ({1555
. . Address 507 - 20th Ave. E. Extension 5467
To return to Form view, you can click o2t
. Email nancy.davolio@northwind.com Photo EmpIDLb1
the bottom half of the View button
. . Title Of Courtesy | Ms. Notes Education
and then click Form View. . uniersty
Birth Date 08-Dec-1968 Reports To Fuller, Ani
:::’: M Hire Date 01-May-2002 ObjectTest l—,
Marras ¥ ¥ |Record: ¢ 1of9 LU L Search e S S N >
Layout View Hum Lack [
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Move a Field in a Form

CHAPTER

You can move a field to another location on your form. For example, you might move a field to
accommodate the order in which data is entered in the form. To easily move both a field label
and the field contents, select both at the same time.

Although you can move a field in either Design view or Layout view, you might find it easier to make
changes to your form in Layout view.

Move a Field in a Form

o Double-click the form that you
want to edit to open it in Form
view.

o Switch to Layout view (see the
previous section “Change Form
Views” for details).

e Click the label of the field that you
want to move (|3 changes to ‘).

o Press and hold as you click
the contents of the field.

e Click and drag the field label and
contents to the new location on
the form.

() This symbol (a pink line)
identifies the proposed position of
the field label and contents.

() When you release the mouse
button, Access repositions the
field.

e Click anywhere outside the field
label and contents to deselect
them.

Fayout View

(2 o

@ B Northwing: Database- C: acedb [Access 2007 - 2016 file for... Paul MeFedries a = a] x

File  Home Create ExternalData Database Tools Help  Form Layout Design  Amrange  Format P Tell me what you want to do

9 . E’U i ? 4] Ascending A7 D‘_‘ & New b p 3 Calibri (Detail) nooeis i

. I z - S abe - iz = m.

S View | pote B | Fper Al ¢ W ey S > Fnd B I U v - | B

- 54 2 Removeson ¥ MY X Delete ~ [ - b A-2-2-F==4-

Undo  Views  Clipbasrd Sort &Fitter Records Fing Text Formatting >
All Access Objects © « |5 Employees X

rames P 4

a ==

E— _ =l Employees

2 customers ’ 3,

A Employees o ‘1 ‘ Reglon \L
S order etais Last [Davolio +y | Postal code 98122
= orders :
M prosucs First Name ‘Cauntry usa !
EA shippers Title Home Phone (206) 555-
1 suppliers :
Queries Address Extension 5467
Forms B

= categories Email ¢ s@northwind.com ehoto EmpIDL.bi
53 customer Orders

= customers

Title Of Courtesy | Ms. Notes. Education

= Employees . Universit;
= owes = member
= Products

= suppliers Birth Date [08-Dec-1968 | reportsTa Fuller, An
Reports ¥

p::; M Hire Date [ 01-may-2002 | objectrest |
Macrns v ¥ |Recorm 1o <[1ors | » woes [SZnoFiter |[Searcn | |4

o
Numtock [ o

@ EH Nothwind: Database- ¢ db (Access 2007 - 2016 flefor.,  Paul McFedries m 3
File ~ Home Create External Data Database Tools Help  Form Layout Design  Arrange  Format £ Tell me what you want to do
9. [E X Y A D! B New b p Calibri (Detail) ~n ~1Z =
< e . = = =
< view | poe B | Fire 3 Refraan T Save . Ted B I U == 0.3
- - Mlv X Delete - [ b A-2-2-F==@
Undo Views Clipboard 15 Records Find Text Formatting ; ~
All Access Objects © « [ empoyees x
rames = |
a ==
- =] Employees
E customers [
= tnpioress o B Regien wa
S order Details Title Of Courtesy | Ms.
B0 Orders -
55 produas
B0 shippers
—— Last Name ‘Davulm ‘Pasxalcode 98122
uppliers
¥ First Name Nan Country usA
: [tney )
Title ‘SalesREpresEntﬂtive ‘ Home Phone (206) 5551
Address 507- 20th Ave. E. Extension 5467
Apt.2A
Email nancy.davolio@northwind.com Photo EMpIDLDI
) Notes Education
Reports . University
M amember |
Pages. 3
Macras v ¥ [Recod 4 <[Toi8 [ Hpe [ SZhofile [Seach | |4 >
Layout View numtock B FE
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Delete a Field in a Form

You can delete a field that you no longer need in a form. When you remove a field, you need to
remove both the data box and the field label. Although you can delete a field in Design view or in
Layout view, you might find it easier to do this in Layout view.

Note that removing a form field does not remove the field from the table upon which the form is
originally based or any of the data within that field; it only removes the field from the form.

Delete a Field in a Form

o Double-click the form that you
want to edit to open it in Form
view.

e Switch to Layout view (see the
section “Change Form Views,”
earlier in this chapter, for
details).

Click the label of the field that you
want to delete ([ changes to ).

e Press and hold as you click
the contents of the field.

© click Home.
@ click Delete.

Note: You can also delete the
selected items by pressing CELED).

() Access removes the field and label
from the form.
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[E Northwind : Database- ¢ - accdh (Access 2007 - 2016 flefor..  PaulMcFedries g — O X
ome Create External Data Datsbase Tools Help  Form Layout Design  Arrange  Format O Tell me what you want to do
9. = [—D X Y 5l Ascending P D B New 3 /C) 4 Calibri (Detail) il E=
. = z *J ax . = = =]
View | Poe B | Fre X W, reah [ Save v — B I U 3= iE n . |E
- - 40 Remove Sort X Delete ~ - b A-2-a-F==M@
Undo Views. Clipboard 5 Sort & Filter Records. Find Text Formatting & >
All Access Objects © « [ tmployees X
e - ~—] Employees H
2 categories — ploy
B customers 4l R
I ewployess o |8 | Region WA
1 Order Details Title Of Courtesy [Ms. ]
T orens .
= products
& smippers
——— Last Name ‘Dauclm ‘Pns‘alcude 98122
ppliers
Queries ¥ First Name Nan¢ Country usA
e [ancy \ [ ]
= Categories Title ‘Salesnepresenbﬁnv: ‘ Home Phone (206) 555-1
3= customer Oraers
Address 507-20th Ave. E. extension 5467
=
Customers Apt. 28
=] Employees
= omen Email nancy.davolio@northwind com Photo. EmpIDLb1
B Froduds
= suppiers Notes Education
Reports . University
Pages . amember y|
Macrme s ¥ [Recort M ([Tof8 | b bbe [ SZlaFiter [[Search | |4 >
FLayout View nwmiok . BB N
@ [ Morthwing: Datsbase-C: accdb (Access 2007 - 2016 e for,, PaulMcrednes o — O X
File  Home Create External Data Database Tools Help  Form Layout Design  Arrange  Format P Tell me what you want to do
8. [*D A D! B New z p ¢ =B
= abe . I = = =
¢ View | poe B Refresn 05 S ’ Find B I U= Z=(n-|H
- T Mle 3 pelete ~ BB ke A-2-0. ===
Undo  Views  Clipboard 15 Records Fing Text Formatting ; ~
All Access Objects © «
ey = al
a

50 categories
B Customers
= enployees
E1 Order Detaits
SR Orders

S5 produas
2 shippers
EH suppliers
Queries ¥
Forms
E cate
= customer Orders
B customers

3 employees

= oders

5l Products

B suppliers
Reports.

Pages

Last Name

First Name

Title

Address.

Email

« @«

~=] Employees

Title Of Courtesy | Ms.

Region

[Davolio

[Nangy

‘ Postal Code

| counry

‘Saleiﬁepresentﬂtive

507 - 20th Ave. E.
Apt. 24

| Home Phone

Extension

nancy.davolio@northwind.com

Photo

Notes.

Macros

Layaut View

* [Recors 4 <[iofs [ > W [SZuoFier [[Search |

=)

Num Lock

WA
98122

UsA
5467

EmMpIDL.bi

[N
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[
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University
amember |
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o change the look of a form, you can apply formatting to fields in the form. You might format
a form field to draw attention to it in order to make it easier to locate that field for data-entry

purposes. Or, you might opt to change the font of all field labels, make them larger, and change

their color to make them stand out on the form for those who enter data.

You can apply the same types of formatting to form fields that you apply to words in Word
documents, PowerPoint presentations, Outlook messages, and Excel cells.

Format Form Fields

0 Double-click the form that you
want to edit to open it in Form
view.

© switch to Layout view (see the
section “Change Form Views,”
earlier in this chapter, for details).

Q Click to select the field whose
text you want to format.

To select multiple fields, you can
press and hold (£1]) as you click
additional fields.

@ Click the Format tab.

=3
a
& ayaut View

e Use these tools to format the

fields:
Click the Font + and choose a font.

Click the Font Size =+ and choose a
font size.

Click to the right of the Font Color
button (A) and choose a color for
text.

Click to the right of the Background
Color button (<) and choose a
background color.

Access formats the text in the selected
fields.

[+] Northwind : Database- C. db (Access 2007 - 016lefor..  PaulMcFedries o — O X
File  Home Create ExternalDala Database Tools Help  Form Layout Design  Arrange  Format ne what you want to do
o -
3 ~  Calibri (Detail) LT = i -
e
= B I U A.d. === Background =
s va-e-@=s=
Selection Font Number Background Control Formatting >
: z =] Employees
All Access Objects @ « | = Employees =
raumes = n
o ~| Employees
3
]
D 1 g WA
Title Of Courtesy [ Ms.
Last Name Davolio Postal Code 98122
¥ First Name Nancy Country UsA
Title Sales Representative Home Phone (206) 5551
Add: 507- 20th Ave. E 5467
Apt.2A
-1 Employees
= nancy.davolio@northwind.com oto EmpIDLbi
= o v.davoll hwind P pID1.b
3 Poducts
B suppliers Note Education
Reports ¥ University
Pages ¥ amember v
Macro MRAD Tofs Search D >
PLayout Vi Humlock  [§ [of]
] Northwind; Database- C: db (Access 2007 - 2016 fle for, Paul McFedries g — o X
File Home Creste External Data Database Tools Help  Form Layout Design  Arrange  Format P Tell me what you want to do
P T o~
T8 EmployeelD v | |Calibri (Detail) «1 o & E:
N Z .
5 0 B I UlaAca-[E]= = 9 e1 o | Background Conditionsl =
[E) select a1 U A == $% 98 mage Formatting
Selection Font Humber Background Control Farmatting ~
. . ’_3 : >
All Access Objects © « | = Employees
rawnes * 3
- = Employees
D 1 Region WA
Title Of Ms.
Courtesy
Last Name Davolio Postal Code  [sg122
. First Name Nancy Country usa
b Title Sales Representative Home Phone | (206) 555+
Address 507 - 20th Ave. E. Extension 5467
Apt.2a
Email nancy.davolio@nerthwind.com Photo EmpIDL.bi
Notes Education
University
¥ amember
. v
v ¥ [Rec Toia re[SE Search | CEEE——— »
Numlock [ 1§

Q Click anywhere outside the selected
fields to deselect them.
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ou build a database by adding records to each table in the database. You add records to a table in
Datasheet view, and each new record that you add appears at the end of the table. As your table
grows longer, you can use the navigation keys on your keyboard to navigate it. You can press ()
to move from cell to cell, or you can press the keyboard arrow keys. To move backward to a previous

cell, press E+(700.

After you enter a record in a database table, you can edit it if necessary. You edit records in a table
in Datasheet view.

\ Add Records to a Table \

0 In the NaV]gat]On pane, @ [ Northwind: Database- C: \ db (Access 2016) - Access PaulMcFedies o — O s
dOUble-CHCk the tabl_e to Fle Home Create EdemalData DatabaseTools Help TableFiekls Table O Tell me what you want to do
3 2] Ascendin, - b Calibri -
which you want to add a By Yooe I Bl L Wl
record. A v et B Jd -

All Access Objects ® « |5 Epioyees X
N D

Access OpenS the table’ Tabl z ;y-.p”] Firswame%e B Title 5 Address -7 Email - |Title( - | Birth Date -
placing the cell pointer in &
the first cell of the first row.

By default, the first field in
each table is a unique ID
number for the record.

Access sets this value Mo .

automatically as you create I — S — |

a record. Number automaticall sslgned t new emplayee, wmio BB
@ [ Nortwind: Databsse-C Onedrie\D b (Access 2019 - Access M G - O X

9 Click in the second cell of the
first empty row. 2« i P ks Fe [ O I Q& o

File ~ Home Create ExternalData DatabaseTools Help TableFields Table £ Tell me what you want to do

View Fiter AlDescending Y& o Bswe B Iu =.
0 Type the deSirEd data in the Undo w;ws Clipboard Sort & Filter " Records B qub i Iew&;o:maiug; b Ev@ ~
Sel_ected Cell All Access Objects @ « T Employess

1D - | FirstName - me - Title = Address - Email - Title(-|BirthDate -
1 Nancy Sales Representative 507 - 20th Ave. E. nancy.davolio¢ Ms. 08-Dec-1365H
0 P C] -

Access fills in the ID number to
add the new record.

a Repeat steps 3 and 4 until you
have filled the entire row.

Q Press (512 or press (i) to move — .

to the next row or record. tomtock WED )
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(1) The new record appears here. T T n e - b e 10 - dems Pl @~ O X

File Home Create BdermalData Database Tools Help Table Fields Table  © Tell me what you want to do

9~ @ ftlnz ? 4| Ascending A7 ~ Pé B} New E /o & Calibri v’ﬂ 4 ;ﬂf =
Paste u
e -

(2 Access moves the cell pointer to

. . ) N ; ;
the first cell in the next row. C g Flowaming - | g, Bewe T Gy =
- 5 Remove Sot Y Al Delete v B~ [ (]
Undo | Views | Clipboard 7 Sort & Filter Records Find Text Formatting 5 v
All Access Objects © « | = Fmporess X
Tables N ID - FirstName - | LastName -/ Title - Address ~| Email - [TitleC - |Birth Date - |
T categornies 1 Nan Davolio Sales Representative 507 - 20th Ave. E. nancy.davoliog Ms. 08-Dec-1968
* R e e e |
B customens R
3 Employees
B order Details
B orgers
B eroduds
& shippers
B suppliers
Queries ¥
Forms: ¥
Reports ¥
Pages ¥
Macros ¥
Modules ¥
Jrecora: v 2otz |+ wo [ SZncfie [[Searcn | | 4 cOm— »
Humber ically assigned to new employee. mmtock B B

0 Repeat steps 3 to 6 to add more [4 g — ecen - decss pmiris @@ - O X
records to the table. Fle Wome Cresle EdemalDatn DaabaseTools Hep TobleFelds Toble 3 Tellme whotyou wantto do

D~ |§| fﬁl% ? 21 Ascending A7~ IE?’J ) ew § /O & Calibri — ’“ ;H

-~ B I U =

Access adds your records. C ] e Fie $Descnding 8- | o o i
- $oRemoveson 7| Al X Delee v BB e AvZ- &~
Y . l b Undo | Views | Clipboard &I Sort & Filter Records Find Text Farmatting w ~
(2 You can resize a column by All Access Objects © « [T oo x| 7 :
. Tables N I - LastName - First Name - | Title - Address - Email - Title (- Birth Date -
dragging the column border left o ©  ibavolia  Namcy  SolesRepresematve S07-20thAve.f. nancydavoliogMs.  08-Dec1365
. = * 2 Fuller Andrew Vice President, Sales 908 W. Capital Way andrew.fullerg Dr. 19-Feb-1952
or nght. — Cutemes ®  3leverling  Janet Sales Representative | 722MossBay Blvd.  janet.leverling Ms.  30-Aug-1963
T employees # 4 Peacock Margaret  Sales Representative 4110 Old Redmond Rd. margaret.peac Mrs. 19-Sep-1958
. T oraer Details L) 5 Buchanan Steven Sales Manager 14 Garrett Hill steven.buchan Mr. 04-Mar-1955
0 You can use the Scrou bar to view T orders Bl 6 Suyama Michael Sales Representative  Coventry House michael.suyam Mr. 02-Jul-1973
T s ®  7King Robert Sales Representative  Edgeham Hollow robert.king@n Mr.  23-May-1960
1 ® 8 Callahan Laura Inside Sales Coordinato 4726 - 11th Ave. N.E.  laura.callahang Ms. 09-Jan-1985
dTﬁ:erent parts Of the tabl'e‘ : shippers &> ® s Dpodsworth  Anne sal ive 7 Rd. dodswor! Ms. 02-Jul-1980
Queries v
Forms ¥
Reports ¥
Pages ¥
Macros ¥
Modules v ?
Jrecora: 14 «Tioor10 |+ mo [ SZncriter | [searcn ¢ e—— 3
Number i igned to ployee. wmiek B M

What is a primary key?

A primary key uniquely identifies each record in a table. For many tables, the primary key is the ID field by
default. The ID field, which Access creates automatically, stores a unique number for each record entered
into the database. If you want, however, you can designate another field (or even multiple fields) as a
primary key. To do so, switch the table to Design view, select the field that you want to set as the primary
key, and click the Primary key button on the Design tab.
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Add a Record Using a Form

You can use forms to quickly add a record to an Access table. A form presents your record fields in
an easy-to-read format. When you use a form to add a record, the form presents each field in your
table as a labeled box that you can use to enter data.

For fields that take only a limited set of values, you can configure those values to appearin a
convenient drop-down list. (See the second tip for more information.) For help locating a particular
record in the form window to edit it, see the next section, “Navigate Records Using a Form.”

Add a Record Using a Form

@ 1n the Navigation pane, double-
click the form to which you want
to add a record.

() Access opens the form.
o Click Home.
e Click New in the Records group.

() Access displays a blank form,
placing the insertion point in
the first field.

() By default, the first field in the
table associated with this form
is a unique ID number for the
record. Access sets this value
automatically.

e Press (77).
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() Access assigns an ID numberand [4 g e , B0 s e - O %
moves the insertion point to the fle Home Creste ExtemalData DatsbaseTools Help O Tell me whatyouwant to do
s 3 9 - = X 2| Ascending 7 ~ T B e b & - ~|iz =
next field in the form. o B Y o Bae - R4 22
: : R S0 Removesat 7| Al X pelte ~ BB B A2 =3
Type the des'lred data mn the Undo  Views | Clipboard Sort & Filter Records Find 5 v
3 All Access Ob...® « | 5 mpiorees %
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uernes L
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SR T 5 L —
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3 orae: Title Country
B Produds
@ supoies aderess [ wememnane [ ]
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window’s Navigation bar, Source Type -.- and then click Value List. Use the Row Source property to
located along the bottom type each value you want to appear in the list, separated by semicolons.
of the form. Save the form and switch back to Form view.
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ou may find it easier to read a record using a form instead of reading it from a large table

containing other records. Similarly, editing a record in a form may be easier than editing a record
in a table. You can locate records you want to view or edit using the Navigation bar that appears
along the bottom of the form window. The Navigation bar contains buttons for locating and viewing
different records in your database. The Navigation bar also contains a Search box for locating a
specific record. (You learn how to search for a record in a form in the next section.)

Navigate Records Using a Form

0 In the Navigation pane, double-
click the form whose records you
want to navigate.

Access displays the form.

The Current Record box indicates
which record you are viewing.

@ Click the Previous Record button
(4) or Next Record button ()
to move back or forward by one
record.

Access displays the previous or next
record in the database.

You can click the First Record button
(I4) or Last Record button (k|) to
navigate to the first or last record in
the table.

You can click the New (Blank) Record
button (» ) to start a new, blank
record.

280

@ [ Notwind: Database- C OneDrive\D accdb (Access 2016) - Access PaulMcFedies o — O X
File Home Create External Data Database Tools Help 5 Tell me what you want to do
9. pe ? & | Aseending A7~ B New () &
. 2 2 2 = - Ve
View [ g 2lDescending Sd- o EEsae v Find Y
- Al X pelete v [ [ 7]
Undo Views Clipboard [ Sort & Filter Records. Find Text Formatting e
=1 "5 Empi 3
All Access Obge@ « ey
— a
ables -] Employees
E City Seattle
Nancy Reg WA
Last Nam Davelic Postal Code 98122
Title Sales Representative Country USA
Address 507 - 20th Ave. E. Home Ph (206) 555-9857
Reports
Pages email nancy.davolio@northwind.com 5467
Macro o
Modores itle O Courtesy |Ms. Fuller, Andrew
Birth D: 08-Dec-1968 Notes Educatio ludesa BA in
¥ om Colorado State
Hire 01-May-2002 University. She also completed
"The Art of the Cold Call." Nancy
153 member of Toastmasters .
& Cam ™ .HQ Seoen « S
Number automatically assigned mplayee Num Lock 5]
@ [ Nohwind: Datsbase- C: OneDrivelD: db (Access 2016) - Access PaulMcedries o - O X
Fle Home Creaste Exernal Data DatabaseTools Help  / Tell me what you want to do
=S N/ Elasendng 77~ B B New O &
= 0 3 2 5 . -~
View B pige AbDescending e gy G5 Find "
- Al [N @A
Unde  Views  Clipboard 15 Sort & Filter Records Find Text Eormatting ~
o) =3 Empi B3
All Access Ob...®@ « meloves
—_ a
Tables ¥ -| Employees
™
] city Tacoma
Andrew WA
Fuller Postal Code 98401
Title Vice President, Sales Country UsA
Address 908 W. Capital Way Home Phone (206) 555-5452

andrew.fulle
Title Of Courtesy [or.
19-Fab-1952

Aug-1995

r@northwind.com

3457

Andrews recelved his BTS
commercial and a Ph.D. in
international marketing from the
University of Dallas. He is fluent

in French and ltalian and reads v

>
o Lock 1




Search for a Record Using a Form

CHAPTER

17

ou may find it easier to read and edit records in a form than in a large table containing other records.

As described in the previous section, you can navigate records by using the various buttons in the
Navigation bar. However, that method can become time-consuming if the table associated with the form
contains many records. This section describes how to search for specific text in a record — an easier
approach to finding a record while using a form. You search using the form Navigation bar’s Search box.

In the Navigation pane, double-
click the form containing the
record you want to find.

() Access displays the form.
© Click in the Search box.

e Type a keyword that relates to the
record you want to find.

() As you type, Access displays the first
record containing any field that
matches your search.

e After you finish typing your keyword,
press (517 to display the next match,
if any.
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ou can remove a record from your database if it holds data that you no longer need. Removing
old records can reduce the overall file size of your database and make it easier to manage. When
you delete a record, all the data within its fields is permanently removed.

You can remove a record from a database by deleting it from a table or by deleting it from a form.
This section shows you how to delete a record from a table. (For help deleting a record from a form,
see the next section, “Delete a Record Using a Form.”)

a Table

\ Delete a Record

0 In the Navigation pane, double-
click the table that contains
the record you want to delete.

Access opens the table.

0 Position your mouse over the
gray box to the left of the
record that you want to delete
(I changes to =) and click.

Access selects the record.
e Click Home.
O click Delete.

Note: You can also right-click the
record, and then click Delete
Record.

Access asks you to confirm the
deletion.

© Click Yes.

Access permanently removes
the row containing the record
from the table.
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n addition to removing records directly from a table, as described in the previous section, you can

remove records that you no longer need by using a form. Removing old records can reduce the
overall file size of your database and make it easier to manage. When you delete a record, whether
from a table or a form, Access permanently removes all the data within its fields.

The first step is to locate the record you want to delete; refer to the sections “Navigate Records Using
a Form” and “Search for a Record Using a Form,” earlier in this chapter, for help locating the record.

Delete a Record Using a Form

0 In the Navigation pane, double- T L E e (| R ) = @ 5

Cl.'ick the form Containing the Home Create External Data Database Tools Help O Tell me what you want to do
= X y Eew
record you want to delete. i2 o . . RLTZ B /O ,
B Allv | % Delete ~1l [ )
A i he form. Unda | views | Clpbous 5 Sort & Fiter — fing fot Fomatiing ~
ccess d Splays t ero All Access Ob... @ « '—"’T‘ = Delete Record
. Tables v “=] Products N
9 Navigate to the record you want .
to delete. Fowere 2 Q
Q Click this strip to select the 3 e sl Soncadds -
. o Orgers Category Beverages
entire record. &'ﬁ o
BB suppliers Quantity Per Unit [12
Report Unit Price 3.
O Click Home. e 22
Modul ¥ 100
e Click = beside the Delete dnimenander 18
Reorder Leve 20
button. ocontiued O
@ click Delete Record. : b
a8 3
file Home Create ExternalData Database Tools Help £ Tell me what you want to do
S & & [ New 3
v\ [IE) &~ PE:" 5 save ¥ ?? >
~ AllY X Delete v B s v B
All Access Ob...® « Products
Tables ¢ =] Products H
* 20
Mictosoft Access x
&= Prnn’urm Fategely You are about to delete one or more records.
Access asks you to confirm the B som ovonsts 78 M s souwen o sttt o eon
: Report M Unit Price
deletion. Pages =) [+
Modul v Units In Stock 100
0 Click Yes. Units On Order [0
Reorder Lave 20
Access permanently removes the Diontmued O .
record. Form View & 5 i S Num Lock B
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orting enables you to arrange your database records in a logical order to match any criteria

that you specify. By default, Access sorts records in ID order. However, you may want to sort
the records alphabetically or based on the ZIP or postal code. You can sort in ascending order or
descending order.

You can sort records in a table, or you can use a form to sort records. Sorting records in a table has
no effect on the order in which records appear in an associated form; similarly, sorting in a form has
no effect on the records in an associated table.

\ Sort Reco

SOI’t d Tab le ] Northwind : Database: C:\Users\ 3 acedb (Access 2016) - Access PaulMcFedies @ — O X
0 In the NaVigatiO n pane dOUb I.e‘ Home Create FdernalData DatabaseTools Help TableFields Table O Tell me what you want to do
4 9 . g w;ihunﬂing 7 n FNew b3 /O & Calibii I T
click the table you want to sort. vew | o PR AlOsndng We o o Mo T Gy o- B E-
- All~ X Deete ~ BB~ b A~ L === @~
.. Undo | Views | Clipboard Sort & Fiiter Records Fing Text Formatting [
@ Position your mouse over the All Access Ob., & « [B == %] Q
. . Tables N D - Company Name: ContactName - Contact Title Address a
column head]ng for the field = coteqores 1| Exotic Liquids harlotte Cooper Purchasing Manager 49 Gilbertst.
2 New Orleans Cajun Delights Shelley Burke Order Administrator P.0. Box 78934
by WhiCh you Wal’lt to SOI’t ? “ # 3 Grandma Kelly's Homestead Regina Murphy Sales Representative 707 Oxford Rd.
B3 Employess 4 Tokyo Traders Yoshi Nagase Marketing Manager 9-8 Sekimai
. T3 order Detaits 5 Cooperativa de Quesos 'Las Cabras' | Antonio del Valle Saavedr: Export Administrator Calle del Rosal 4
(J» changes to §) and click = o Wyt onno e D [
= rrodus 7 Pavlova, Ltd. Ian Devling Marketing Manager 74 Rose St.
to se le Ct the co l_u mn. = 8 Specialty Biscuits, Ltd. Peter wilson sales Representative 29 King's Way
“hippers 9 PB Knackebrod AB Lars Peterson sales Agent Kaloadagatan 13
-3 suppliers “ 10 Refrescos Americanas LTDA Carlos Diaz Marketing Manager Av. das Americanas
0 Click Home ‘Flum'cs M 11/ Hell SuBwaren GmbH & Co. KG Petra Winkler sales Manager Tiergartenstrae 5
¢ orms M 12 Plutzer LebensmittelgroBmarkte AG  Martin Bein International Marketing Mg Bogenallee 51
:::‘;"‘ z # 13 Nord-Ost-Fisch Handelsgesellschaft mb Sven Petersen Coordinatar Foreign Marke! Frahmredder 112a
. M 14 Formagg Fortini s..| Elio Rossi Sales Representative Viale Dante, 75
Q Click a sort button: Macros : IR ceate vilaid warketingwanager  vatlevegens
16 Bigfoot Breweries Cheryl Saylor Regional AccountRep. 3400 - 8th Avenue

Click Ascending to sort the
records in ascending order.

Click Descending to sort the
records in descending order.

Access sorts the table records based
on the field you choose.

In this example, Access sorts the
records alphabetically by company
name in ascending order.

e Click X to close the table.

Q In the dialog box that appears,
you can click Yes to make the sort
permanent or No to leave the origin
order intact.
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CHAPTER

ACCESS
Adding, Finding, and Querymg Data 1 7

Sort Using a Form @ H ot oraame : b G ) hces rouretio @ - D
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<9 hesr 7| A X s+ BB~ b A2 o B =B
SOI’t records, Undo | Views | Clipboard Sort & Fiter Records Find Text Formatting sl v
All Access Ob... @ « | =
@ Click in the field by which you ¢ I =) RS
Want tO SOI"t. Categaries 0 1 city |Lnndnn
e Company Name 2 I |
e cl‘ick the Home tab. Emphogees ContactName | Charlotte Cooper | Postalcode  [ecraso
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. Tables ¥ S 1i 5
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() In this example, Access sorts the e o Company Name. A oyeus esclbsasiues fgon |
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N . Oreers ContactTitle [ Sales Manager | country [France
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. . Reports
(2 You can use the navigation buttons peaes [EaE
(4, ¥, |4, and Kl) to navigate e | | e \ i
pie o029 | v wobe | SZHoFiter |[Search | |4 >
through the sorted records. Gyt e e It
How are empty records sorted? How do I remove a sort order?
If you sort using a field for which some With the sorted table or form open, click Home and then
records are missing data, those records click the Remove Sort button in the Sort & Filter group. This
are included in the sort; they appear returns the table to its original sort order. You can also use this
first in an ascending sort or last in a technique to remove a sort from a query or report. (Queries and
descending sort. reports are covered later in this chapter.)
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ou can use an Access filter to view only specific records that meet criteria you set. For example,

you may want to view all clients buying a particular product, anyone in a contacts database
who has a birthday in June, or all products within a particular category. You can also filter by
exclusion — that is, filter out records that do not contain the search criteria that you specify.

You can apply a simple filter on one field in your database using the Selection tool, or you can filter
several fields using the Filter by Form command.

ter Records

Apply a Simple Filter
0 In the Navigation pane, double-

click the table or form you want
to use to filter records.

@ Navigate to the record that
contains the field value you
want to use as a filter; then
click that field.

This example uses the
Condiments value in the Category
field as the filter.

e Click Home.
0 Click Selection.
Q Click a criterion.
Access filters the records.

In this example, Access finds
12 records matching the filter
criterion.

You can use the navigation
buttons (4, ¥, |4, and k|) to
view the filtered records.

To remove the filter, you can
click Toggle Filter.
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Condiments 12 boxes

»
Numlock Fiteed  E§ [




Filter by Form

0 In the Navigation pane, double-
click the table or form you want
to use to sort records.

Q Click Home.
0 Click Advanced.
@ Click Filter By Form.
A blank table or form appears.

e Click in the field that contains
the value you want to use as a
filter.

@ Click the =~ that appears and
choose a criterion.

0 Repeat steps 5 and 6 to add more
criteria to the filter using other
fields (not shown).

You can set OR criteria using the
tab at the bottom of the form.

@ Click Toggle Filter to filter the
records.

To remove the filter, you can click
Toggle Filter again. Then, click
Advanced and click Clear All
Filters.

How do I filter by exclusion?
Click in the field that you want to
filter in the form, click the
Selection button on the Home tab,
and then click an exclusion option,
such as Does Not equal “Value”.

ive\Documents\D:

M B northwind: Database- C: s\
ome Creste External Data Database Tools Help  Table Fields

db (Access 2016) - Access

PaulMcearies o - O X

Table P Tell me what you want to do
9D N ? H) ding A7 Selection~ [ 3 5 p & Calibri ~
z bt abe - I .
View B e e A Refrech. v fng B y
. Clear All Flters he A~ &.l===@-
Undo | Views | Clisboard & Sort & Filter I Fiker By Form Find Text Formatting [
All Access Ob... @ « |5 Froduds X R
= Product| - il N8 Apply Fiktr/Sort Supplier Category - | Quantity Per Unit &
fl chai 7 Advanced Filte/Sort..  ticLiquids Beverages 10 boxes x 20 bags
- 2 Chang tic Liguids Beverages 24-12 oz bottles
- 3 Aniseed ! tic Liquids Condiments | 12-550 ml bottles
Emp 4 chef Anty v Orleans Cajun Delights Condiments |48-6ozjars
etal: 5 Chef Anty v Orleans Cajun Delights Condiments 36 boxes
Orders 6 Grandma ndma Kelly's Homestead Condiments 128 ozjars
T roducs 7 Uncle Bol ndma Kelly's Homestead Produce 12-11b pkgs.
P - 8 Northwo ndma Kelly's Homestead Condiments  12-120zjars
snpper + 9 Mishi Kobe wika roxyo Tradars Meat/Poultry 18- 500 g pkgs.
3 suppliers * 10 tkura Tokyo Traders seafood 12- 200 ml Jars
Queries ¥ + 11 Queso Cabrales Cooperativa de Quesos 'Las Cabras' Dairy Products | 1kgpkg.
Forms 2 # 12 Queso Manchego La Pastora Cooperativa de Quesos 'Las Cabras' Dairy Products | 10 - 500 g pkgs.
= Categories # 13 Konbu Mayumi's seafood 2kgbox
. * 14 Tofu Mayumi's Produce 40- 100 g pgs.
E # 15 Genen Shouyu Mayumi's Condiments 24- 250 ml bottles o
| ¥ |Record: 14 < [10f77 | » »i v [ SZ Unfitered | [Search A »
Number automatically assigned to new produd, numtose B M
@ [E Northwind: Database- C: OneDrivel D db (Aceess 2016) - Access PaulMcedries o - O X
Fle Home Create ExternalData DatabaseTools Help O Tell me what you want to do
A
] 4 Advanced ; i I
&?Tﬂgg\eﬁl'el X Delete ~ A~ L~ === @A~
Undo | Views | Cipboard f Fiter Records Fina Text Formatting
All Access Ob.,.. ® « |5 Proaucts Fater by Fomm
Tables i, | Productin Product Name Supplier & Category %EF Unit
I Produsts
A snippers
8 suppliers
Queries ¥
Forms %
& categories
o1 Order
v |\ Looktor {_Or 1 »
Num Lock

What are OR criteria?

Setting OR criteria enables you to display records that match one set
of criteria or another. For example, you might set up your filter to
display only those records with the value 46989 or 46555 in the ZIP
field. After you set a criterion, Access adds an OR tab. If you set an
OR criterion using that tab, Access adds another OR tab, and so on.
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Perform a Simple Query

You can use a query to extract information that you want to view in a database. A query defines a
subset of your data based on one or more criteria. For example, in a table of products, you could
create a query that shows only those records where the Units In Stock field is less than 25 and the

Units On Order field is 0.

You can use the Query Wizard to help you select the fields you want to include in the analysis. There
are several types of query wizards. This section covers using the Simple Query Wizard.

Perform a Simple Query

Create a Query e N
. . . Create  ExemalData  Database Tools  Help  Table flelds  Table £ Tell me what you want to do
@ 1n the Navigation pane, double-click = @&@ B B OP @] s
the table for which you want to sogicin e Tt N o oy | fom o Sk SO it gt ok ] o
Templates Tables Quenies Forms Reports Macros & Code ~

create a s1mple query. All Access O, @ « [ v 7|

N Product Name = supplier | Category - [ UnitsinStack ~ |Units On Order - | &

. | e Chai Exotic Liquids Beverages 39 [
o chck Create. | |=[2 chang Exotic Liquids Beverages 17 aoI

14 3 Aniseed Syrup Exatic Liquids Condiments 13 70

| 2| & chef Anton iing  New Orleans Cajun Deli diment 53 °

l. k . d er Detais B 5 Chef Anton's Gumbo Mix New Orleans Cajun Delights Condiments 0 o

Click Query Wizard. = o [ Soreed | and ST 0 o

I 7 Uncle Bob's Organic Dried Pears | Grandma Kelly's Homestead Produce 15 °

= snippers | 3 Mishi Kobe Niku Tokyo Traders Meat/Poultry 2 o

B3 suppiiers | (® 10 lkura Tokyo Traders seafood 31 0

Queries ¥ | 11 queso Cabrales d "Las Cabras' Dairy 22 30

Forms ® :IB-(:._ c Quesos 'Las Cabras' Dairy 86 o

I'::""" : = 13 konbu Mayumi's seafood 2 0

. MENE TR Mayumi's Produce 35 0

Modules M 5| 15 Genen Shouyu Mayumi's Condiments 29 o

| = 16 paviova Paviova, Ltd. Confections 29 0

17 Alice Mutton Pavlova, Ltd. Meat/Poultry 0 0

|| 18 Camarvon Tigers Pavlova, Lid. Seafood 42 )

1| 19 Teatime Chocolate Biscuits | Specialty Biscuits, Ltd. Confections 2 o
1120 Sir Rodney's Marmalade Specialty Biscuits, Lid. Confections 0 o

Record: 10 <[10177 | b W be | NZUntitered |[searen | |4 >

Number automatically assianed to new praduct

numioe: B[

The New Query dialog box appears.
@ click Simple Query Wizard.

© click ok.

New Query ?

X

Crosstab Query Wizard E

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.
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The Simple Query Wizard opens.

@ Click the Tables/Queries -~ and
choose the table containing the
fields on which you want to base
the query.

0 In the Available Fields list, click a
field that you want to include in
the query.

@) Click the Add button ().

The field appears in the Selected
Fields list.

e Repeat steps 7 and 8 to add more
fields to your query.

You can repeat step 6 to choose
another table from which to add
fields.

Note: When using fields from two or
more tables, the tables must have a
relationship. See the tip for more
information.

@ Click Next.

The Simple Query Wizard asks if you
want a detail or summary query.

@ Leave the Detail option selected and
click Next (not shown).

What is a table relationship?

Simple Query Wizard
Which fields do you want in your query?

You can choose from more than one table or query.

[Fables/Queries
Table: Products v 0
lvailable Fields: Selected Fields:

ﬂ ProductlD I S

SupplierID >>
CategoryID

QuantityPerUnit

UnitPrice

UnitsInStodk

UnitsOnOrder

Cancel Next = Finish

Simple Query Wizard
Which fields do you want in your query?

You can choose from more than one table or query,

[Tables/Queries

Table: Products v

Wvailable Fields: Selected Fields:

ProductID Productilame

SupplierID J | UnitsInStock Q
CategoryID >

QuantityPerUnit

UnitPrice

Discontinued <<

Cancel w Next = Finish

A table relationship enables you to combine related information for analysis. For example, you might define
a relationship between one table containing customer contact information and another table containing
customer orders. With that table relationship defined, you can then perform a query to, for example,
identify the addresses of all customers who have ordered the same product. To access tools for defining
table relationships, click the Database Tools tab on the Ribbon and then click Relationships. If you
created your database from a template, then certain table relationships are predefined.
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uring the process of creating a new query, the Query Wizard asks you to give the query a unique
name so that you can open and use the query later. All queries that you create appear in the
Navigation pane; you can double-click a query in the Navigation pane to perform it again.

If, after creating and performing a query, you determine that you need to add more criteria to it, you
can easily do so. For example, you may realize that the query needs to include an additional table
from your database or additional criteria to expand or limit the scope of the query.

@ Type a name for the query.

(B Select Open the query to view
information (O changes to ©).

@ Click Finish.

A query datasheet appears, listing the
fields.

The query appears in the Navigation
pane.

Add Criteria to the Query

@ 1 necessary, open the query that you
want to modify by double-clicking it
in the Navigation pane.

Q Click Home.

€@ Click the bottom half of the View
button.

Q Click Design View.
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Simple Query Wizard

&O Open the query to view information.

What title do you want for your query?

Products Query @

That's all the information the wizard needs to create your
query.

Do you want to open the query or modify the query's design?

() Modify the query design.

Cancel < Back

o 3
eparts
ages

™M [ Nothwind: Database- ¢ db (Access 2016) - Access Paul McFedries .3 - o £
Home Creste  Evemal Data  Database Tools  Help P Tell me what you want to do
N X W 2L Ascending A7~ |’5J I New > /C I Caliori ~
View B e ElDescending TE~ o R S kd ma 0| 81U =~
~ All~ % palte v [ - by A~ & - A~
indga Sort & Filter Records Find « Formatting [ ~
Al Acct @ Datasheet View  pioducts | (31 Products Query X
Tables Product Name - | Units In Sto¢ - [Units On Ord - a
=3 caegl SQL SQLView 39 °
. 17 40
i 13 70
Design View ) o
0 0
120 o
15 0
6 o
2 0
31 0
Cabrales 22 30
fanchego La Pastora 86 o
¥ | [xom % 0
* | |rofu 3 0
# Genen Shouyu 19 0
¥ | paviova 2 [
- Alice Mutton 0 0
Camarvon Tigers 22 0
Teatime Chocolate Biscuits 25 0
Sir Rodney's Marmalade: 20 0 =
Record: 14 41077 | b ¥ b Search
Datasheet View nmloe (B s B




Access displays the Query Design

@ [ Norhwind: Database- C: OneDrive\D db (Access 2016) - Access Paul McFedries 1‘3 - a X
Contextual_ tab_ Flle  Home Create External Data Database Tools Help Query Design me what you want to do
| ‘='|i |§ |:<| 17 Update @ Unien s S InsetRows | Insert Columns b 7] Parameters
3 : : J e | Run dect| Wake Anpend 0 Crosstab ) Pass-Through 3 DeleteRows I Delete Columns Lo ] Property Sheet
e Cth m the Cntena bOX for L ) : Zhﬁ fopend I Delete Muammm:w TfSIdts A Builder i Return: Al o %rabzzmes
the field you want to use as a T ot (B (R v
criterion and type the data that T SOL satvew * produs A
you want to view. T 1N pesanvin ol |
3 Order Detalls SupplieriD
The example criteria match records 2o it »
where the UnitsInStock field is 2w
less than 25 and the UnitsOnOrder T
field is 0. porme : 8 VB
::9:; : rh:l“.l [Productamel [Unitsinstockl Ler:wowcer i
Note: When you add two or more Modules o R o , . .
criteria in the same row, Access only Q :
matches records that satisfy all the s B I
Cnter]a- @ [E Nohwing: Datobase- C OneDrive\D: b (Access 2010) - Access Paul MeFedrics g — o x
a Click the bottom half of the View File Ho_r:uz Creste iﬂemal%ala;fjtabasewa\s;i Help . ,’JET:\ mewhat;:uwamt;:d; . . ‘
51 Ascending A7~ by B New I alibri n -
bUttOﬂ. View B gy L Descencing 5~ M.[Zh B Sove ¥ g o BLY =-
. Alv X bats + B he A2 & @-
. o Unde Views Clipboard = Sort & Filter Records. Find Text Formatting = ~
0 Cl]ck Datasheet v'lew, All Access ObjCCTS'Y‘ «‘l”i Produds X [ ProductsQuery X
Tables x| Pruum - |units In stac + | Units On Orde ~
3 | [uncie Bob sgan(Dd Pears 1? g
o - by Northwoods Cranberry Sauce 6 0
Employees Konbu 24 0
0 oraer Detalls Alice Mutton (] 0
o W ooz commisarren = :
@ snaoen et e e m ;
T suppiiers Steeleye Stout 20 0
Queries A Ote de Blaye
3 Products Query ;:njldmfp‘ﬂ;rwad Apples :; g
Forms ¥ Perth Pasties o 0
Reports ¥ Tourtiére 21 0
'::“ M | camembert pierrot 13 0
M:;:; ¢ | [rarteausuae 17 o
| | vegie-spread 24 0
Mozzarella di Glovann| 14 0
The table now shows only the - g ’
. . . Record: 4 «[10f18 [ » » & Search
records matching the criteria. e B @ B

How do I add another table to my query?
Switch to Design view, click the Query
Design tab on the Ribbon, and then click
Add Tables to display the Add Tables task
pane. Click the Tables tab and then double-

click the table you want to add to the query.

What kinds of criteria can I add to my queries?

The simplest criterion is to type a value in a field’s Criteria
field. Access matches all records where the field equals the
value you typed. For numeric fields, you can use operators
such as less than (<), less than or equal to (<=), greater
than (=), greater than or equal to (>=), and not equal to (<>).
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ou can use Access to create a report based on one or more database tables. You can create a

simple report, which contains all the fields in a single table, or a custom report, which can
contain data from multiple tables in a database. Note that to use fields from two or more tables,
the tables must have a relationship. Refer to the tip “What is a table relationship?” in the previous
section, “Perform a Simple Query.”

To create a custom report, you can use the Report Wizard; it guides you through the steps to turn
database data into an easy-to-read report.

[~] Northwiind : Database- C: PaulMcFedries g — a X

db (Access 2016) - Access

Create a Simple Report

In the Navigation pane,
double-click the table for

Fil reate  External Data  Database Tools Help  Table Fields  Table P Tell me what you want to do

] EE D Bm am0 FM T [ Preorrine
Form Form Blank MOV Report Report Blank [,

Application | Table Teble SharcPoint  Query Query
Parts v

&
s
el

Design Lists~  Wizard Design Design Form (5] More Forms Design Report

Which you Want to create a Templates Tables Queries Forms Reports Macros & Cade ~
. All Access Objects ® « |15 Producs X

sim ple I'epOI't. Tables N - Product Name supplier -| Category - Unitsinstock - |UnitsOn Ord &
T categories #  flichai Exatic Liguids Beverages Et)
% 32 Chang Exatic Liquids Beverages 17
. = : % 3 Aniseed Syrup Exatic Liguids Condiments 13
© click the Create tab. B e e e 5
T order Details # 5 Chef Anton's Gumbo Mix New Orleans Cajun Delights Condiments 0
. E Orders # 6 Grandma's Boysenberry Spread  Grandma Kelly's Homestead Condiments 120
0 Cl]ck Report. b proguas % 7 Uncle Bob's Organic Dried Pears Grandma Kelly's Homestead Produce 15
* 8 Northwoods Cranberry Sauce  Grandma Kelly's Homestead Condiments 6
= snippers % 9 Mishi Kobe Niku Tokyo Traders Meat/Poultry 29
3 suppliers ® 10 Ikura Tokyo Traders seafood a1
Queries ¥ % 11 Queso Cabrales Cooperativa de Quesos 'Las Cabras’ Dairy Products 2
Forms M % 12 QuesoManchegolaPastora  Cooperativa de Quesos 'Las Cabras’ Dairy Products 26
Pages M % 13 Konbu Mayumi's seafood 2
::;';’c i ® 14 Tofu Mayumi's produce 35
# 15 Genen Shouyu Mayurni's Condiments 39
# 16 Paviova Paviova, Ltd. Confections 2
% 17 Alice Mutton Paviova, Ltd Meat/Poultry 0
% 18 Camarvon Tigers Pavlova, Ltd seafood a2
# 19 Teatime Choeolate Biscuits Specialty Biscuits, Ltd Confections 25

#_20 Sir Rodney's Marmalade Specialty Biscuits, Ltd Confections a0 v

Record: 4« [10f77 | » M b= | 37 Unfiltered | [Search

Access creates a simple report
based on the table you selected
in step 1 and displays it in

Humber automatically assigned to new produd,

»
umto B 1N

a B

File  Home Create

2] Themes ~

K Colors

External Data  Database Tools Help  Report Layout Design  Arrange
5, Group & Sort
T Totals~

B Logo =T

[ Title

!

Format  Page Setup

#

2 Tell me

View Conirols Page Add Existing Property
3 [&] Fonts - Hide Details Mumbers [ Date and Time Fields
LayOUt view. Views Themes Grouping & Totals Controls H ooter Tools v
All Access Objects @ « Froduds X | [ Products \0
l' l Tables B =
0 C ]Ck x to close the report‘ T categonies E Products Thursday, February 10, 2022
E 4 - 5:37:48PM
Access prompts you to save the 10 Freduct e
1] chai ExoticLiquids Beverages
report. 2 chane (et e
1 Microsoft Access X
Condiments
a C'.] Ck Yes . | /L. 0oyouwantio save changesto the design of report Praducts T :‘5 Condiments
M hts Condiments
¥ = Yes No Cancel E
. ¥ ead
@ In the dialog box that appears, : ; m
¥ 7 | Uncle Bob's Organic Dried Pears || Grandma Kelly's Homestead Produce
Supp[y a report name and click o e o R e teal) | [Comtiments
h 9 | Mishi Kobe Niku Tokyo Traders Meat/Poultry
0K (not shown). o
11 | Queso Cabrales Cooperativa de Quesos 'Las Dairy Products v
“ >
B E M
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The report appears in the Navigation pane.

Create a Custom Report

0 Double-click the table for which you want
to create a simple report.

© Click the Create tab.
© Click Report Wizard.
The Report Wizard opens.

Click the Tables/Queries -.- and choose the
table containing the fields on which you
want to base the report.

e In the Available Fields list, click a field that
you want to include in the report.

@ click the Add button ().
The field appears in the Selected Fields list.

0 Repeat steps 5 and 6 to add more fields to
your report (not shown).

© Click Next.

Q Optionally, click the field you want to use
to group the data.

€M) Click the Add button ().
A preview of the grouping appears here.

@) Click Next.

Report Wizard

Do you want to add any grouping
levels?

CompanyiName
ContactMName
ContactTitle
Phone

Grouping Options ...

Country

CompanyName, ContactName,
ContactTitle, Phone

Cancel < Bl 11 Finish

How do I choose fields from How do I remove a field from a custom report?

different tables in a custom report?  If you have not yet completed the wizard, you can remove a field
Repeat step 4 in the subsection from the report by clicking the Back button until you reach the
“Create a Custom Report” for each wizard's first screen. Then click the field you want to remove in the
additional table that contains fields = Selected Fields list and click the Remove button ( < ) to remove the
you want to include. field. To remove all the fields, click the Remove All button (<< ).
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s you walk through the steps for building a report, the Report Wizard asks you to specify a sort

order. You can sort records by up to four fields, in ascending or descending order. The wizard
also prompts you to select a layout for the report. Options include Stepped, Block, and Outline, in
either portrait or landscape mode.

Note that you can change other design aspects of the report by opening it in Design view. And, after
you create the report, you can print it. For more information, see the tips at the end of this section.

Create a Report (continued)

@ To sort your data, click the first ~~ and Report Wizard
click the field by which you want to sort.

What sort order do you want for detail records?

You can add more sort fields as needed. | You can sort records by up to four fields, in either
ascending or descending order.
Note: Fields are sorted in ascending order by .
; . 1 ContactName \_,@
default. Click the Ascending button to toggle
to descending order. 2 ~] | Ascending
(B Click Next. 3 v

Cancel Finish
@ Select a layout option () changes to ©) Report Wizard
You can set the page orientation for a How would you like to lay out your report?
report here () changes to ©). Orientation
. Portrait
@ Click Next. °
(U Landscape

B Adjust the field width so all fields fit on
a page.

Cancel B 15 Einish
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ACCESS
Adding, Finding, and Querymg Data 1 7

@ Type a name for the report. Report Wizard

®) Select Preview the report P

(C) changes to ©). g [Customer Contacts Phone List| @ |

@ Click Finish.

That's all the information the wizard needs to create your
report.

Do you want to preview the report or modify the report’s
design?

Preview the report.
(O Modify the reports design.

[ Cancel 1 < Back Next Finish
(7 Access creates and displays the a B o e ) = @ &
report Fle Home Create EdemalData DatabaseTools Help £ Tell me what you want to do.
o IERTA: e o 2F :
: 3 3 View | Paste o Fitter Refresh =~ v Find -
(5 The report appears in the Navigation oy 5 B
pane' All Access Obje... @ « E Customers 5 [Tl Customer Contacts Phone st % | i
Tables A
: — Customer Contacts Phone List
= i::::: Country Contact Name Company Name Contact Title Phone
Argentina Patricio Simpson Cactus Comidas para llevar Sales nt 1) 135-5555
:z:zfmm = = i o i = I pe :1;123-5555
2 s paiptuuipanli il et o ooy
B9 snippers Roland Mendel Ernst Handel sales Manager 7675-3425
B suppiiers Belgium Catherine Dewey Maison Dewey Sales Agent (02) 201 24 ¢
Queries ¥ Pascale Cartrain suprémes délices Accounting Manager  (071) 23673
;::::15 : Brazil Anabela Domingues igh: Sales (11) 555-216
&’. Customer Cantacts Fhone st dré Gourmet Sales Associate (11) 555-948
H Frodud: Aria Cruz Familia Arquibaldo Marketing Assistant (11) 555-985
o . Bernardo Batista Que Delicia Accounting Manager  (21) 555-425
Mfm ¥ Janete Limeira Ricardo Adocicados Assistant Sales Agent  (21) 555-341
Modules M Licia Carvalho Queen Cozinha Marketing Assistant  (11) 555-118
Mario Pontes Hanari Carnes Accounting Manager  (21) 555-009
Paula Parente wellington Importadora Sales Manager (1) 555-812
Pedro Afonso Comércio Mineiro Sales Assoclate (11)555-764 ¥
Report View N Lock 5 FE 0§
How do I print a report? How can I customize a report in Access?
Click Home, click the lower half of the View button, and then = You can customize a report using Design
click Print Preview. In the Print Preview tab, set your print view. You can change the formatting of
options and then click the Print button. Click Close Print fields, move fields around, and more. You
Preview. Alternatively, click the File button and click Print can even apply conditional formatting to
to open the Print dialog box, where you can select various the report by clicking the Conditional
printing options. Formatting button on the Format tab.

295



PART VI

Outlook

Outlook is an email program and a personal information manager for the
computer desktop. You can use Outlook to send and receive email messages,
schedule calendar appointments, keep track of contacts, organize lists of
things to do, and more. In this part, you learn how to put Outlook to work
for you using each of its major components to manage everyday tasks.

E P search

File Home Send /Receive View Help

O NewEmail ~ [l ~ = B~ 5 € = [ uneadsread HBH- M+ searchpeople

<
Focused Other ByDate v T

Today
~logophilia@outlook.com
Inbox Nico Maraguayabo

Drafts

Sent ltems

Karen Berg
Join the Content Develog
Archive HiPaul, I've just created

Deleted Items

» Conversation History

Junk Email

B EE D

Outbox HiPaul, I'm daing very w

RSS Feeds

a

Paul Cannon
Re: 2023 budget workbos
Hi Paul, Thanks for send

Search Folders

RS

248

o3|

2 B 8

Archive... Junk E-mail Options...
items: 51 Unread: 1 B Archive C& Junk E-mail Option




Chapter 18: Organizing with Outlook . . . . . . . . ..

Chapter 19: Emailing with Outlook



Navigate in Outlook

utlook functions as a personal organizer, with Mail, Calendar, People, Tasks, and Notes components.
You switch between these components using the Navigation bar.

The Outlook Mail component appears by default when you open Outlook, and it enables you to

send and receive e-mail messages. The Outlook Calendar component enables you to keep track of
appointments. The Outlook People component enables you to maintain a database of your contacts
and include those contacts in e-mail messages you send and appointments you schedule. The Outlook
Tasks component enables you to keep a to-do list.

QStart Outlook. 64 ryE R

File  Home Send/Receve View Help

Note: When Outlook opens, the Mail component
(=) appears by default. You can read more about

B Newemal - il ~ B B~ % = & uweadrRead BE M- search people B Y- B -

s Focused  Other ByDwev T
using the Mail component in Chapter 19. P
Inbox 15 Holly Hnl!‘ B—
@ click Calendar (i) in the Navigation bar. o
Note: As you hover the mouse (]}) over A N T v
Calendar (fz), Outlook displays a preview = | A 7]
of upcoming appointments. Sori e B o

> Outlaok Data File Yo enspe

=B E LR B -

nems: 52 Unread 35 [ Reminders: 12 Al falders ré up to date.  Connected to: Migrosoft Exchange T B
Outlook displays the Month view of the s e e - a x
Calendar component. clef o e pert Ve

154 Nemsppimment (54 newecing « e vectnon @ vewrmanening [ BB 1R (||

@ Today's date appears selected in the main

A A A < Februllry 2022 ] > Tedy || <|[>| February 2022 Washington, BC. ~ b ST Month v
calendar and in the navigational calendars. e .
. . . . i M :; Jan 30 31 Feb1 2 3 4 5
6 Click People (2?) in the Navigation bar. o e i e
Note: As you hover the mouse () over L e : s ¢ D @
People (22), Outlook displays a Search box , , ENENEN —
so you can easily find a contact. g a0 B i 5 © & i I‘j,,,m '
Note: In earlier versions of Outlook, People was ' - g . . . . .
[&] My Calendars 00am
called Contacts, and the two terms are often used 5 i =
. [ Us Holig
interchangeably. Do 7 = T ; : .
[] Other Calelflars |332:ﬂ.,9w,
= RQ E = Ashbridge’s Bay i}
Mems:s [ Reminders: 12 Alltoiders 31é up to date.  Connected tor MicrosoftExchange M B —b———- w%
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Outlook displays the People a — e —
component. e Homs St /Recse Vew o

RE wewconaa ~ [ velete [ ] sendtoonenote Gk sharecomaas~  HEe M- & search people

@ Click Tasks () in the Navigation bar. o

«My Contacts. a
= N o.c‘\hceﬁja:nes @ Alice James
. b Q stataudioeall [ Startehat (2] Sendemail =+
Note: As you hover the mouse (|;;) over @ o
Tasks ([Z]), Outlook displays a preview of : e

Davida Sigurdsdottic

. i davidaig@jork.com Contact information
upcoming tasks. .
n e Eddie Falcon Prasence unknown

' @ pete sellars Email Chat
= =

n @ David Harper

o

slicej@putnam.com alicsj@putnam.com
§a Cody Codrington

¢ SE ' oaaosesog

L QN v ey
w Becky Salnit
ml@mccrics.com

@ Aardvark Serenstam
E aes

Notes

ek your e nates here
e

= 2 =
mems: 12 [ Reminders: 12 Allfalders ars Up 10 dste.  Connected to: Microsoft Exchange [ B
© Outlook displays the To-Do List s T e - o x
of the Tasks component. LB
NewTask [ NewEmail ~ | [I] fr M i @ | <
0 My Tasks .
o Groceries ad shashtags o ataskstieto . (3 P
Household chores Open this tesk's S
Break this c g M
.G M
“ irsttask by liking on . (2] I
e 2t
e g m ™
bread g P
— e m Select an item to read
Weed ront garden B M
= £ B
Fitter applied Ll Reminders: 12 Al foiders are up 1 date.  Connected 10: Micrasoft Excnange. 0 E
How do I change which component opens by default when I Select Folder X
start Outlook? Start in this folder:
To start with a different Mail folder or another component, such v O e @tk com ([ ox ]
as Calendar (f&]), click the File tab, and click Options to display %?;:?,’tems cancel

the Outlook Options dialog box. On the left, click Advanced. In %;’;‘:Tjﬁ fems
the Outlook Start and Exit section, click the Browse button to > [] Colendar 0

» AS Contads

display the Select Folder dialog box. Click the component or Mail B fomesation itoy

folder that you want to set as the default component (A). Click S sk i

OK twice to close both dialog boxes. [ outbox
Eé‘f.ssl Feeds
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Schedule an Appointment

You can use Outlook’s Calendar component to keep track of your schedule. When adding new
appointments to the Calendar, you fill out appointment details, such as the name of the person
with whom you are meeting, the location and date, and the start and end times. You can also enter
notes about the appointment, as well as set up Outlook to remind you of the appointment in advance.

If your appointment occurs regularly, such as a weekly department meeting, you can set it as a recurring
appointment. Outlook adds recurring appointments to each day, week, or month as you require.

@ Click Calendar (i) in the a v - o x
Nav-|gat-|0n bar. Fle  Home Send/Receve View Help

&Iﬁ New Appointment  [S3 New Meeting ~ B84 Meet Now ” [5] pay [S5] workweek [=] week month [E] schedule view E@
e Click the date for which you want

to SEt an appointment. &-( U MQF::W\:?R;:: FR m)ﬂ( 2| Febmuary2022 HEETRRET g.ﬂz‘” sy
LRI TR AT cun Mon Tue Wed Thy Fri Sat &
O You can click these arrows = I CTRNE ; E
(< and ») to navigate to a n s : - - . = =
different month. m
. 12 3 4 5 13 14 15 16 17 18 19
© You can click these buttons to BEREEE: ’
. . 1B 1415 16 17 18 19
select a different calendar view, mawmun s g a 2 5 u 5 %
13 o n 1 2
such as a daily or weekly view. : s 7 e
a 27 28 Mar 1 2 3 4 5
€ Click New Appointment to =@ e e - ]
display the Appointment WindOW, wems:0 L) Remingers: 11 AIlOlders 31é Up 1o date.  Connected to: Microsaft Exchange [0 1
@& Lunchwith Karen - Appointment £ search ¢ - (s] X
File  Appointment Scheduling Assistart  Insert Draw FormatText Review Help
. 9D - W > - e Teamsneetng 2 & Meusy |~ 0 15 minutes vo[} view Templates  *t* .
Q Type a name for the appointment.
h . o Title Lunch with Karen 0
0 You can type the appointment | o v m e £&
location here. o || somm v
3 . Location | Hello Toast Restaurant 0
Q Click the Start time #» and set a
. Don't forget Karen's present!] 0
start time.

@ Click the End time w and set the
end time.

@ You can type notes about the
appointment here.

@ Outlook automatically sets a reminder
that you can change by clicking the
Reminder w.

300



0 If your appointment occurs
regularly, click Make Recurring.
Otherwise, skip to step 10.

The Appointment Recurrence
dialog box appears.

Q Select the recurrence pattern.

@ In the Range of Recurrence
section, you can limit the
appointments if they continue
only for a specified time.

© click ok.

© Outlook marks the appointment as
a recurring appointment.

(@ Click Save & Close.

Outlook displays the appointment
in the Calendar. To view the
appointment details or make
changes, double-click the
appointment. To delete an
appointment, right-click it and
click Delete.

Note: If other people have access to
your calendar, you can mark a personal
event as private by right-clicking the
event and then clicking Private.
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Y @

Fle  Appointment Scheduling Assistant Insert Draw FormatText Review Help
M —> - G TeamsMeeting 2 & [[eusy ~ 0 15minutes ~ | B8 [} view Templates .
Appointment Recurrence x
Appointment time
e |zoom O Anday @ Timezones
Eng: 1:30 PM
-3
Duration: | 1.5 hours [ Make Recuning
Recurrence pattemn
O paily ©vay [11 | ofevery 1| montnis)
Oweey | e [secona - | [Fricay ofevery ||| monthi)
© Monthiy
O vearly
Range of recurrence
Start: | Fri 2/11/2022 ~ OEndby: Sat 2/11/2023 v
Oendatter: [13 | occurences
CiNo end date
@R Lunch with Keren - Appointment Series £ search - o x
Flle  AppointmentSeries Scheduling Assistant  Insert  Draw  FormatText Review  Help
L W — ~ o teamsnmeeting 2 & Moeusy ~ L isminstes ~ | BB+ [ view Templates .
= .
Lunch with Karen
Save & ~
Clo Recurrence  Oceurs day 11 of every 1 monthis) effective 2/11/2022 until 2/11/2023 from 1200 PMto 130 PM < Edit Recurrence

ion | Hello Toast Restaurant

Don't forget Karen's present!

How do I set up an event that has no set time?

If you are scheduling an event such as a birthday, anniversary, or sales
meeting that has no start or end time, then you need to set up an
all-day event instead of a regular event. Follow steps 1 to 4 to create
and title a new event. Click All day ([_] changes to [v]). Set the
event’s start and end dates, and then continue with steps 7 to 10.

bold?

Why do certain dates on the
navigation calendars appear in

Dates that appear in bold indicate
that you have appointments
scheduled on those days.
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Create a New Contact

You can use Outlook’s People component to maintain a list of contact information. You can track
information such as your contacts’ home and business addresses; e-mail addresses; instant
message addresses; company information; home, work, fax, and mobile phone numbers; and social
media updates. You can also enter notes about a contact.

By default, Outlook displays contact information using the People view; you can edit contact
information and interact with your contacts from the People view. You can also switch to other views
such as the Business Card or List view.

‘ eate a New Contac

Create a Contact &

@  RoanKang - Contact £ search ¥ - o x

o Cljck People (’o‘o\) '|n the 2 fmr SndfREEE | open e Ger Gt Qs H
Navigation bar &RE Muew Contact ~ m&@‘ Save & Close [I] Delete (s Save &New + A5 Forward~ [ Send to OneNote 0

. o2 ontacts Full Name... [Roan kang Roan Kan
e Click New Contact. s e s H it
Job titie Senior Engineer
Outlook opens a Contact window. T _ | el

\
T T —
[

e Fill in the contact’s information.
1M address [ 0

You can press ([77) to move from B[« [0 55565

field to field. e

| =] [e1m 5558528
@ You can click More commands R T — o
. . . [ This s the :
(---) and then click Details to fill ‘
in additional information about
the contact. R
. fems: 12 COTNECEd Ko TS T Exchange— I Wy ———————
0 Click Save & Close.
. . & P search ® - 0O x
© Outlook saves the information R R
and displays the contact in the C & cuenview~ | Bl arngety~ T reverseson | 12 use Taterspacng [ tayeut~ [ S
People component. & 5 &
R e sellrs o Roan Kang
@ On the View tab, you can click o s
Change View to see and switch rec e

Cor
Cody Codrington hact

codyBcoders.org

to the availab"e VieWS. Apply Current View to Other Contact Folders.. Contact informati

! @ Jude Harper-Ferry Status

Presence unknown
" Becky Solnit
o malgmdecties.com

Email Chat

q
. Aardvark Sorenstam roan kang .. = roan.kang hwindele..
asorenstam@whatever.com
s
Work phone Mobile
¢
Foster Wallace L% %
L @ 17 559620 17 50520
. Business address
. Photo of the Day Mailing.. .
& rorcemdedicscon Job title 653 Memary Lane
Senior Engineer Indianapolis IN 46256
CemiEg United States of America
= i Q a - roan.kang@nerthwindelectriccars.c..
B £ B ] '
ttems: 13 All folders are up to date.  Connected to: Mi it Exchi |imi]
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Work with the People Card
0 Click a contact.
© To find the contact, you can

click here and type part of the
contact’s name.

@ Information about the contact
appears here.

@ You can click these links to
call the contact or send an
e-mail to the contact.

e To edit using the People card,
click More commands (---) and
then click Edit Contact.

Outlook displays People card
fields in an editable format.

€@ Make any changes.
0 Click Save & Close.
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o] £ search @ = o X

Flle Home Send/Receive View Help

AZ NewContact ~  [i] Delete [¥]~ O] sendto OneNote = SR Share Contacts~ S5~ M. O Sea.’chDecp\E@“

~My Contacts

1 - =

= f Cody Codrington Roan Kang
Contacts a cody@coders.org

. Senior Engineer

o @ Jude Harper-Ferry Q, startaudiocall [0 Startchat [ Send email **»
ah Start Video Call

Contact

i @ Becky Solnit Edit Contact

K mall@metediies.com

‘ Contact information Link Contaers
Aardvark Sorenstam Status Add to Eaverites

. asorenstam@whatever,com oresence unknown Scheclle a Meeting

o Foster Wallace View profile >

q fwallace@broomsystem.com

" Email Chat

. Photo of the Day Mailing... rean kang@northwindele... rean kang@nerthwindele...
pota@ndedries.com

t

Work phone Mobile

Roan Kan (317) 555-9639 & (317) 555-8528

9
Foan kang@nomhwindeleericcars.c...

Business address
653 Memory Lane
Indianapolis IN 46256

Sanjay Patel

spatel@adventureworkseycles.com Q Job title

Senior Engineer
United States of America

= o8 = Robin Wood
“ nwood@fourtheoffee.com v
Items: 16 All folders are up to date. _ Connected to: Microsoft Exchange m_ &
B Roan Kang - Contact £ search @ - (=] X

File ~ Contact Insert Draw FormatText Review Help

save&Close [ Delete (= Save & Mew ~ A3 Forward~ [JJ Send to OneNote
v
FullName.. Roan Kan,
Company Northwind Electric Cars Northwind Electric Cars
Jobitle Senior Engineer :
File as Kang, Roan - | l‘]an.}!ng:‘-n:r‘hwl'm?\!\‘r\rtar',(Dm
653
Intemet Indianapolis IN 46256
[E email. |+ | [ mankeng@northwindeledriccars.com s/ potsindeist ez cy
Display s roan kang@northwindele driccars.com

Motes

Web page address | https:/Avww.nothwindeledtriccars.com

IM address

Phone numbers
Business. - | |17 555-9639
Home... -

Business Fax... | ¥

Mabile... v | |(317) 555-8528
J:::ﬁ:“he - f:j\::mnu\?rs N 48255 @
mailing aderess v
Is there an easy way to set up an appointment or e-mail Kan, Roan R Patel, Sanjay
. . . . Coj \anj
one of my contacts if I am using Business Card view? Nomna e g SO - e S
enior Engineer uick Print patel@adventureworkscy

(317) 555-0639 Work

Yes. Right-click the contact and click Create. Click Email or
Meeting (A). If you click Email, Outlook opens a Message
window containing the contact’s e-mail address in the To
field; see Chapter 19 for details on completing the message.
If you click Meeting, a Meeting window appears, where you

(317) 555-8528 Mobile
roan.kang@naorthwini
653 Memory Lane

Indianapolis IN 46256
https://www.northwir

A5 Forward Contact >

Create

o Reply with IM

TR, cal

‘Wood, Robin

> B Email

[F Meeting

> | [& AssignTask

0

can enter appointment details and e-mail a meeting request to the contact.
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Create a New Task

You can use Outlook’s Tasks component to keep track of things that you need to do; for example,
you can create tasks for a daily list of activities or project steps that you need to complete. You
can assign a due date to each task, prioritize and categorize tasks, and set a reminder date and time.
You can set up a recurring task and even assign tasks to other people.

When you finish a task, you can mark it as complete. Depending on the current view, completed
tasks may appear with a strikethrough on the Tasks list or they may not appear at all.

Create a New Task \

@ Click Tasks () in the a pom ® - o x
Navigation bar to open e Homs sond/Racie vw Hel
the Tasks component. & NewTast (=] Mewenai - | T P B g - y
e Click New Task. i L —
Tz:mmg“mm We didn't find anything to show here.
= Groceri ies.

Housshold chores

=1 a8 wee

FiRer appiea Allfolders are up to date. _Connected to: Microsoft excrange | [

Outlook displays a Task window. By ccicy it - P searh ® = D x

e Type a subject for the task.

File  Task Insert Draw FormatText Review Help

B sweaciose [ — O [ Task [ petas MarkcComplete [R[R C—Recurren:e@ L e
@ You can click the calendar icon

(59) to enter a due date e paycaricy i)
Start date None [} Statys Not Started -
© You can type notes or details e due | Mon2282022 50 [t 0 "3
about the task here & | Reminder Mon 2/28/2022 [5] ReminderTime |&00AM > & Ownes logophilis@outlook.com
© You can set a priority for the task 0

using the Priority .

@ You can select Reminder
(] changes to [v]) and then set
a reminder date and time.

Q If your task occurs regularly, click
Recurrence; otherwise, skip to step 7.

304



CHAPTER

OUTLOOK
Organizing w1th Outlook 18

The Task Recurrence dialog box appears. @
File ﬂ Insert Draw  Format Text  Review Help
e Select the recurrence pattern. ww‘ W > W] B o o ko B | O nerme Fe B 1 4|
© In the Range of Recurrence section, you st pay electricityf ke x
can limit the tasks if they continue only = (o o m [
oo . Mo ] fChwes the [foumn | [Manday | ofeveny [1 | montnis
for a specified time. S P e
eminder Mon 202 || Cyreany tecom

@ Click OK. T

. & o oo Oenaster. (1 | occurences E
0 Click Save & Close. Orains

@ Outlook displays the task in the list. & 9 s ® - o x
Details of the selected task appear in T G BONEED G i
the pane to the right of the list of W e ,El e —t
tasks. e —
4 v B X -
Note: To edit a task, you can double-click © 3 B uw“ as Fﬂ{
the task to reopen the Task window. ”‘M e éb
© This indicator (L1) represents a U ———
reminder.

@ This indicator ([2) represents a

recurring task.
= B R

oYou can cljck a task and mark -it Filter applied Al folders arc up to dote. __ Connedted to: Microsoft Exchange 1 B8
complete by clicking Mark
Complete (f9).

© On the View tab, you can click Change View
and choose a different view of tasks.

What happens if I click Tasks on the left side of the Tasks -

[ Subject
component? I
You see an alternative view of the items in the To-Do List. From click here to add a new Task
the To-Do List view (shown throughout this section), you see only [[] Order dog food
outstanding tasks you have not yet completed. From the Tasks CiveChasea bath 0
view, you see all your tasks; the ones you have completed (A) ' ] Weed front garden
appear with a strikethrough line and a check mark to indicate
they are complete. [@ [ Pay electricity bill
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Add a Note

Outlook includes a Notes component, which you can use to create notes for yourself. Much like an
electronic version of yellow sticky notes, Outlook’s Notes component enables you to quickly and
easily jot down your ideas and thoughts. You can attach Outlook Notes to other items in Outlook, as
well as drag them from the Outlook window onto the Windows desktop for easy viewing.

| Add a Note
o Click More (-++) to display a pop- & £ serch ® - o «x
up menu. Fle  Home Send/Receve View Help
. €>{; NewNote [y Newitems~ [i] Delete (s ChangeView~ 5§ categorize~ | --- .
0 Click Notes to open the Notes
My Not
component. e § 4
e Cljck New Note. Find out who wrote this poem: a
1would like to live
. Lnke_arwerflaws )
O Outlook displays a yellow note. Bl e 0
Q Type your note text.
2/11/2022 4:43 PM

e When you finish, click the note’s

Close button (1.1). tesen e
: {J Notes
[ Eolders
= o Shorteuts
[tems: 1 All folders are up to date.  Connected to: Microsoft Exchange jini BB
© Outlook adds the note. & P e ® - o x

File ~ Home Send/Receive View Help

[J NewNote [ Newttems~ | I (s Change View ~ —
-

My Notes
e Find out who

wrote this

BB & M

Jtems: 1 All folders are up to date, _ Connected to: Microsoft Exchange  []
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To view the note again or

o7} P search 4 - [m] x
to make changes, you can Fia Home Sand/ecaia View Holp
double-click it. D Newnote Gy Newtems - | N BE Coegorize B
© To change your view of notes, R e Nﬁ‘ L%{j‘ —
you can click Change View. e T a2 8520
Save Cumrent View As a New View...
This example displays the aeply Curent Viewto therNete Folder.
Notes List view.
= o
tems: 1 All folders are up to date,  Connected to: Microsoft Exchange m B
How do I delete a note that I no longer <
want? vl;g?ihilia@outlookcom - 4 Deleted Items ByDate v T
. . . mEnd R it th d from this fold
Click the note in the Notes list and then B b (@) Resover tems ecent removed trom thisfolce
. i a
press (2L ). To delete multiple notes at [ Sent tems J
. . Find out wh te this p.. 444 PM
the same time, press and hold (51 while i Deleted items A
clicking the notes. Once you delete a note, g e
oy o > Calendar
Outlook places it in the Deleted Items e Ie«eemntgmm 81372021
. - <This item contains active
folder. If you accidentally delete a note, » £ Conversation History
you can click the Undo button () [B Journal R QE
N . X it who wrote this p... @44 Pl ]E a12/2021
immediately after you delete the note. If CSRucHEDal out who wrate this
you discover later that you need the note, g ;"t:‘
utbox 7/20/2021
follow these steps: Ei i Newigetion Optiens..
eeds O et
. OLes
@ Click the More button (--). YT Syne lssves
e >[B] Tasks }D (£ 7/20/2021
CHCk FOlderS. . Shortcuts s
= ol &
. B = P
e Cth Deleted Items' tems: 18 All folders are up to date. Connected
@ Find the note and drag it to the Notes folder.
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Customize the Navigation Bar

You can control the appearance of the Navigation bar, displaying fewer items or more items to
suit your needs. For example, suppose that you use the Notes component regularly. You can save
mouse clicks if you display the Notes component as part of the Navigation bar.

In addition to determining which components appear on the Navigation bar, you can control the
order in which they appear. You can also control the size of the Navigation bar by choosing to
display buttons that represent each component instead of displaying the component name.

@ From any Outlook component, click [z rg R A
More ("'). fle Home Send/Receve View Help
New Note [y Newiems~ | il G Cchangeview~ B8 "
~ My Notes
Notes

= 8 ...0

items: 1 All folders are up to date.  Connected to: Microsoft Exchange m W\

© A pop-up menu appears. a e ® - o x
@ Click Navigation Options. e
[J NewnNote [ Newtems~ | [i] (, Changeview~ 55 ”

~My Notes
Notes

& Navigation Options...
Notes
Folders

[@] Shertcuts
i =y - =

Jitems: 1 All folders are up to date.  Connected to: Microsoft Exchange m
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The Navigation Options dialog box
appears.

e Click -+ to specify the number
of items you want visible on the
Navigation bar.

0 To reorder the Navigation bar entries,
click an item and then click Move Up
or Move Down.

© You can click Reset if you want to
return the Navigation bar to its
original state.

© click ok.

OUTLOOK
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Navigation Options

Maximum number of visible items: 5 %0
8 Compact Navigation

Display in this order
Mail

Calendar

iPeople
Tasks
MNotes
Folders
Shortcuts

Move Up

Maove Down

© The Navigation bar appears &
with your changes.

© You might need to widen
the left pane in Outlook to <My Notes
see all the Navigation =
buttons. Slide the mouse
over the pane divider
(I changes to 4p) and
drag the pane divider to
the right.

items: 1

[P NewnNote [ Newitems~ [l

=2 B &£

P search ¥ - a

File Home Send/Receive View Help

G change View~ = 55

| =

All folders are up to date. _ Connected to: Microsoft Exchange  [[1)

TIP

Can I display labels rather than icons
in the Navigation bar?
Yes. Complete steps 1 and 2 to display

Mail Calendar People Tasks Notes

- | O

the Navigation Options dialog box shown earlier in this section. Then, select Compact Navigation ([v] changes
to []). Click OK, and labels for each Outlook module replace the buttons on the Navigation bar (A).
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Peek at Appointments and Tasks

rom any Outlook component, you can take a peek at today’s appointments and at your task list. You
do not need to select the Calendar component or the Tasks component to view appointments or tasks.

If you also unpin the Folder pane, which is pinned by default, you hide the leftmost pane in each
component view and give more real estate to each component. When you hide the Folder pane, you
can peek at appointments and tasks, and you also can pin the peeked view so that it remains visible
for as long as you need to see it.

\ Peek at Appointments and Tasks

@ To hide the Folder pane, click a . ® - o x
the Minimize the Folder Pane T SR o
button ({). B NewEmail ~ | fi] - & [ & ] ! Search People B Y-

‘ >c
Fold Focused  Other ByDatev T

~ Two Weeks Ago

vlogophilia@outlook.com

Tobax 25 Holly Holt
Join my team! 172872022
Drafts Just did this link
Sent ltems
~  Older
Deleted ltems
Achie Paul McFedries
) Paul McFedries shared “Tri...  12/20/2021
> Conversation History Paul McFedies shared a file
Junk Email
Outbox Microsoft Family Saf...
Gregory McFedries isnolo...  9/23/2021
RSS Feeds

Search Folders
Microsoft Family Saf...
Purchase Notification for G...  9/14/2021

Microsoft Family Saf...
Gregory McFedries joinedy..,  9/14/2021

There are more items in this folder on the server

= RQ G Click here to view more on Miciosoft Exchange
o Outlook hides the Folder pane and fems:52_unreass 35 Alfolders are up to dste, _ connected to: icrosart Excnange | I
instead displays the Expand O R
Folder Pane button (). Fle Home Smd/Racse Viw Hep
. . ] Newemail ~ [l ~ & B~ € € = & uwead/Read 85~ [« searchpeople B 7 e
© Outlook docks the Navigation bar . -
buttons on the left side of the * foued Other  Eywev T
screen. i =
| < February 2022 >

SU MO TU WE TH FR SA

Q To peek at your appointments, 4wz 3 s 40

6 7 8 9 wn 12
hover the mouse ([;+) over B e e
20 21 2 B3 24 25 26
Calendar (&) on the mom o2 s s
=
Navigation bar. o
= V| soom I Radiointeniew

© Outlook displays a small window &
that enables you to “peek” at
a8 Microsoft Family Saf..
your Calendar, Gregory McFedries joinedy..  9/14/2021

(3 &

Click here 10 view more on Microsoft Exchanae

>H

e To peek at your tasks, hover the
mouse (b) over Tasks (). items: 52 Unread: 35 All folders are up to date.  Connected to: Micrasoft Exchange o -———f———+ 100%
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© Outlook displays a list of your @ [ P sewen ® - o x
tasks. Fle  Home Send/Recewe View Help
@ You can click here and type a it Rl S bl | i ”
name to add a new task. * o Foused Oer  gyomev 1
o s
Note: When you press (3] to add Holly Holt e
the task, Outlook adds the task to = 0
your list as a task for today. See the | ","‘;"j‘jfjf__‘ji“’% 5
section “Create a New Task,” earlier e <
in this chapter, for details on editing | N P 0
the task. B | e 0
0 To pin a peek view so that it is
permanently visible, click the “
Dock the Peek button (F7). 0
@ Outlook pins the tasks or - & - o «x
appointments to the right side of | fe ome sena/meceve vien e
the current component’s window. O venemel + [ + B B3- O © > O umeadirend B3e fBv || searchpecple 7 .
Note: The pinned peek view appears * Foased Ot spuew T & buometosy *‘0
only in the component you were e P .
viewing when you pinned it. R s a| orercagteos R
~ Oider ~ [ This Month
Pay elecricty bil o P

@ You can click the Close button
(>X) to unpin the peek view.

Items: 52

Paul McFedries
Paul McFedries shared "Tri...
Paul McFedries shared 3 file

12/29/2021

Microsoft Family Saf...

Gregory McFedriesisnolo..  9/23/2021

Microsoft Family Saf...

Purchase Notification for G. 91472021

Microsoft Family Saf...

Gregory McFedries joined y..  9/14/2021

There are more items in this folder on the server
v
Ll 3
All folders are up to date.  Conneded to: Microsoft Exchange

Click here to view more on Microsoft Exchange

Unread: 35 M B - ————+ 100%

Can I peek at the calendar or my tasks
without collapsing the Folder pane?

you collapse the Folder pane. Just perform
steps in this section except step 1.

Yes, but you cannot pin a peeked view unless

How do I redisplay the Folder pane?

First, unpin any peek views you pinned. Then, click the
Expand Folder Pane button (). In the upper-right corner
of the Folder pane that appears, click the Pin the Folder
Pane icon () to pin the Folder pane back in place.

all
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Compose and Send a Message

ou can use Outlook to compose and send e-mail messages. When you compose a message in

Outlook, you designate the e-mail address of the message recipient (or recipients) and type your
message text. You also give the message a subject title to identify the content of the message for
recipients.

You can compose a message offline, but you must be working online to send it. If you do not have
time to finish composing your message during your current work session, you can save the message
as a draft and come back later to finish it.

Compose and Send a Message

o In the Navigation bar, click a P e - o
Mail () to display the Mail Home send /Recee view Hlp
component. = Newemad < | [~ = E = 5 P sebreope | B 7 .
o Cl_'lck Home, D Fi F ‘ Focused Other ByDate v T

There ar n this folder on the server

e Ch’ck NeW Email' v:f:(ph'“a@n““m}‘mm Qlick here to vie ) Microsoft Exchange
Drafts
Sent Items
Deleted [tems
Archive
> Conversation Histery
Junk Email
Outbox
RSS Feeds
Search Folders
= Aa
Items: 47 Al folders are up to date, Connected to: Microsoft Exchange [imi]
Outlook opens an untitled message R —— P seareh ® - o «x
Wil’ldOW. File  Message Insert Draw Options FormatText Review Help
.. . " B B I U » A g = Z~ M. .
@ Type the recipient’s e-mail address. v

O If the e-mail address is already in & " Mﬂmmm@

your Address Book, you can click the il
To button and select the recipient’s o ““““”‘"’0
name.

If you enter more than one e-mail
address, you must separate each
address with a semicolon (;) and a
space.

e Type a subject for the message.
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@ Type the message text.

@ Bookupdate - Message (HTML) P search @ = o X
. File  Message Insert Draw Options FormatText Review Help
© You can use the formatting o . gy | 1 BT U LA B - gw }
buttons to change the —
appearance of your message text. & S R T R E—— p—
28 Check Names
Send ce
© To set a priority level for the S
message, you can click More o, &¢ —

commands (---) and then click

| hope you are doing

Voice
well. This is a just a quick update to let you know that the manuscript is coming along very nicely and that | will be done

. week, as scheduled. 8§ Dicae
High Importance or Low &
Unless things have changed, 1 will upload the files to the OneDrive folder that you provided at the beginning of the project /o
Importance. — —
Paul
[%) Immersive Reader
Note: By default, the message R
priority level is Normal. 03 View s
@ Click Send.
o] P search L d = o X
Outlook places the message -in Fle Home Send/Receive View Help
your Outbox E Nl - 0 0 B [0 9 © 5 O wednes B Mo ek B V- 5 i}
Note: You might need to press () S woeex T | Bookupdate e
. " ~logophilia@outlook.col - aul -
or click the Send/Receive tab and e "b, T O B . ol SO
click Send All or Send/Receive All &iﬁm — b,
Deleted Items

Folders to send the message.

Archive
> Conversation History
Junk Email

e Click the Sent Items folder.

Outbox

@ The message you sent appears
in the list; Outlook stores a
copy of all messages you send = 8

Items: 16

in the Sent Items folder.

| hope you are doing well. This is a just a quick update to let you know
that the manuscript is coming along very nicely and that | will be done
by the end of next week, as scheduled.

Unless things have changed, | will upload the files to the OneDrive
folder that you provided at the beginning of the project.

Bye for now,
Paul

All folders are up to date,  Connected to: Microsoft Bxchange

0 B -+ 0%

How do I save a message as a draft?

Click the message window's Close button (3<) and
click Yes when prompted to save the message.
Outlook saves the message in the Drafts folder.
When you are ready to continue composing your
message, click the Drafts folder and double-click
the saved message to open it.

How do I send a copy of my message to someone?
To copy the message to another recipient, either
type the recipient’s e-mail address directly in the Cc
field or click the Cc button to select the address
from your contacts. To add the Bcc (blind courtesy
copy) field, click Options, click More (---), and then
click Bcc.
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Send a File Attachment

You can send files stored on your computer to other e-mail recipients. For example, you might
send an Excel worksheet or Word document to a work colleague or send a digital photo of your
child’s birthday to a relative. Assuming that the recipient’s computer has the necessary software
installed, that person can open and view the file on their own system.

Note that some e-mail systems are not set up to handle large file attachments (say, 10MB or more).
If you are sending a large attachment, check with the recipient to see if their system can handle it.

\ Send a File Attachment

o Create a new e-mail message
as described in the previous
section, “Compose and Send a
Message.”

e Click Message.
€@ Click Attach File (0).

The Recent Items list appears,
showing attachments you have
sent recently.

0 Click the file you want to send.

O If the file does not appear in
the Recent Items list, click
Browse This PC, navigate to the
folder containing the file, and
select it.

If you see a dialog box asking
how you want to attach the file,
click Attach as copy.

© Outlook adds the file attachment
to the message, displaying the
filename and file size.

© click Send.

Outlook sends the e-mail
message and attachment.
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@ 2022 budget workbook - Message (HTML) P search

Message Insert Draw  Options FormatText Review  Help

Q- w9 B

u 2

Subject 2023 budget workbook

Hi Paul,
o Here's the first draft of the 2023 budget.
Let me know if you have any comments or concerns.

3

Recent Items

2023 Budget
Paul McFedries's OneDrive » Writing » Bock Documents » Workbook (Examp...

[g5) 9781119693516 Margin Art List
S, Paul McFedries's OneDrive » Writing » TV Microsoft 385 » Figures »

[ 2781119893516 Margin Art Croppings
3, aul McFe:

‘s OneDrive » Writing » TVV Mic
D 97811108
A Paul McFe:
D 9781119893516 ch19.f
A Paul McFedries's OneDrive = Writing » TVV Microsoft 365

@Z‘ Attach Jtem

Z:”@ Browse Web Locations

= Browse Thispc... 0

R 2023 budget workbook - Message (HTML) P search

file  Message Insert Draw Options FormatText Review Help

AN IR

To
B
send Ce

Subject 2023 budget workbook

5 2023 Budgetxls .
2k

HiPaul,

Calibri Body) ~ 11~

Here's the first draft of the 2023 budget.
Let me know if you have any comments or concerns.

?l

B I U 2 -

N N LT
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You can use Outlook’s Mail feature to retrieve new e-mail messages that others have sent you and
view them on-screen. You can view a message in a separate message window or in the Reading
pane, as described in this section. By default, the Reading pane appears beside the list of messages,
but you can place it below the message list.

Note that you must be connected to the Internet to receive e-mail messages.

‘ Read an Incoming Message

© Click Mail (=). a > o x

@ Click Send/Receive. 3 e==TE—g g

£ Send/Receive All Folders B> Send All [ Update Folder [ Send/Receive Groups - Show Progress £ Cancel All

€ Click Send/Receive All o

Focused  Other ByDate v T
Folders. — STiear
oK.Com
IF i holly.holt@logophili...
3 Re: Book update 12:26 PM
Outlook retrieves new ot R, 1 dang e we
. l Sent Items
- Paul Cannon U
€-mai messages’ pestedftems Re: 2023 budget workbook  12:26 PM E
Archive Hi Paul, Thanks for sending
n Select an item to read

If the Inbox is not selected,
click the Inbox folder.

O Messages appear in the ?
Message list pane,

with a preview.

B E & =

Items: 45 Unread: 2 All folders are up to date. Connected to: Microsoft Exchange [w}
© Messages you have not @ £ st ® - o x
Opened display a Vert-ical bar. Fle  Home Send/Receive View Help

3 Send/Receive All Folders > Send All 3 Update Folder [73 Send/Receive Groups ~ Show Progress £ Cancel All

e Click a message. _ -

<

Focused  Other ByDate v T Re: Book update
=
G The contents of the message jlia@outiook com hollyholt@logophiliatimi |2 | €| >
holly.holt@logophili... To O PaulM 1226 PM
. . Inbox 2
Re: Book updats 12:26 PM
appear in the Reading pane. R ——
Sent [ter -
. D:m’:m Paul Cannon ] 0 Paul,
Note: You can double-click a message , Re223budoet wanock 1226
Archive HiPaul, Thanks for sending 1I'm doing very well, thank you. I'm so glad to hear the book is
1t 1 3 >C tion Hist coming along, | can't wait to read it!
to open it in a message window. ot T e o e i s Flder o thesrve
Outbox: Click here to view more on Microsoft Exchanae Yes, when you are ready, please upload the manuscript files to my

@ Messages containing attachments | e e

display a paper clip (@). o o

0n 2022-02-14 11:13, Paul M wrote:

Note: To open an attachment, open = &R Jret
. > 1 hana uni ara dning wall This is 2 inst 2 miick nnedata ta latuan ¥
the message, Cl.'ICk the attachment’s “A, tems: 49 Unread: 2 Al folders are up to date. _ Connectedto: Microsoft Exchange  []  E - ——f———+ 100%

and then click Open. Alternatively,
click Save As to save the attachment.
Never open a file unless you trust the sender.
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Reply to or Forward a Message

You can reply to an e-mail message by sending a return message to the original sender. For example, if
you receive an e-mail message containing a question, you can reply to that e-mail with your answer.
When you reply to an e-mail, the original sender’'s name is added to the To field in the message.

You can also forward the message to another recipient. For example, you might forward a message
that you receive from one co-worker to another co-worker who will find its contents useful. Note that
you must be connected to the Internet in order to send replies or forward e-mail messages.

Reply to a Message
@ click Mail (=).

© 1n the Message list pane,
click the message to which you
want to reply.

e In the Reading pane, click
Reply (| to reply to the
original sender.

© To reply to the sender as well
as to everyone else who
received the original message,
you can click Reply ALl ( «).

© The original sender’s address
appears in the To field.

© You can click Pop Out to open
your reply in its own message
window.

O Type your reply.

© If you change your mind
and do not want to reply to
the message, you can click
Discard.

© click Send.
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Reply to or Forward a Message

Flle  Home Send /Receive

£ send/Receive All Folders

<

P search

View  Help

B send Al 3 Update Folder [ Send/Receive Groups ~

Focused  Other ByDate v T

~ Today

Inbox
Drafts
Sent Items
Deleted Items
Archive
» Conversation History
Junk Email
Outbax
RSS Feeds
Search Folders

B E & B

Items: 50 Unread: 1

m
Karen Berg
Content
ve s

holly.holt@logophili..
Re: Book update

12:26 PM
Hi Paul, I'm doing very well,
Paul Cannon
Re: 2023 budget workbaok 12.26 M
Hi Paul, Thanks for sending

There are more items in this folder on the ser

All falders are up to date.

Show Progress £ Cancel All

To O logophilia 1:21PM

Join the Content Development team!
« was
@ Karen Berg <Karen bl 2l d
a
Hi Paul,
I've just created a new team called Content Development and
I'd love it if you joined.

If you are interested, here is the link:

https://teams.microsoft.com/I/team/19%
3a6gILBWDAIg7url ZHaPnOeb8W15krk7F16SmIkO0RswA1%
A0thread.ta o i Id=edfcfa61-1269-491a-
b7d3-23a24728479 2ebach5-8689-4964-9dc

I hope to see you there!

Best regards,
Karen

Connedted to: Microsoft Exchange [ 3

&
file  Home Send/Receive
P m- ¥

<

logophilia@outlook.com
Inbox
Dratts

Sent ltems

B = I

Rems: 50

P Search

View Help Message

caliori@ody) + 11~ B I U & ~

Focused  Other ByDate v T

v Today

[Draft] Karen Berg
Join the Content Developm...
Hi Paul, I've just created a

hollyholt@logophili..
Re: Book update 1226 PM
Hi Paul, I'm doing very well,

Paul Cannon

Al folders are up 1o date.

1210 B Send Ce

A v o e @ « & A 2 edior

5 ~

&E{ Discard  [7] Fupﬂulo
en Berg <KarenBerg Blucernepub.onmicrs

Subject RE: Join the Content Development team!
a
Hi Karen,
Thanks so much for the team invite. | will join shortly. 4
~paul

From: Karen Berg I ub. I
Sent: Monday, February 14, 2022 1:21 PM

To: logophilia <logophilia@outiook.com>

Subject: Join the Content Development team!

Hi Paul,

I've just created a new team called Content Development and
I'd lova it if you joined. .

- —————+ 1

jim]

Connected to: Microsoft Exchange
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@ Outlook places the e-mail & P e - o x
message in the Outbox. Fle Home Send/Recive View Help
&O Send/Receive all Folders B Send all [ Update Folder [ send/Receive Groups » | [E] show rogress  £3 Cancel all

<

at its next automatically B Fossed Oer  moaev T Re: 2023 budget workbook

@ Outlook sends the message

" S U= IR 40
. vlogophilia@outlook.com i Paul Cannon <PaulCannon@ 414
scheduled send/receive EE [ Karengerg 5 PC i
. 1 Jointne content Developm. 21 M o
act-lono to Send the message Drafts P HiPaul, fvejust created a @Kmueav:buromennmmnommsmessaael 5 displayed, click here to view
4 ! Sent Items i e
. . hollyholt@logophili... N 2023 Budgetxlse .

click Send/Receive All R R 3 2

Archive Hi Paul, I'm doing very well, &

3 Conversation History ] i Paul,
Folders on the Send/ - &, SR 5T e
. Re: 2023 budget workbook: 12:26 FM |

Receive tab. &nt I E——

RSS Feeds !

Search Folders There are more items in this folder on the server I've had a quick look at the budget worksheets and | don’t see

Fo rwa rd a M essa ge Click here to view more on Microsoft Exchange any major concerns. Everything looks very good!
. Regards,
@ Click Mail (=).
From: Paul Cannon <PaulC: ub. om:
. Sent: Monday, February 14, 2022 12:24 PM
¥ Y
In the Message list pane, = B g e To: Paul M <iogophila@outiook.com>
Suhje(t: Re: 2023 budget workbook v

CHCk the message you Want Items: 50 Sending message 1 of 1 MM Al folders re upto date.  Connected to: Microsoft Exchange [T e

to forward. & P Search ® - o x

file  Home Send/Receive View Help Message

e In the Read]ng pane’ CUCk D« [ ¥ calrigedy) - 11 - B I U £ - A . e . b @ - &~ A 2 edtor
Forward (- ).

< i ]
Discard Pop Out
Folders Here Focused  Other ByDate v T Ll B pee

Type the recipient’s e-mail . v Today A I ——
B

logophilia@outiook.com

. . Inbox Karen Berg ) Send e
Join the Content Devels 121 PM

address in the To field. sl

Sent ftems Subject  FW: 2023 budget workbook
: hollyholt@logophili.
© You can click Pop Out to o B e pe ot
Archive Hi Paul, 'm doing very well @ 2K8 e
» Canversation History
open your message 1n 1ts i P 5
M Re: 2023 budget workbook 12:26 PM Hi Yossi,

own wi ndOW. Outbox HiPaul, Thanks for sending
RSS Feeds Here’s the 2023 budget workbook. | need you to fill in the numbers
Search Folders There are more items in this folder on the server for your department and send it back to me.

e Pe rfo rm Steps 4 an d 5 'i n the Click here to view more on Miroseft Exchange ol
: 2 "
previous subsection, “Reply Froms o Cannon <FaCnnon@cemep st o

” Sent: Monday, February 14, 2022 12:26 PM
to a Message. Torpaul 1 dogophilaaiiookcom

. Subject: Re: 2022 budget workbook
= o]

Items: 50 All folders are up to date.  Connected to: Microsoft Exchange [imi} -+ 100%

How do I look up an e-mail address when forwarding a message?

Perform steps 1 to 3 in the subsection “Forward a Message.” Click the To button to display a list of your
contacts. Type a few letters to identify the contact. Outlook highlights the first contact that matches what
you typed. If necessary, use the arrow keys to highlight the correct contact. Press (11 to display the
contact in the To field. Click OK and Outlook places the contact name in the To field of your message.
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Add a Sender to Your Qutlook Contacts

Suppose you receive an e-mail message from someone with whom you expect to correspond
regularly, but you do not have a record for that individual in Outlook contacts. You can easily add
the contact information of the sender of any message you receive to your Outlook contacts, directly
from the message. If you want to send a new message to that person later, you can click the To
button in the Message window and choose their name from the Select Names: Contacts dialog box.

‘ Add a Sender to Your Outlook Contacts

@ click Mail (=).

e In the Message list pane, click
the message from the sender you
want to add as a contact.

€@ In the Reading pane, right-click
the sender’s name.

@ Click Add to Outlook Contacts.

File  Home Send /Receive

77 send/Receive All Folders

logophilia@outlook.com
Inbox
Drafts
Sent ltems
Deleted Items
Archive

> Conversation Histary
Junk Email
Outbox.
RSS Feeds
Search Folders

=2 @ £ B

Items: 50

(2

P search

View  Help

<
Focused  Other

~ Today

Karen Berg

Join the Content Developm..
Hi Paul, I've just created a

Re: Book update

Paul Cannon

Re: 2023 budget workbook

B> send Al [2 Update Folder

ByDate~ T

o

1:21PM

holly.holt@logophili...

12:26 PM

Hi Paul, 'm doing very well,

12:26 P

Hi Paul, Thanks for sending

There are more items in this folder on the server

Click here to view mor

e on Microsot

ft Exchange

All folders are up to date.

® - 0O X

P SendReceive Groups o holly.holt@logophilialimit...

v

R & U
ho\t@g ....... - TSy | -
- ‘ 226 PM

(D) we removed extra ine breaks { [ Copy
. 3
Hi Paul,
¥'m doing very well, thank You.  [51 seject Al iming
alang. 1 can't wait to read it!
Add to Eavorites
Yes, when you are ready, pleas __
a=
OneDrive folder. % Add to Outlook Contacts
QOpen Qutlock Properties
Best,
Holly Open Contact Card
0n 2022-02-14 11:13, Paul M wrote:
> Hi Holly,
>
> | hope you are doing well. This is a just a quick update to let you
> knows that the manuscript is coming along very nicely and that | will

> be done by the end of next week, as scheduled.
v

Connected to: Microsoft Exchange M B - —%——+ 100%

O A window opens with the sender’s e-mail

address already filled in.
© Type a name for the contact.

Q Fill in the rest of the contact’s
information, as needed.

&

File  Contact

Full Name..
Company
Job title
File as

Internet

@ Click Save & Close.

Outlook saves the contact information.
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H email...

Display as

B Holly Holt - Contact

L search ¥ - [a] x

Insert  Draw  Format Text  Review Help

-

Web 55
IMa
ers

Save & Close [l] Delete (= Save & New ~

[ Holly Holt

Logophilia Limited
Acquisitions editor

Hott, Hally

A5 Forward ~  [J] Send to OneNote

Holly Holt
Logophilia Limited
Acquisitions editor

holly.holt@logophilialimited.com

holly.holtDlogophilialimited.com

| holly.nalt@logaphilialimited.com

Phone
Busi - | [317-555-8642
Home... M
Business Fax.. | ¥
Mobile. -

Addresses
Business... -

] This is the
mailing address

Notes
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Delete a Message 19

s you receive e-mail messages, you can eliminate clutter and keep things manageable if you
delete messages you no longer need from your Inbox and other Outlook folders.

Note that when you delete a message from your Inbox or any other Outlook folder, Outlook does not
remove it from your system. Rather, it moves it to the Deleted Items folder. To permanently remove
deleted messages from your system, thereby maximizing your computer’s storage capacity, you
should empty the Deleted Items folder reqularly.

\ Delete a Message

@ click Mail (=). a s - o x

. . File  Home Send/Receive View Help
e In the Message list pane, click the mam CE R 5 | O ey B o | s | B - | 5i
message you want to delete.

<

3 Favorite Folgers Here Focused  Other ByDate v T You have been added as a guest to Logophilia L..
e Move the mouse (b) over the vlogophilia@outlook.com e :ﬁy 8 o @ Microsoft Teams <noreply@e 292
. . ol aren Berg J To logophilia@outlook.com 1:08 PM
message you clicked in step 2. = e - .
Sent Items: 7
: Deleted tems Microsoft Teams
The Delete icon ([i]) appears. o
. . . > Conversation Histary B T Karen added you as a guest to Logophilii
Click the Delete icon ([ii) in the ROTONSIORORN
. Outhex HiPaul, I'm doing very well,
Message list pane. et R ™w
SE NS Re: 2023 budget workbaok 12:26 PM
Hi Paul, Th: sending

O Alternatively, click Delete on the
Home tab or press (CEET.

Technical Writing

Discussions and training related to
tachnical writing.

Open Microsoft Teams

I ) -
tems: 51 AR TOVBATS el 0 ate Connededto: Microsert Exctange [l B — ¥ + 100%
Outlook deletes the message @ £ seoren ® - o x
from the Inbox and the Message e Home send/Receie view Help
l-ist pane and adds -it tO the O3 Newemail ~ [ ~ & B © € = £ umreadsRead 8§~ 8 Search Peaple B V- 5k .

Deleted Items folder.

You have been added as a guest to Logophilia L..

. o an— i) Recover items recently removed from this folder " . - STel] [~
© You can click the Deleted Items e RO Q e
. You have been added as a .. 1:08 PM 2
folder to view the message that - 0
you deleted. e T em———" ‘ Microsoft Teams
» Conversation History [] New Folder... Karen added you as a guest to Logophilii
© To empty the Deleted Items |
. . . . o B Copy Folder
folder, right-click it and click s Fecs . W
Empty Folder. t
1 Mark Al as Reed Technical Writing
.
I Empty Folder D\smssiu‘:i:nniatlr::i‘r:s;e\ated to
Add to Favorites
~ Move Up
= B 8 Move Dgwn o
E] roperties.. 4 L4 §
ems: § folders are up to date. Connected to: Microsoft Exchange m B - ¥ + 1008




Screen Junk EXMail

J unk e-mail, also called spam, is overly abundant on the Internet and often finds its way into
your Inbox. You can safeguard against wasting time viewing unsolicited messages by setting up
Outlook’s Junk Email feature. This feature enables you to make sure that Outlook bypasses e-mail
from specific web domains and instead deposits those messages into the Outlook Junk Email folder.

Note that Outlook might erroneously place e-mail that is not spam in the Junk Email folder. For this
reason, you should periodically scan the contents of this folder to ensure that it does not contain
any legitimate messages you want to read.

\ Screen Junk E-Ma

View Junk E-Mail Options a P sere ® - o =x
@ click Mail (=). e

Snewemal [ » B B | & 6 > O uwesrress B3 P [searcnvecpe | B

Q Click Home. e ove Do

Focused Other ByDate v T @ Send to OneMote
~ Today Block Sends Junk >
Cl.'le More . logophilia@outlookcom B ockSender £ o
. Inbax Karen Berg © Never Block Sender 2 Rules >
Join the Content Developm... 121 PM
Drsfts HiPaul, (e just created 3 Never Block Sender's Domain (@examplecom) | Respond
3 k k Sent ftems Never Block this Group or Mailing List Mestine
0 Click Junk. et s hollyhalt@logaphili [ dheivs
Re: Book update 1226PM = S Replywith M
chive. | Paul,
. . . junk E- ions 8 Junk E-mail Options, B3 Reply All with IM
Cth Junk E'ma'll Opt'IOI’lS. oneon T ialog box to Sel em o1
ML ettings. § B3 Forward as Attachment
e: 202 Click here to ahways preview ¢
i R call >
Quick Steps
£ Quick Steps >
Speech

A Read Aloud

ems: 50 ll folders are up to date. _ Connected to: Micosoft Exchange [

The Junk Email. Opt'iOﬂS d'ial.Og Junk Email Options - logophiliz@outlook.com X

box appears.

Options  Safe Senders Safe Recipients Blocked Senders  International

r Qutlook can move messages that appear to be junk email into a
@ You can use the various tabs to 1@ et aer
view and change junk e_mai[ Choose the level of junk email protection you want:
settings, blocked domains, and O i g 1o locked sender i sl e
© Low: Move the most obvious junk email to the Junk Email folder.
Safe Senders' &O High: Most junk email is caught, but some regular mail may be
caught as well. Check your Junk Email folder often.
© You can click one of these EoEeteade e
. Inbox.
options to control the level of
jun k e_ma.il ﬁ I.teri ng that E]::;njls:iné:::ﬁcillef\;f;:ruspectedjunl( email instead of moving it to

Outlook applies.

@ click ok.

B Warn me about suspicious domain names in email addresses.
(recommended)

6 Cancel Apply
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Designate a Message as Junk . :

Drag Your Favorite Folders Here Focused Other ByDate v T
. . v Today @ copy
o Cth Ma]l (B) * ~logophilia@outlook.com G
\nbox : Nico M B Quick Print
. . . Hey, frien
© Right-click the message in the Dot schivtn. AR
. Sent Iltems < Reply All
Message list pane. Karen Berg
g p Deleted tems Join the Content Develop  Forard
Archive Hi Paul, I've just created ) Mark o2 Read
: lark as Rea
e Cl’lck Jun k, » Conversation Histary o N
Junk Email hollyholt@logophil om Categorize >

Re: Book update

e Click Block Sender. Qutbax HiPaul, Im deingueryw [0 FollowUp ’ E

RSS Feeds 3 Find Related > i
SRl Paul Cannon Select an item to read
Re: 2023 budget workbor f} Quick Steps. >

Fa s Thonks tor s Click here to always preview messages

42> et Quick Actions.

[ Rules >
£ Move >

@ Ssendto Onehote

&7 Moveto Other £ Block Sender
7 Always Move to Other Never Block Sender
S lgnore Never Block Sender's Damain (@example.com)
2 Junk > Never Block this Group or Mailing List
= o) coo il Delete =
e —— B Archive.. E& Junk E-mail Options... |
A dialog box appears. <
Drag Your Favorite Folders Here Focused Other ByDate v T
. v Today
e Cl.le OK-  logophilia@outlook.com
T Nico Maraguayabo
Hey, friend 351 PM
, .
Outlook adds the sender’s e-mail Bt
Sent ltems
address to the list of filtered Dekte e Karen BerG 'yt ook
Join the Content Dev
Archive Hi Paul, I've just creal Tircomin
addresses and moves the message | =" A T
. hollyhokt@! a5 been added to your Blocke:
to the Junk Ema]l_ folder. J il ] RSE{UKUUMHSQDI Senders List, and the message has

been moved to the Junk folder.
Outbox Hi Paul, I'm doing ve|
[[] Don't show this message again

Note: To see the list of filtered e —— Select an item to read

. Re: 2023 budget worl ;
addresses, follow steps 1 to 5 in the PPl Tork for 458 R
“Vliew Junk E-Mail Options”

subsection, and then click the
Blocked Senders tab.

=B H & H

Items: 51 Unread: 1 All folders are up to date.  Connected to: Microsoft Exchange imi] —

How can I restore a junk e-mail to my safe list? Does Outlook empty the Junk
Right-click the message in the Junk Email folder and, from | Email folder?

the menu that appears, click Junk and then click Not No. To empty the folder, right-click it and
Junk. Outlook alerts you that it will move the message click the Empty Folder button. Outlook
back to its original location and gives you the option of permanently removes all items in the Junk
removing the sender from the filter list; click OK. Email folder.
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Create a Message Rule

You can use rules to determine what Outlook does when you receive a message that meets a
specific set of conditions. For example, you might create a rule that ensures that any message
from a certain sender is placed directly into a folder of your choosing as soon as Outlook downloads
the message. Alternatively, you might set up Outlook to play a certain sound when you receive a
message that meets the criteria you set.

You can set rules that are quite simple, as outlined in this section, or rules that are very complex —
involving various criteria, exceptions to the rule, and so on.

Create a Message Rule

. .
@ click Mail (=). = e ° o »
. . jome  Send /Receive  View  Help
e Cth the message on Wh]Ch you [ Newkmail ~ [ ~ B B~ € € = £ unreadsRead B8~ P8~ | search People 2] .
want to base a rule. . Mo et
¢ Folaers Here Focused  Other ByDatev T @ Send to OneNote
. ~ Tod: Q
e Click Home. S - 8 e ,
Inbox b aren Berg < A essag 3 g | D Rules >4
Join the Content Developm... 1:21PM
N Drafts HiPau, Tve just created 3 A opfilia | Respond
0 Click More (:-+). _ e -
S — holly holt@lagophili..
Re: Book update 12:26PM ) Mansge Rules & Alerts (53 Reply with M
. Acchive Hi P, Fm doing very wei,
© click Rules. @ vt
Junk Email n Paul Cannon ] £ Forward as Attachment

Re: 2023 budge!

@ click Create Rule. o M oo :

Eea Eakies Select an item to | QickSteps
: Click here to always preview | § Quick Steps >
The Create Rule dialog box Specch
appears. Py~
B @ 2
ftems: 43 Al folders are up to date. _ Connected to; m
0 Select the conditions that —— ——— .
you want to apply ([_] changes | o et o s i
] e — > T] Deleted ttems New.
RS Da the follawing Archive e
Q Specify the actions to take i eT—— > 5 G E .
o . () Play aselected sound: | Windows NetifyEm| | b m Browse... [ content Dev Team
when the conditions are met. &.m Eamma ]| saaou > Bomiians

(52 Junk Email [1]
[J rotes

& outbex

In this example, select 11 R

Move the item to folder

(] changes to [v]).
The Rules and Alerts dialog box appears.

Q Click the folder where you want Outlook
to move the messages.

@ You can click New to create a folder.

(@ Click OK.
) Click OK.
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Outlook prompts you to run the rule now.

@ Select the check box ([_] changes to [v]).

@ Click OK.

© Outlook runs the rule; in this example, Outlook
moves any existing messages to the folder you
specified.

The next time you receive a message matching
the criteria you set, Outlook runs the rule.

Success
The rule “Karen Berg" has been created.
@a Run this rule now on messages already in the current folder
13 T8
E 2 search
File Home Send /Receive View Help
&) newemail ~ [ ~ & B9~ € € — | £ unread/Read E3~

£
Drag Your Favorite Folders Here Content Dev Team By Date v T

v Today

vlogophilia@outlook.com =

1:21PM

Karen Berg
Join the Content Developm...
Hi Paul, I've just created a

Inbox

Drafts

Sent ltems
> Deleted Items
Archive
Content Dev Team
» Canversation Histary
Junk Email 1
Outbox
RSS Feeds

Search Folders

How do I add more criteria to a message rule?
Perform steps 1 to 6. Then, click the Advanced
Options button to display the Rules Wizard, which
includes several sets of criteria that you can specify,
such as exceptions to the rule, actions, and even a
dialog box for naming the rule.

How do I remove a rule?

Click the Home tab, click More (--+), click Rules,
and then click Manage Rules & Alerts. In the Rules
and Alerts dialog box that appears, click the rule
you want to remove and click the Delete

button.
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A

absolute cell references, applying in Excel, 172-173
Access. See Microsoft Access
adding
animation effects in PowerPoint, 240-241
borders
to cells in Excel, 138-139
in Word, 86-87
captions in PowerPoint, 205
chart elements in Excel, 187
charts to slides in PowerPoint, 226-227
columns to tables in PowerPoint, 225
commands to Quick Access Toolbar, 14-15
comments in Word, 120
criteria to queries in Access, 290-291
effects, 35
fields
to PivotTables, 195
to tables in Access, 266
fill color in Excel, 139
footers in Word, 94-95
headers in Word, 94-95
notes in Outlook, 306-307
page number fields in Word, 95
picture borders, 35
records in Access, 276-279
rows
to tables in PowerPoint, 225
to tables in Word, 91
sections to slides in PowerPoint, 236-237
senders to contacts in Outlook, 318
shading
to cells in Excel, 138-139
to text in Word, 87
slide text in PowerPoint, 214-215
special characters in Word, 61
tables
to queries in Access, 291
to slides in PowerPoint, 224-225
text boxes to slides in PowerPoint, 223
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Touch/Mouse mode to Quick Access Toolbar, 16
vertical lines between columns in Word, 89
video clips to slides in PowerPoint, 228-229
worksheets in Excel, 152

adjusting

animation direction in PowerPoint, 241
aspect ratio in PowerPoint, 203
background color in Word, 85
cell alignment in Excel, 132-133
chart data in Excel, 189
chart layout in Excel, 186
chart style in Excel, 185
chart type in Excel, 184
color

about, 34

of ink in pen/laser pointer tools, 251

of pages in Word, 99

of text in Word, 64
color schemes, 8-9
column width in Word, 101
default font/size in Word, 65
duration of effects in PowerPoint, 243
font

in Excel, 134-135

in PowerPoint, 216-217

in Word, 62
font size

in Excel, 134-135

in PowerPoint, 217
form views in Access, 272
number formats in Excel, 136
orientation of data in Excel, 133
page setup options in Excel, 154-155
slide layout in PowerPoint, 210-211
slide size in PowerPoint, 212-213
table views in Access, 264-265
text size in Word, 63
views

in PowerPoint, 206-207

in Word, 54-55



aligning text, 66, 222
Alt Text, 29
analyzing data, in Excel, 164-165
animations (PowerPoint), 240-243
app window, 6
applying
absolute cell reference sin Excel, 172-173
artistic effects, 35
cell styles in Excel, 140
conditional formatting in Excel, 142-143
data bars in Excel, 143
relative cell references in Excel, 172-173
Sparkline styles in Excel, 191
styles
to graphics, 35
to tables in Word, 92
in Word, 79
text formatting
in PowerPoint, 217
in Word, 63
themes
in Excel, 141
in PowerPoint, 220
in Word, 84
appointments (Outlook), 300-301, 310-311
apps
exiting, 4-5
online, 44-45, 46
starting, 4-5
using with a touch screen, 16-17
arguments (Excel), 174
artistic effects, applying, 35
aspect ratio, for PowerPoint slides, 203
assigning
range names in Excel, 148-149

sounds as transition effects in PowerPoint, 239

themes in Word, 84-85

AutoCorrect, customizing in Word,
108-109

AutoFill, using in Excel, 128-129
AutoSum, using in Excel, 178-179

backgrounds
changing color in Word, 85
inserting songs in PowerPoint, 245
removing from images, 35
troubleshooting, 9

Backstage view, 7

Bcc, 313

borders, adding in Word, 86-87

bulleted lists, creating in Word, 75

Business Card view (Outlook), 303

buttons, removing from Quick Access Toolbar, 15

C
captions, adding in PowerPoint, 205
Cc, 313
cells
adding
borders in Excel, 138-139
shading in Excel, 138-139
adjusting alignment in Excel, 132-133
clearing in Excel, 150-151
entering data in Excel, 124-125
indenting data in Excel, 133
ranges of, in Excel, 168
referencing in Excel, 168, 171
selecting
in Access, 27
in Excel, 27, 126-127
table, 91
totaling in Excel with AutoSum, 178-179
centering data across columns in Excel, 131
charts
adding
elements in Excel, 187
to slides in PowerPoint, 226-227
adjusting
data in Excel, 189
layout in Excel, 186
style in Excel, 185
type in Excel, 184
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charts (continued)
as an analysis choice in Excel, 165
creating in Excel, 180-181
deleting in Excel, 182
formatting
elements in Excel, 188
in PowerPoint, 227
moving in Excel, 182
resizing in Excel, 182
checking spelling and grammar in Word, 106-107
Clear Contents (Excel), 151
Clear Formats (Excel), 151
clearing
cells in Excel, 150-151
formatting in Word, 77
searches, 11
cloud, 36-37
color
adjusting
about, 34
color schemes, 8-9
for pages in Word, 99
for text in Word, 64
background, 85
of ink in pen/laser tools, 251
columns
adding to tables in PowerPoint, 225
adjusting width in Word, 101
centering across, in Excel, 131
creating in Word, 88-89
deleting in Excel, 151
freezing titles on-screen in Excel, 147
inserting in Excel, 145
labels for, in PivotTables, 193
resizing in Excel, 146
selecting in Excel, 127
combining reviewers’ changes in Word, 118-119
commands, 12, 14-15
comments (Word), 101, 120-121
composing messages in Qutlook, 312-313
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compressing pictures, 29
conditional formatting, applying in Excel, 142-143
contacts, creating in Outlook, 302-303
copying
absolute references in Excel, 173
animation effects in PowerPoint, 241
cell formatting in Excel, 135
formatting in Word, 76
relative references in Excel, 172
slides in PowerPoint, 209
worksheets in Excel, 156
corner handles, 33
correcting images, 34
creating
blank databases in Access, 260-261
charts in Excel, 180-181
column breaks in Word, 89
columns in Word, 88-89
contacts in Outlook, 302-303
custom animations in PowerPoint, 242-243
custom borders in Word, 87
custom Llists in Excel, 129
databases based on templates in Access, 258-259
files, 18-19
folders in OneDrive, 49
forms in Access, 270-271
formulas in Excel, 170-171
handouts in PowerPoint, 249
lists in Word, 74-75
message rules in Outlook, 322-323
photo album presentations in PowerPoint, 204-205
PivotCharts, 196-197
PivotTables in Excel, 194-195
presentations in PowerPoint, 202-203
Quick Parts in Word, 58-59
Quick Styles in Word, 78
reports in Access, 292-295
rules for conditional formatting in Excel, 143
shortcuts to apps, 5
speaker notes in PowerPoint, 246-247



tables
in Access, 262-263
in Excel, 160-161
tasks in Outlook, 304-305
templates for Word, 81
Creative Commons, 31
cropping pictures, 34
custom Llists, creating in Excel, 129
customizing
AutoCorrect in Word, 108-109
Navigation bar in Outlook, 308-309
Quick Access Toolbar, 14-15
reports in Access, 295
styles in Word, 79

data
analyzing in Excel, 164-165
finding and replacing in Excel, 158-159
formatting with styles in Excel, 140-141
selecting, 26-27

viewing trends in Excel using Sparklines,
190-191

data bars, applying in Excel, 143
databases
about, 256-257
creating based on templates in Access, 258-259
creating blanks in Access, 260-261
opening in Access, 261
planning, 257
Datasheet view (Access), 265
decimals, increasing/decreasing in Excel, 137
decreasing decimals in Excel, 137
defining slide transitions in PowerPoint, 238-239
definitions, displaying in Word, 111
deleting
animations in PowerPoint, 243
backgrounds from images, 35
buttons from Quick Access Toolbar, 15
charts in Excel, 182

columns in Excel, 151
comments in Word, 121
conditional formatting in Excel, 143
fields

in Access, 267, 274, 293

from PivotTables, 195
footers in Word, 95
forms in Access, 271
headers in Word, 95
message rules in Outlook, 323
messages in Outlook, 319
notes

in Excel, 167

in Outlook, 307
Quick Parts in Word, 59
records in Access, 282, 283
rows in Excel, 151
section markers in PowerPoint, 237
slides in PowerPoint, 233
sort order in Access, 285
styles in Word, 79
tab stops in Word, 70

tables
in Access, 263
in Word, 91

transition effects in PowerPoint, 239
worksheets in Excel, 157
Design view (Access), 264, 272

desktop apps, opening documents in, from OneDrive,
46-47

dialog boxes, launching, 13
Dictionary (Word), 111
displaying
calculations in tatus bar in Excel, 179
definitions in Word, 111
labels in Outlook, 309
Quick Access Toolbar, 14
sections in PowerPoint, 237
synonyms in Word, 111
Windows taskbar, 253

327



documents
about, 37
navigating in Word, 104-105
opening
about, 37, 44
in desktop apps from OneDrive, 46-47
passwords for shared, 51
saving in Word, 119
sharing
about, 37
from Microsoft 365, 40-41
using OneDrive, 50-51
via email, 50
via links, 51
tracking changes in Word, 114-115
translating in Word, 113
uploading to OneDrive, 48-49
drawing outlines, 35
drop-down lists, 279

E
editing
formulas in Excel, 171
functions in Excel, 177
slide text in PowerPoint, 215
text in Word, 57
Editing mode, 45
Editor (Word), correcting errors via, 106-107
effects, adding, 35
email, sharing documents via, 50
endnotes, inserting in Word, 97
entering cell data in Excel, 124-125
Excel. See Microsoft Excel
exclusion, filtering by, in Access, 287
exiting apps, 4-5

F

Field Properties area (Access), 265
fields (Access)

about, 256

adding to tables, 266
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deleting
in forms, 274
from reports, 293
from tables, 267
hiding in tables, 268
moving
in forms, 273
in tables, 269
files
creating, 18-19
opening, 22-23
printing, 24-25
saving, 20-21
sending attachments in Outlook, 314
types, 21
fill color, adding in Excel, 139
filtering
PivotCharts, 197
PivotTable information, 193
records in Access, 286-287
tables in Excel, 162-163
finding and replacing
data in Excel, 158-159
text in Word, 102-103
flipping graphics, 34
Folder pane (Outlook), 311
folders (OneDrive), 47, 49
font/font size, adjusting
default in Word, 65
in Excel, 134-135
in PowerPoint, 216-217
in Word, 62
Font dialog box (Word), 65
footers, adding in Word, 94-95
footnotes, inserting in Word, 96-97
form fields, formatting in Access, 275
form views, adjusting in Access, 272
formatting
as an analysis choice in Excel, 165
chart elements in Excel, 188



charts in PowerPoint, 227
clearing in Word, 77
copying in Word, 76
data with styles in Excel, 140-141
form fields in Access, 275
with styles in Word, 78-79
forms (Access)
about, 257
adding records using, 278-279
creating, 270-271
deleting
about, 271
fields in, 274
records using, 283
filtering by, 287
moving fields in, 273
navigating records using, 280
searching for records using, 281
sorting using, 285
Formula Bar, typing data into in Excel, 125
formulas (Excel), 168-171
forwarding messages in Outlook, 317
freezing column/row titles on-screen in Excel, 147
functions (Excel), 174-177

G

galleries, choosing items from, 13
grammar, checking in Word, 106-107
grand totals, in PivotTables, 193
graphic objects

applying styles to, 35

flipping, 34

modification techniques for, 34-35

moving, 33

resizing, 32-33

rotating, 34

zooming in PowerPoint, 252

H

handouts, creating in PowerPoint, 249
headers, adding in Word, 94-95

headings, navigating documents using, 104-105
hiding

fields in tables in Access, 268

sections in PowerPoint, 237

slides in PowerPoint, 233, 251
highlighting text in Word, 100

I
images
adding borders, 35
compressing, 29
correcting, 34
cropping, 34
inserting from PCs, 28-29
online, 30-31
removing backgrounds from, 35
zooming in Word, 55
increasing decimals in Excel, 137
indenting
cell data in Excel, 133
text in Word, 68-69
Insert mode (Word), 57
Insert Options button (Excel), 145
inserting
background songs in PowerPoint, 245
columns in Excel, 145
comments in Word, 101
endnotes in Word, 97
footnotes in Word, 96-97
functions in Excel, 176-177
notes in Excel, 166-167
online pictures, 30-31
online videos in Word, 82-83
page breaks in Excel, 155
pictures from PCs, 28-29
PivotTable Slicers, 198-199
Quick Parts in Word, 58-59
rows in Excel, 144-145
slides in PowerPoint, 208-209
Sparklines in Excel, 190
symbols in Word, 60-61
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inserting (continued)
table rows/columns in Word, 93
tables in Word, 90-91

J

junk e-mail, screening in Outlook, 320-321
Junk Email folder (Outlook), 321

cloud and, 36-37

searching for Ribbon commands, 10-11
sharing documents from, 40-41
signing in to, 38-39

signing out of, 39

starting apps, 4-5

using apps with touch screen, 16-17

K Microsoft 365 Indicator, 6
Microsoft 365 Web apps, 36

keyboard shortcuts, 27, 127 Microsoft Access

L

labels, displaying in Outlook, 309

Layout tools (Word), setting margins using, 72

Layout view (Access), 272

layout views, switching in Word, 55
leader tabs (Word), 70

line spacing, setting, 67, 221

links, sharing documents via, 51

lists, creating in Word, 74-75

locking tracked changes in Word, 116-117

M

margins, setting in Word, 72-73
mathematical operators, in Excel, 169
menus, running commands from, 12
message rules (Outlook), 322-323
messages (Outlook)
composing, 312-313
deleting, 319
forwarding, 317
reading incoming, 315
replying to, 316-317
saving as drafts, 313
sending, 312-313
Microsoft 365. See also specific topics
app window, 6
Backstage view, 7
adjusting
color schemes, 8-9
default font and size, 65
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adding
fields to tables, 266
records, 276-279
adjusting
form views, 272
table views, 264-265
creating
blank databases, 260-261
databases based on templates, 258-259
forms, 270-271
reports, 292-295
tables, 262-263
customizing reports, 295
database basics, 256-257
deleting
fields, 267, 274
records, 282, 283
filtering records, 286-287
formatting form fields, 275
hiding fields in tables, 268
moving fields, 269, 273
navigating records using forms, 280
performing Simple Queries, 288-291
printing reports, 295
searching for records using forms, 281
selecting cells in, 27
sorting
records, 284-285
tables, 284
using forms, 285



Microsoft Excel

adding
cell borders, 138-139
cell shading, 138-139
chart elements, 187
fill color, 139
worksheets, 152
adjusting
cell alignment, 132-133
chart data, 189
chart layout, 186
chart style, 185
chart type, 184
font and size, 134-135
number formats, 136
orientation of data, 133
page setup options, 154-155
analyzing data, 164-165
applying
absolute cell references, 172-173
conditional formatting, 142-143
data bars, 143
relative cell references, 172-173
centering data across columns, 131
clearing cells, 150-151
copying
cell formatting, 135
worksheets, 156
creating
charts, 180-181
custom lists, 129
tables, 160-161
decreasing decimals, 137
deleting
rows/columns, 151
worksheets, 157
entering cell data, 124-125
file types for, 21
filtering tables, 162-163
finding and replacing data, 158-159
formatting

chart elements, 188

data with styles, 140-141
formulas, 168-171
freezing column/row titles on-screen, 147
functions, 174-179
increasing decimals, 137
indenting cell data, 133
inserting

columns, 145

notes, 166-167

page breaks, 155

rows, 144-145
moving

charts, 183

worksheets, 156
naming ranges, 148-149
PivotCharts, 196-197
PivotTables, 192-195, 198-199
printing worksheets, 155
renaming worksheets, 153
resizing

charts, 182

columns, 146

rows, 146
selecting cells in, 27, 126-127
sorting tables, 163
totaling cells with AutoSum, 178-179
turning on text wrapping, 130
using AutoFill, 128-129
viewing data trends using Sparklines, 190-191
worksheet gridlines, 139

Microsoft Outlook

adding

notes, 306-307

senders to contacts, 318
composing messages, 312-313
creating

contacts, 302-303

message rules, 322-323

tasks, 304-305
customizing Navigation bar, 308-309
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Microsoft Outlook (continued)
deleting
message rules, 323
messages, 319
notes, 307
forwarding messages, 317
navigating in, 298-299
reading incoming messages, 315
replying to messages, 316-317
saving messages as drafts, 313
scheduling appointments, 300-301
screening junk e-mail, 320-321
sending
file attachments, 314
messages, 312-313
viewing appointments/tasks, 310-311
Microsoft PowerPoint
adding
animation effects, 240-241
captions, 205
charts to slides, 226-227
columns to tables, 225
rows to tables, 225
slide text, 214-215
tables to slides, 224-225
text boxes to slides, 223
video clips to slides, 228-229
adjusting
font, 216-217
font size, 217
slide layout, 210-211
slide size, 212-213
views, 206-207
aligning text, 222
applying
text formatting, 217
themes, 220
creating
custom animations, 242-243
handouts, 249
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photo album presentations, 204-205
presentations, 202-203
speaker notes, 246-247
defining slide transitions, 238-239
deleting slides, 233
editing slide text, 215
formatting charts, 227
hiding slides, 233, 251
inserting
background songs, 245
slides, 208-209
moving slide objects, 230
organizing slides into sections, 236-237
printing notes, 247
recording narration, 244
rehearsing slideshows, 248-249
reorganizing slides, 232-233
resizing slide objects, 231
reusing slides, 234-325
running slideshows, 250-253
selecting
data in, 26
text color, 218-219
setting line spacing, 221
zooming objects, 252

Microsoft Publisher, 26
Microsoft Word

adding
borders, 86-87
footers, 94-95
headers, 94-95
page number fields, 95
shading to text, 87
vertical lines between columns, 89
adjusting
color of text, 64
font, 62
views in, 54-55
aligning text, 66
applying



formatting to text, 63
table styles, 92
assigning themes, 84-85

checking spelling and grammar,
106-107

clearing formatting, 77
combining reviewers’ changes, 118-119
copying formatting, 76
creating
column breaks, 89
columns, 88-89
lists, 74-75
customizing AutoCorrect, 108-109
Dictionary, 111
editing text, 57
file types for, 21
finding and replacing text, 102-103
formatting with styles, 78-79
highlighting text, 100
indenting text, 68-69
inserting
comments, 101
endnotes, 96-97
footnotes, 96-97
online videos, 82-83
Quick Parts, 58-59
symbols, 60-61
table rows/columns, 93
tables, 90-91
leader tabs, 70
locking tracked changes, 116-117
Mini toolbar, 63
navigating documents, 104-105
Quick Styles, 78
Read mode, 17
Read Mode view, 98-101
removing tab stops, 70
resizing text, 63
ruler, 69
saving documents, 119
selecting data in, 26

setting
default margins, 73
line spacing, 67
margins, 72-73
Quick Indents, 68
Quick Tabs, 70
tabs, 70-71
Thesaurus, 110-111
tracking document changes, 114-115
translating text, 112-113
troubleshooting print margins in, 73
typing text, 56-57
unlocking tracked changes, 116-117
using Font dialog box, 65
using templates, 80-81
working with comments, 120-121
Mini toolbar (Word), 63
modes, switching, 45
modification techniques, for graphic objects, 34-35
moving
charts in Excel, 182
fields in Access, 269, 273
graphic objects, 33
slide objects in PowerPoint, 230
worksheets in Excel, 156

N

naming ranges in Excel, 148-149
narration, recording in PowerPoint, 244
navigating

documents in Word, 104-105

in Outlook, 298-299

records using forms in Access, 280
Navigation bar, customizing in Outlook, 308-309
Navigation pane (Access), 261
noncontiguous data, selecting in Excel, 181
Normal view (PowerPoint), 206, 232
notes

adding in Outlook, 306-307

deleting in Outlook, 307

inserting in Excel, 166-167

333



Notes Page view (PowerPoint), 247
Notes pane (PowerPoint), 246

number formats, changing in Excel, 136
number series, AutoFill and, 129
numbered lists, creating in Word, 75

0
OneDrive
about, 36
creating folders in, 49
opening documents in desktop apps from, 46-47
sharing documents using, 50-51
signing in to/out of, 42-43
uploading documents to, 48-49
using online apps in, 44-45
online apps, 44-46
online document tools, 37
online pictures, inserting, 30-31
online videos, inserting in Word, 82-83
opening
databases in Access, 261
dialog boxes, 13
documents
about, 37, 44
in desktop apps from OneDrive, 46-47
to share, 50
files, 22-23
operator precedence, in Excel, 169
OR criteria, 287
orientation, adjusting in Excel, 133, 154
Outline view (PowerPoint), 206
outlines, drawing, 35
Outlook. See Microsoft Outlook
Overtype mode (Word), 57

P

page borders, adding in Word, 87
page breaks, inserting in Excel, 155
page numbers, adding in Word, 95
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pages
changing setup options in Excel, 154-155
navigating documents using, 105
paragraph borders, adding in Word, 86
passwords, 51, 117
PCs, inserting pictures from, 28-29
personal settings, 36

photo album presentations, creating in PowerPoint,
204-205

PivotCharts, creating, 196-197
PivotTables (Excel), 192-199
Playback tab (PowerPoint), 229
playing inserted videos, in Word, 83
PowerPoint. See Microsoft PowerPoint
presentations, creating in PowerPoint, 202-203
Presenter view (PowerPoint), 253
preset Quick Parts, 59
primary key, 277
printing
files, 24-25
notes in PowerPoint, 247
reports in Access, 295
troubleshooting in Word, 73
worksheets in Excel, 155
Program Window controls, 6
public domain, 31

Q

queries (Access), 257, 290-291

Quick Access Toolbar (QAT), 14-16, 25
Quick Analysis button (Excel), 165, 181
Quick Borders, adding in Excel, 138
Quick Parts, inserting in Word, 58-59

R

ranges, naming in Excel, 148-149

Read mode (Word), 17, 98-101

reading incoming messages, in Outlook, 315
Reading view (PowerPoint), 207



recording narration, in PowerPoint, 244
records (Access)

adding, 276-279

deleting, 282, 283

filtering, 286-287

navigating using forms, 280

searching for using forms, 281

sorting, 284-285
records (Access), 256
reference operators, in Excel, 169
referencing cells, in Excel, 168, 171
relative cell references, applying in Excel, 172-173
renaming

table fields in Access, 263

worksheets in Excel, 153
replying

to comments in Word, 121

to messages in Outlook, 316-317
report filter, in PivotTables, 193
reports (Access), 257, 292-295
resizing

charts in Excel, 182

columns in Excel, 146

graphic objects, 32-33

PowerPoint pane, 207

Ribbon, 13

rows in Excel, 146

slide objects in PowerPoint, 231
restoring junk e-mail to safe list, in Outlook, 321
reusing slides, in PowerPoint, 234-325
Reviewing mode, 45
Ribbon, 6, 10-13, 180
rotating graphics, 34
row labels, in PivotTables, 193
row titles, freezing on-screen in Excel, 147
rows

adding

to tables in PowerPoint, 225
to tables in Word, 91

deleting in Excel, 151

inserting in Excel, 144-145

resizing in Excel, 146

selecting in Excel, 127
ruler (Word), 69

S

saving
documents in Word, 119
files, 20-21
messages as drafts in Outlook, 313
work in online apps, 45

scheduling appointments, in Outlook,
300-301

screening junk e-mail, in Outlook,
320-321

search bar, 6
Search Document box (Word), 105
searching
clearing searches, 11
for records using forms in Access, 281
for Ribbon commands, 10-11

selecting
cells in Excel, 126-127
data, 26-27

items from galleries, 13
named ranges in Excel, 149
noncontiguous data in Excel, 181
text color in PowerPoint, 218-219
senders, adding to contacts in Outlook, 318
setting
horizontal alignment in Excel, 132
line spacing
in PowerPoint, 221
in Word, 67
margins in Word, 72-73
tabs in Word, 70-71
vertical alignment in Excel, 133
shading, adding to text in Word, 87
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sharing documents
about, 37
from Microsoft 365, 40-41
using OneDrive, 50-51
via email, 50
via links, 51
shortcuts, creating to apps, 5
signing into/out of
the cloud, 36
Microsoft 365, 38-39
OneDrive, 42-43
Simple Queries, performing in Access, 288-291
slide objects (PowerPoint), 230, 231
Slide Sorter view (PowerPoint), 207, 233
slides
adding
charts to in PowerPoint, 226-227
tables to in PowerPoint, 224-225
text boxes to in PowerPoint, 223
text to in PowerPoint, 214-215
video clips to in PowerPoint, 228-229
adjusting
layout in PowerPoint, 210-211
size of in PowerPoint, 212-213
defining transitions in PowerPoint, 238-239
deleting in PowerPoint, 233
duplicating in PowerPoint, 209
editing text on in PowerPoint, 215
hiding in PowerPoint, 233, 251
inserting in PowerPoint, 208-209
organizing into sections in PowerPoint, 236-237
reorganizing in PowerPoint, 232-233
reusing in PowerPoint, 234-325
Slides from Outline command (PowerPoint), 209
slideshows (PowerPoint), 248-253
Sort by Color option (Excel), 163
sorting
records in Access, 284-285
tables
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in Access, 284
in Excel, 163

sounds, assigning as transition effects in
PowerPoint, 239

source data, in PivotTables, 193
Sparklines, 165, 190-191
speaker notes, creating in PowerPoint, 246-247
special characters, adding in Word, 61
spelling, checking in Word, 106-107
starting apps, 4-5
Status Bar, 6, 179
structure, of formulas in Excel, 168
styles
applying to graphics, 35
formatting
data with, in Excel, 140-141
with in Word, 78-79
table, 92
subtotals, in PivotTables, 193
switching
to Datasheet view in Access, 265
to Design view in Access, 264, 272
to Layout view in Access, 272
layout views in Word, 55
modes, 45
symbols, inserting in Word, 60-61
synonyms, displaying in Word, 111

T
table cells (Word), 91
table rows/columns, inserting in Word, 93
table views, changing in Access, 264-265
tables
about, 256
adding
columns to in PowerPoint, 225
fields to in Access, 266
to queries in Access, 291
records to in Access, 276-277



rows to in PowerPoint, 225
to slides in PowerPoint, 224-225
as an analysis choice in Excel, 165
creating
in Access, 262-263
in Excel, 160-161
deleting
in Access, 263
fields from in Access, 267
records from in Access, 282
filtering in Excel, 162-163
formatting as in Excel, 141
hiding fields in, in Access, 268
inserting in Word, 90-91
moving fields in, in Access, 269
relationships with, 289
renaming fields in Access, 263
sorting
in Access, 284
in Excel, 163
tabs, setting in Word, 70-71
tasks (Outlook), 304-305, 310-311
templates
creating
databases based on, in Access, 258-259
files from, 19
Microsoft Word, 80-81
text
adding shading to in Word, 87
adjusting color of in Word, 64
aligning
in PowerPoint, 222
in Word, 66
applying formatting to in Word, 63
choosing color of in PowerPoint, 218-219
editing in Word, 57
finding and replacing in Word, 102-103
highlighting in Word, 100
indenting in Word, 68-69
resizing in Word, 63

translating in Word, 112-113
typing in Word, 56-57
text boxes, adding to slides in PowerPoint, 223
text series, AutoFill and, 128
text wrapping, 33, 130
themes
applying in Excel, 141
applying in PowerPoint, 220
assigning in Word, 84-85
Thesaurus (Word), 110-111
thumbnails (PowerPoint), 251
title bar, 6
totals, as an analysis choice in Excel, 165
touch screen, using apps with, 16-17
Touch/Mouse mode, adding to Quick Access Toolbar, 16
tracking document changes, in Word, 114-115
translating, 99, 112-113
troubleshooting
AutoCorrect in Word, 109
AutoFilter in Excel, 163
backgrounds, 9
cell width in Excel, 125
endnotes, 97
footnotes, 97
inserting pictures, 29
margin settings in Word, 73
Outlook, 301
Ribbon tabs, 13
slide text, 215
track changes in Word, 117, 119
translation in Word, 113
turning on/off

automatic spelling and grammar checking
in Word, 107

text wrapping in Excel, 130

tracking in Word, 114

worksheet gridlines in Excel, 139
typing

into cells in Excel, 124-125

text in Word, 56-57
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U

unlocking tracked changes, in Word, 116-117
uploading documents, to OneDrive, 48-49

')

Values area, in PivotTables, 193
vertical lines, adding between columns in Word, 89
video clips, adding to slides in PowerPoint, 228-229
View Shortcuts feature, 6
viewing
appointments/tasks in Outlook, 310-311
data trends in Excel using Sparklines, 190-191
notes in Excel, 167
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Viewing mode, 45
views, adjusting, 54-55, 206-207

W

web apps (Microsoft 365), 36

Windows taskbar, displaying, 253

Word. See Microsoft Word

worksheet gridlines (Excel), 139

worksheets (Excel), 152, 153, 155, 156, 157

Z

Zoom tool, 6, 54, 207, 252



WILEY END USER LICENSE AGREEMENT

Go to www.wiley.com/go/eula to access Wiley’s ebook EULA.


http://www.wiley.com/go/eula

	Title Page
	Copyright Page
	Table of Contents
	Part 1 Microsoft 365 Features
	Chapter 1 
Microsoft 365 Basics
	Start and Exit Microsoft 365 Apps
	Explore the App Window
	Work with Backstage View
	Change the Color Scheme
	Search for a Ribbon Command
	Work with the Ribbon
	Customize the Quick Access Toolbar
	Using a Microsoft 365 App with a Touch Screen

	Chapter 2 
Working with Files
	Create a New File
	Save a File
	Open a File
	Print a File
	Select Data

	Chapter 3
Microsoft 365 Graphics Tools
	Insert a Picture from Your PC
	Insert an Online Picture
	Resize and Move Graphic Objects
	Understanding Graphics Modification Techniques

	Chapter 4
Working with Microsoft 365 Files Online
	Microsoft 365 and the Cloud
	Sign In to Microsoft 365
	Share a Document from Microsoft 365
	Sign In to OneDrive
	Using an Online App in OneDrive
	Open a Document in a Desktop App from OneDrive
	Upload a Document to OneDrive
	Share a Document Using OneDrive


	Part 2 Word
	Chapter 5
Adding Text 
	Change Word’s Views
	Type and Edit Text
	Insert Quick Parts
	Insert Symbols

	Chapter 6
Formatting Text
	Change the Font, Size, and Color
	Align Text
	Set Line Spacing
	Indent Text
	Set Tabs
	Set Margins
	Create Lists
	Copy Formatting
	Clear Formatting
	Format with Styles
	Using a Template

	Chapter 7
Adding Extra Touches
	Insert an Online Video
	Assign a Theme
	Add Borders
	Create Columns
	Insert a Table
	Apply Table Styles
	Insert Table Rows or Columns
	Add Headers and Footers
	Insert Footnotes and Endnotes

	Chapter 8
Reviewing Documents
	Work in Read Mode View
	Find and Replace Text
	Navigate Document Content
	Check Spelling and Grammar
	Customize AutoCorrect
	Using Word’s Thesaurus and Dictionary
	Translate Text
	Track and Review Document Changes
	Lock and Unlock Tracking
	Combine Reviewers’ Changes
	Work with Comments


	Part 3 Excel
	Chapter 9
Building Spreadsheets
	Enter Cell Data
	Select Cells
	Using AutoFill for Faster Data Entry
	Turn On Text Wrapping
	Center Data Across Columns
	Adjust Cell Alignment
	Change the Font and Size
	Change Number Formats
	Increase or Decrease Decimals
	Add Cell Borders and Shading
	Format Data with Styles
	Apply Conditional Formatting
	Insert Rows and Columns
	Resize Columns and Rows
	Freeze Column and Row Titles On‐Screen
	Name a Range
	Clear or Delete Cells

	Chapter 10
Worksheet Basics
	Add a Worksheet
	Rename a Worksheet
	Change Page Setup Options
	Move or Copy Worksheets
	Delete a Worksheet
	Find and Replace Data
	Create a Table
	Filter or Sort Table Information
	Analyze Data Quickly
	Understanding Data Analysis Choices
	Insert a Note

	Chapter 11
Working with Formulas and Functions
	Understanding Formulas
	Create a Formula
	Apply Absolute and Relative Cell References
	Understanding Functions
	Insert a Function
	Total Cells with AutoSum

	Chapter 12
Working with Charts
	Create a Chart
	Move and Resize Charts
	Change the Chart Type
	Change the Chart Style
	Change the Chart Layout
	Add Chart Elements
	Format Chart Elements
	Change the Chart Data
	Using Sparklines to View Data Trends
	Understanding PivotTables
	Create a PivotTable
	Create a PivotChart
	Insert a PivotTable Slicer


	Part 4 PowerPoint
	Chapter 13
Creating a Presentation 
	Create a New Presentation
	Create a Photo Album Presentation
	Change PowerPoint Views
	Insert Slides
	Change the Slide Layout
	Change the Slide Size

	Chapter 14
Populating Presentation Slides
	Add and Edit Slide Text
	Change the Font, Size, and Color
	Apply a Theme
	Set Line Spacing
	Align Text
	Add a Text Box to a Slide
	Add a Table to a Slide
	Add a Chart to a Slide
	Add a Video Clip to a Slide
	Move a Slide Object
	Resize a Slide Object

	Chapter 15
Assembling and Presenting a Slideshow
	Reorganize Slides
	Reuse a Slide
	Organize Slides into Sections
	Define Slide Transitions
	Add Animation Effects
	Create a Custom Animation
	Record Narration
	Insert a Background Song
	Create Speaker Notes
	Rehearse a Slideshow
	Run a Slideshow


	Part 5 Access
	Chapter 16
Database Basics
	Understanding Database Basics
	Create a Database Based on a Template
	Create a Blank Database
	Create a New Table
	Change Table Views
	Add a Field to a Table
	Delete a Field from a Table
	Hide a Field in a Table
	Move a Field in a Table
	Create a Form
	Change Form Views
	Move a Field in a Form
	Delete a Field in a Form
	Format Form Fields

	Chapter 17
Adding, Finding, and Querying Data
	Add Records to a Table
	Add a Record Using a Form
	Navigate Records Using a Form
	Search for a Record Using a Form
	Delete a Record from a Table
	Delete a Record Using a Form
	Sort Records
	Filter Records
	Perform a Simple Query
	Create a Report


	Part 6 Outlook
	Chapter 18
Organizing with Outlook
	Navigate in Outlook
	Schedule an Appointment
	Create a New Contact
	Create a New Task
	Add a Note
	Customize the Navigation Bar
	Peek at Appointments and Tasks

	Chapter 19
E-mailing with Outlook
	Compose and Send a Message
	Send a File Attachment
	Read an Incoming Message
	Reply to or Forward a Message
	Add a Sender to Your Outlook Contacts
	Delete a Message
	Screen Junk E‐Mail
	Create a Message Rule


	Index
	EULA 



visifitty

Microsoft 365




