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Introduction

Microsoft was committed to making Office for Mac 2011 a significant improvement over previous versions. To that end, the company focused on collaboration, compatibility, and ease of use, and laid out a four-pronged approach:

• Incorporate features from Office 2007 that were not added to Office 2008 for Mac.

• Incorporate Office 2007 features that did not get added, as well as the latest updates to those features that were made in Office 2010.

• Incorporate the new features introduced in Office 2010 for maximum compatibility.

• Add new features to Office for Mac 2011 that are unique to it.

Additionally, Microsoft had the goal of making Office for Mac truly Mac-like. Mac BU (Mac Business Unit), the Microsoft team responsible for developing Office for Mac, consists of team members who are really Mac users. They personally know and understand what Mac users want and consistently seek out and use customer feedback to identify, prioritize, and improve Office specifically for Mac users.

In my opinion, Microsoft met and exceeded its goals with this release. It achieved a high degree of parity between the PC and Mac versions while integrating uniquely Mac functions, such as the Spotlight. Users who must switch between platforms will find the majority of the tasks they need to perform on a daily basis to be nearly identical.

If I had to point to the most outstanding achievements in this release of Office, I would name Outlook and the return of Visual Basic for Applications (VBA). Although the Mac version of Outlook doesn’t have every single feature as the PC version, at least Mac users are fully integrated into systems that use Exchange Server now. Programmers who use VBA to design full-blown applications that sit on top of Office are ecstatic about VBA’s return. Office 2008 for Mac dropped VBA completely, making all previously designed VBA applications useless.

For nonprogrammers and non-Exchange users, I point to the suite-wide implementation of the ribbon as the most impressive achievement. Features with rich functionality, previously buried in the menu system, bubble up to the top in the ribbon where users can see them and use them more easily. The ribbon evolved from the Elements Gallery in Office 2008 but now includes many more features (on a par with the ribbon from the Windows version of Office). The collaboration features take a very close second to the ribbon—only because collaboration is not a necessity for a large number of users. If reviewed on merit alone, the collaboration features are wonderfully easy to use and fill a great need in the editorial process. Now using collaboration on SharePoint or SkyDrive, there is only one version of a file—no more Proposal-Final.docx, Proposal-Final-2.docx, or Proposal-Really-the Final-One.docx.



How This Book Is Organized

This book introduces you to the Office for Mac 2011 applications, including Word, Outlook, PowerPoint, and Excel, and shows you how to use the most prominent features of each. It’s a lot to cover in so few pages, but I cover the functions in each application that will make you productive the fastest.

Using Microsoft Office for Mac 2011 is broken into five sections: one section for each of the four applications and a fifth section that teaches you how to use the collaboration features of Office. For Word, PowerPoint, and Excel, each section includes an introductory chapter to make you comfortable with the basics and subsequent chapters that teach you how to enhance your work and use productivity tools. The Exchange section covers E-mail, Contacts, Calendar, Tasks, and Notes.

In the book, I provide you with the following:

• Basic concepts for novice users

• More advanced information for experienced users

• My personal recommendations for how to do things

• Real-life examples to help you understand the usefulness of features

• Explanations of why you do something and not just how to do it



Using This Book

This book enables you to customize your own learning experience. The step-by-step instructions in the book give you a solid foundation in using Office for Mac 2011, while rich and varied online content, including video tutorials and audio sidebars, provide the following:

• Demonstrations of step-by-step tasks covered in the book

• Additional tips or information on a topic

• Practical advice and suggestions

• Direction for more advanced tasks not covered in the book

Here’s a quick look at a few structural features designed to help you get the most out of this book:

• Chapter overview: At the beginning of each chapter is a brief summary of topics addressed in that chapter. This overview enables you to quickly see what is covered in the chapter.

• Notes: Notes provide additional commentary or explanation that doesn’t fit neatly into the surrounding text. Notes give detailed explanations of how something works, alternative ways of performing a task, shortcuts, workarounds, ways to avoid pitfalls, and cautions.

• Cross-references: Many topics are connected to other topics in various ways. Cross-references help you link related information together, no matter where that information appears in the book. When another section is related to one you are reading, a cross-reference directs you to a specific page in the book on which you can find the related information.

[image: image] LET ME TRY IT

Tasks are presented in a step-by-step sequence so you can easily follow along.

[image: image] SHOW ME Media—This Is a Show Me

Video walks through tasks you’ve just got to see, including bonus advanced techniques.

[image: image] TELL ME MORE Media—This Is a Tell Me More

Audio delivers practical insights straight from the experts.
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1. Getting Started with Word


In this chapter, you take a tour of Word’s window, learn how to create and e-mail a document, and set the preferences for Word.



Word! There it is. For good or ill, it’s the undisputed king of the word processing world. Now the Mac version is no longer the pretender to the throne of its Microsoft brother, but a full-fledged joint ruler. Let’s examine the royal pedigree.

This chapter covers the application window; basics tasks of creating, saving, e-mailing, and printing a document; and some of the Word preferences I recommend you set right away.



Selecting a Document Template

When you start Word, the Word Document Gallery, shown in Figure 1.1, opens by default. This window enables you to select a template for the document you want to create. Word has templates for all types of documents, such as calendars, invitations, posters, flyers, catalogs, newsletters, brochures, fax cover sheets, and so on.

Figure 1.1 The plain, vanilla Word document template is called, surprisingly enough, Word Document.

[image: image]

To select a template, first select the category in the Templates pane on the far left, click the template you want to use in the middle pane, and click the Choose button. Word names the new document Document1 for you, but you can give it a more appropriate name when you save the document.

If you don’t think you want to be bothered with the Document Gallery, you could click the Don’t Show This When Opening Word check box at the bottom of the screen. The next time you start Word, the Word Document Gallery will not open, and Word will create a document for you automatically.


If you have turned off the Word Document Gallery, you can turn it back on by setting a preference. See the “Setting the Word Document Gallery Preference” section later in this chapter.





Exploring the Word Window

Before you start using Word to type a document, you might need to take a short tour of the Word window. It’s designed to give you information about your document and make commands available to you. Word does this with a number of different screen elements, most of which can be turned on or off.

Before starting the tour, if you want your screen to match Figure 1.2, click the Print Layout View button in the lower-left corner. Then you can refer to the figure as the tour takes you from the top of the screen and moves down. If your screen doesn’t display all the elements described, don’t worry; the element just hasn’t been turned on in the View Preferences. (You learn how to set these preferences later in this chapter.)

Figure 1.2 The print layout view shows more screen elements than any other view.

[image: image]

At the top of the window, you can see the Word menu bar. It displays in the Mac menu bar, as all good little Mac applications do. (On a Mac, you never have more than one menu bar displaying at a time. Only the current application’s menu is displayed.)

The title bar, which displays the name of the current document, is below the menu bar. This bar also contains the red, yellow, and green buttons that close, minimize, and zoom the Word window.

The toolbar area is just under the title bar. It can expand to display two toolbars, each on a separate line.

An element called the ribbon is located just below the toolbar area. Of all the screen elements, it’s definitely the dominant one. You learn more about the ribbon later in this chapter.

Below the ribbon is the horizontal ruler that displays the indents and tabs. The vertical ruler appears on the left side of the screen, but it displays only in the print layout view.

The vertical scroll bar appears on the right side of the screen. At the bottom of the bar are two navigation buttons for scrolling up and down in the document and the Browse Object control.

[image: image] To learn more about using the Browse Object control, see “Using Browse Objects” in Chapter 2, “Editing Documents.”

Across the bottom of the screen is the horizontal scroll bar, which appears only when necessary and, therefore, is not shown in Figure 1.2. Below that is the status bar, which contains the view buttons on the far left, followed by various document information and status indicators (discussed later in this chapter), and the zoom control on the far right.



Touring the Menus

I’m going to spare you a long discussion of the menu bar because I assume you didn’t just fall off the turnip truck. (Bless your heart, as we say in the South.) I will say that the menu bar changes slightly when you use different templates. For example, if you use the Calendar template, a new menu option called Calendar appears on the menu bar.


Menus are also good sources for finding keyboard shortcuts. Many commands list their shortcuts on the right side of the menu.



The only specific menu I’m going to call your attention to is the Script menu. That’s the one represented by the three-dimensional “S” just to the left of the Help menu, as shown in Figure 1.3.

Figure 1.3 The Script menu contains Automator workflows.

[image: image]

If you’re upgrading from a version of Word or Office for Mac that predates the 2008 version, you’ve never seen this menu before. It contains Automator workflows. Office comes with a library of Automator workflows, which, similar to macros, perform repetitive tasks. The Word workflows are preloaded for you on the Scripts menu, and you can create your own workflow to add to the menu.

If you’d like to learn more about Automator workflows, listen to the audio file I’ve recorded for you.




Tell Me More: Media 1.1—Creating Automator Workflows

[image: image]

Access this audio recording through your registered Web edition at my.safaribooksonline.com/9780132174718/media.





Getting Familiar with the Toolbars

By default, Word displays only the Standard toolbar. This toolbar contains tools for commands you use in the general course of creating and editing a document: Save, Copy, Cut, Paste, Undo, Redo, and so on. The only other toolbar that exists in Word 2011 is the Formatting toolbar. If you turn it on, it displays on a second line under the Standard toolbar.



Getting Familiar with the Ribbon

The ribbon is like a toolbar on steroids, containing all the tools that previously appeared on individual toolbars in earlier versions of Office. If you are upgrading from Office for Mac 2008, you’ll notice the similarity between the Elements Gallery (now passé) and the ribbon.

The ribbon contains tabs that have tools for specific uses. To access the tools, you click the appropriate tab at the top of the ribbon. For example, if you click the Layout tab, the ribbon displays tools to set the page orientation, page size, margins, background colors, and so on. The Home tab on the ribbon displays all the tools found on the Formatting toolbar and then some, effectively rendering the Formatting toolbar useless, unless you don’t want to use the ribbon at all. (If that’s the case, you can turn it off completely by choosing View, Ribbon.)

If you want to use the ribbon, but it takes up too much room on the screen, you can easily minimize it to just the tabs and expand it again when you want to use it. To minimize the ribbon, click the current tab. To expand the ribbon, click any tab. Alternatively, you can click the caret icon on the far right side of the ribbon bar to minimize it. When the ribbon is minimized, the icon changes to a “V.” If you click the V, the ribbon expands.

After you start creating documents, you will notice that the ribbon is intuitive. If you insert a table, for example, a new tab named Table Layout appears on the ribbon. The ribbon doesn’t open that tab automatically but draws your attention to it by coloring it light purple. Then, if you want to use the tools on that tab, you can click the tab to display them.



Changing the View

Word 2011 has six buttons on the status bar that change the view of the document and one option available only on the View menu. Each view has features that are useful in different situations. Table 1.1 describes the views and when to use them.

Table 1.1 Using Views

[image: image]

[image: image]

Figure 1.4 shows the difference in the amount of text that you can see in the draft view versus the print layout view. Notice that the draft view doesn’t show the header or footer, whitespace, or the graphic.

Figure 1.4 Use the draft view to see more text, but use the print layout view when you want to see how the document will look when printed.

[image: image]

Figure 1.5 shows the same document in the outline view. Notice that the headings are indented like an outline, and the graphic doesn’t show in this view either.

Figure 1.5 Use the outline view to create an outline or quickly review the structure of a document created with heading styles.

[image: image]

Figure 1.6 shows the publishing layout and notebook views. They look similar because both views have a workspace that the document or notebook sits on. You can easily recognize the notebook view, however, because the document actually looks like a notebook.

Figure 1.6 You can customize the workspace in both the publishing layout and the notebook views.

[image: image]



Deciphering the Status Bar

The appearance of the status bar changes depending on the view you are using; however, all views display the view buttons on the far left. The name of the view you are currently using also displays as the first piece of information on the status bar.

In the draft, outline, and print layout views, the status bar contains the following document information:

• The current section number of the document

• The current page number and total number of pages

• The number of the current word (where the insertion point is) and the total number of words in the document

• The status of spelling errors

• The zoom percentage

In the publishing layout and notebook views, a small subset of the preceding information displays in the status bar in addition to special buttons that apply only to the specific views.

In the full screen view, there is no status bar displayed at all!



Viewing Other Screen Features

Three more screen features deserving mention are the Toolbox, the Sidebar, and the Media Browser. Figure 1.7 shows all three of these features.

• Toolbox—The Toolbox has five tabs: Styles (shown in Figure 1.7), Citations, Scrapbook, Reference Tools, and Compatibility Report. To open the Toolbox, click View and click the name of the tab you want. Each tab has a different function; most are explained in later chapters as needed.

• Sidebar—The Sidebar can display the Document Map pane, the Thumbnail pane (shown in Figure 1.7), the Reviewing pane, or the Search pane. To open the Sidebar, click View, Sidebar, and then click the pane you want to view. Each pane has a different purpose, and most of them are explained in later chapters as needed.

• Media Browser—The Media Browser has six tabs: Photos, Audio, Movies, Clip Art, Symbols, and Shapes. To open the Media Browser, click View, Media Browser. The Media Browser groups media of different kinds in one place so you can insert them easily in your documents.

Figure 1.7 It is doubtful you would display the Sidebar, Toolbox, and Media Browser at the same time because they take up so much screen real estate.

[image: image]

[image: image] To learn more about using the Media Browser, see “Inserting Media from the Media Browser” in Chapter 6, “Creating Documents for Publication.”



Working with Documents

Now that you’ve had the tour, you’re ready to work with documents. This section looks at the most rudimentary tasks that deal with documents: creating, saving, printing, and e-mailing.



Creating a New Document

At the beginning of this chapter, you learned that Word automatically creates a new document for you when you open the application. You determine the type of document when you select a template from the Word Document Gallery.

If you don’t have the Word Document Gallery activated, Word creates a “normal” document (that is, it uses the Word Document template). If you don’t want to use a normal document, you can create a different kind of document from within Word and then close the normal document. This is a little more trouble than simply selecting the exact type of document you want to begin with, which is why I recommend you continue to use the Word Document Gallery if you regularly create documents from different templates.

[image: image] LET ME TRY IT



Creating a Different Type of Document from Within Word

To select a different type of document to create, follow these steps:

1. Click File on the menu bar and click New from Template, click the New from Template button (shown in Figure 1.8), or press Shift-Cmd-P. The Word Document Gallery opens.

Figure 1.8 The New from Template button is on the Standard toolbar.

[image: image]

2. Select the category in the left pane, and in the middle pane, click the template that you want.

3. Click the Choose button.

Word keeps each document that you create in its own window, and you can have multiple windows open at the same time.



Saving a Document

I recommend saving a new document very soon after you create it. I like to type the title of the document first, if it has one, and then save it because Word automatically uses the first few words in a document as the suggested name for the document when you save it.

[image: image] LET ME TRY IT



Saving a Document for the First Time

To save a document for the first time, follow these steps:

1. Click File, Save, click the Save button in the Standard toolbar, or press Cmd-S to open the Save dialog box shown in Figure 1.9.

Figure 1.9 You can expand the Save dialog box to show the Finder.

[image: image]

2. Type a name for the document in the Save As text box or accept the suggested name.

3. If your dialog box looks like Figure 1.9, click the button to the right of the Save As text box so the “mini-Finder” replaces the Where text box, as shown in Figure 1.10.

Figure 1.10 The expanded dialog box uses the Finder format to make all locations on the Mac accessible.

[image: image]

4. Navigate to the location where you want to save the file or click the New Folder button, type a name for the new folder, and click Create.

5. Click the Format pop-up button if you need to select a format that makes the document compatible with older software, or if you just need to save the document in a special format, such as an earlier version of Word.


If you see a red warning about compatibility issues in the Save dialog box, click the Compatibility Report button. A window opens with a report, as shown in Figure 1.11. Select an issue to see an explanation, and then fix the issue if possible.

Figure 1.11 The Compatibility Report window lists issues that you can fix or ignore.
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6. Click Save.

After you save a document for the first time, it’s a good idea to continue saving it as you work on it. Even though, by default, Word saves an AutoRecovery file for you every 10 minutes, this is not a substitute for saving the document yourself. The AutoRecovery file is not the actual file you are working on. It’s a temporary file that Word uses to recover the file you’re working on if Word shuts down unexpectedly or gets hung up and causes you to have to force quit. To save a file that has been saved before, just click the Save button in the Standard toolbar or press Cmd-S.



Printing a Document

You might think that printing a document is a simple topic, but Word offers quite a few print features that you should know about. First, consider the fact that you can quickly print one copy of the current document by clicking the Print button in the Standard toolbar. If you have several printers attached to your Mac, Word sends the document to the one you have specified as the default printer. If you don’t remember which one that is, you can point to the button to see a ScreenTip telling you which printer Word is going to send the document to before you click the button (see Figure 1.12).

Figure 1.12 The ScreenTip tells you which printer Word is going to use.

[image: image]

If you want to print a document using a different printer, or you want to print more than one copy, you should use the Print command. The Print command displays the Print dialog box, which has many different options in it.




Show Me: Media 1.2—Printing a Document with the Print Command
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Printing a Document with the Print Command

To print a document using the Print dialog box, follow these steps:

1. Open any document.

2. Click File on the menu bar, and then click Print or press Cmd-P to open the Print dialog box, as shown in Figure 1.13.

Figure 1.13 This Print dialog box is “collapsed.” Figure 1.14 shows the expanded dialog box.

[image: image]

Figure 1.14 After you expand the Print dialog box, it remembers this setting and displays the expanded view every time you use it.

[image: image]

3. Click the Printer pop-up button to display the list of printers installed on your Mac and select the printer you want to use.

4. If necessary, click the button to the right of the Printer drop-down menu to expand the Print menu, as shown in Figure 1.14.

5. In the Copies & Pages section, enter the number of copies that you want to print. Notice that the Collated check box is checked by default. If the document has several pages and you print more than one copy, Word prints one complete copy of the document at a time. In other words, it does not print multiple copies of the first page, followed by multiple copies of the second page, and so on.

6. In the Pages section:

• Print the entire document by selecting All.

• Print the page that the insertion point is on by selecting Current Page.

• Print a range of pages by entering a starting and ending page in the From and To fields.

• Print nonconsecutive pages or more than one range by entering the page numbers or ranges separated by commas. (For example, to print pages 1 through 3 as well as 6 and 9 and pages 12 through 15, you would enter 1–3, 6, 9, 12–15. Although entering the pages in order might be most logical, it is not necessary.)

7. Scroll through the Quick Preview if you want to see the document one last time before you print it.

8. Click Page Setup to set the options shown in Figure 1.15, including the paper size, orientation, and scale. Click OK when finished.

Figure 1.15 Go to the Page Setup dialog box when you want to change the orientation of the printed page.
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9. Click Print to send the document to the printer.



Taking a Closer Look at the Incredible Print Dialog Box

Even though the previous task had nine steps, this description has only scratched the surface of what the print dialog box can do for you. Much of the functionality of the dialog box is buried in the third menu control, which defaults to Copies & Pages. If you click the pop-up button on this control, you see something similar to the options displayed in Figure 1.16. (Different printers may display different options.)

Figure 1.16 Fine-tune the printing of your document to the nth degree with these options.

[image: image]

The Microsoft Word option enables you to specify what you want to print, to print odd or even pages, and to set Print preferences, as shown in Figure 1.17. The Print What pop-up menu has some interesting options, explained in Table 1.2.

Figure 1.17 The Microsoft Word option in the Print dialog box has options for printing more than just a document.

[image: image]

Table 1.2 Print What Pop-Up Menu Options

[image: image]

The Layout option, among other things, enables you to specify the number of pages per sheet to print and the order in which the pages should print on the page. In Figure 1.18, the settings are four pages per sheet and the direction is up and down, left to right.

Figure 1.18 The Two-Sided option is not available unless your printer has duplexing capability.

[image: image]

Additional options may include the following (depending on the printer):

• Color Matching—Enables you to select the color profile that your printer should use.

• Paper Handling—Includes options for the order in which pages should print and the option to scale the page to fit the paper size.

• Paper Feed—Enables you to specify which pages print from which paper trays.

• Cover Page—Enables you to print a cover page (before or after a document) and include billing information. The title at the top of the cover page is determined by the type of cover page you select (standard, classified, confidential, secret, top secret, and unclassified), and the other information on the cover page includes the print job ID, the title of the document, your initials, the print from location, and billing information (if you have specified any).

• Scheduler—Enables you to specify a time that the document will print and to set a priority (which is important if other users are also sending documents to the same printer).

• Color/Quality or PaperType/Quality—Includes options for paper type, resolution, and printing in color or black and white.

• Finishing—Enables you to specify the paper path.

• Supply Levels—Shows the level of ink or toner remaining in the printer.

• Summary—Lists all the options you have selected for Color Matching, Paper Handling, Paper Feed, and so on, as shown in Figure 1.19.

Figure 1.19 Clicking the arrow for a Setting shows the choices that you have made in the Value column.
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E-mailing a Document

One of the features that I have always liked about Word is the ability to e-mail the currently open document right from within Word. You can send it as an attachment or as HTML.




Show Me: Media 1.3—E-mailing a Document
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E-mailing a Document

To send the current document in an e-mail message, follow these steps:

1. Click File on the menu bar, and then click Share.

2. Select E-mail (as Attachment) or E-mail (as HTML).

3. Address the e-mail message that opens, type a subject, add text to the message as needed, and click the Send button. Return to Word to continue working.


Several of the preloaded workflows, found on the Script menu, also interact with e-mail. You can send a PDF or HTML version of the document in e-mail or send selected text from the document in a message.





Creating Special Documents from Templates

Templates are preformatted documents that you can use to create a specific kind of document that may be more complicated than you would ordinarily want to tackle on your own. Chapter 6, “Creating Documents for Publication,” covers many of the publishing templates, but in this chapter, just as an introduction, you look at creating a calendar from a template.




Show Me: Media 1.4—Creating a Calendar from a Template
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Creating a Calendar from a Template

I can’t remember birthdays to save my life, so creating a monthly calendar is a must for me. To create a calendar from a template, follow these steps:

1. Click File, New from Template. The Word Document Gallery opens.

2. Click Calendars in the Templates sidebar, and then click the style you want to use in the middle pane.

3. Click the Colors pop-up in the right sidebar and click a color palette, such as Breeze. The thumbnail in the right sidebar updates to show the color combination that you selected.

4. Click the Fonts pop-up in the right sidebar and select the font you want to use. The thumbnail of the calendar in the right sidebar updates to show the font you selected.

5. Click the Choose button. The Select Calendar Date dialog box opens.

6. Select the Month and Year and click OK. An information box opens, telling you how to select new dates. Click OK.

7. If the calendar template that you selected has a photo in it, click the Media Browser button in the Standard toolbar to access your photos. Click the Photo tab, if necessary, and drag a photo to a photo placeholder.

8. If the calendar template has a text placeholder, click it and enter your own text.

9. On the calendar grid, click in a box for a specific date and type a birthday, appointment, event, and so on.


Press the Tab key to go to the next box in the row. If you are in the last box in a row (Saturday), pressing Tab moves you to the first box in the next row, but watch out! It also selects the date. You should click under the date before you start typing.



10. Save and print the file.



Setting Preferences for Word

Preferences are very important on a Mac. They determine how an application works and how it looks. When you install Office 2011 for Mac, predetermined preferences are loaded, but you can change them so the applications behave the way you want them to.



Exploring the Preferences Dialog Box

The Word preferences in the Preferences dialog box, shown in Figure 1.20, are divided into three categories: Authoring and Proofing Tools, Output and Sharing, and Personal Settings. Each category has several options. When you have some time, you should look at each one of the options in each category just to familiarize yourself with what’s available for your customization.

Figure 1.20 The Preferences dialog box can be a little overwhelming, but the Spotlight can help you find things quickly.
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To select an option in any category, click the icon. To go back to viewing all the options, click the Show All button in the toolbar.


When you need to set a preference but you’re not sure where it is, just type a search word in the Spotlight text box in the upper-right corner. Word highlights all the options that relate to the search phrase and even shows you a list of possible preferences that you might want to select.





Setting a Few Preferences

Before you start exploring all the preferences, let me recommend a few that you should look at first. The particular preferences that I want to call your attention to are in the General, View, and Save categories.

[image: image] LET ME TRY IT



Setting the Word Document Gallery Preference

If you want to take my advice about using the Word Document Gallery, and you have already turned it off, you can turn it on again by following these steps:

1. Click Word on the menu bar and click Preferences to open the Preferences dialog box.

2. Click General in the Authoring and Proofing Tools row.

3. Click the Open Word Document Gallery When Application Opens check box to enable this option. (The check box should be blank if you have disabled the Gallery previously.)

4. Click OK or click the Show All button to go back to the Word Preferences dialog box.

The View preferences I want you to set are for Nonprinting Characters and Window. Nonprinting characters are the symbols for tabs, paragraphs, spaces, and so on. Often it is helpful to have some of these nonprinting characters visible on the screen while you are working. The Window preferences display or hide screen elements, such as the status bar, live word count, and the vertical ruler.
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Setting the View Preferences

To set View preferences, follow these steps:

1. Click Word on the menu bar and then click Preferences to open the Preferences dialog box.

2. Click View in the Authoring and Proofing row to open the preferences shown in Figure 1.21.

Figure 1.21 By default, none of the nonprinting characters display.
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3. Click the check boxes for the nonprinting characters that you want to see on the screen while you are working. I personally like to see the paragraph marks, but I don’t like seeing the spaces.

[image: image] To learn more about the nonprinting characters called “hidden text,” see “Formatting Characters” in Chapter 3, “Formatting Documents.”

4. Click the check boxes for the Window options you want to display. I like to display all the screen elements, but I don’t select Wrap to Window or specify a width for the Style Area.

[image: image] To learn more about the Style Area, see “Applying Styles” in Chapter 3.

5. Click OK or click the Show All button to go back to the Word Preferences dialog box.

The AutoRecover preference is preset for you at an interval of 10 minutes. If you do a lot of typing in 10 minutes (as I do) and your electricity goes out a lot (as mine does), you might want to set the AutoRecover to an interval of 5 minutes (as I have).
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Setting the Save AutoRecover Frequency

There is really no advantage that I can see to increasing the interval of the AutoRecover, but if you want to decrease the interval, which I think is a very good idea, follow these steps:

1. Click Word on the menu bar and then click Preferences to open the Preferences dialog box.

2. Click Save in the Output and Sharing row.

3. Decrease the number of minutes in the Save AutoRecover Info text box.

4. Click OK, or click the Show All button to go back to the Word Preferences dialog box.




2. Editing Documents


Learn the techniques to navigate and preview a document, as well as delete, copy, move, find/replace text, and check your spelling.



If you’ve ever typed even one document in Word, you know that part of the creation process is editing. This chapter tells you how to navigate a document using several different methods, select text, find and replace text, copy and move text, and check the spelling and grammar in the document.



Navigating

Moving around in a document quickly is a key factor in being able to edit a document efficiently. Sometimes you simply want to scroll the document itself to see different locations, but other times you actually want to move the insertion point so that you can make an edit at a specific location.

Before I continue, I probably need to clarify three terms used frequently in this chapter. The insertion point is the vertical bar that always follows your typing. Some people also refer to this symbol as the cursor, but I always refer to it as the insertion point.

The term cursor is also used interchangeably with the term pointer, which refers not to the insertion point, but to the symbol that floats over your document and is controlled by the mouse. For clarity, I always refer to this as the pointer.

Sometimes, the pointer takes the shape of an I-beam, a single-headed arrow, a double-headed arrow, or an icon such as a pencil or eraser, depending on the circumstance. When you hover the pointer over text, it takes the shape of an I-beam, indicating that you can click in the text and the insertion point will move to that location.

Word provides several techniques for navigating, including

• Scroll bars

• Keystrokes

• Browse objects

• Window techniques

• The Find command

No matter what the situation, Word has a useful method or combination of methods that you can use to navigate the document.



Using Scroll Bars

You probably already know how to use scroll bars. Just to review: In the vertical scroll bar, you can scroll through large portions of the document by dragging the bubble in the bar, click the up or down arrows to move a line at a time, or click in the whitespace above or below the bubble in the bar to move a screen at a time. Remember that the scroll bars cause the pages in a document to move, not the insertion point. Generally, you scroll to a location in the document, point to the desired location, and click the mouse to position the insertion point. Also, I want to remind you that you can turn both the vertical and horizontal scroll bars on and off in the View Preferences.


Did you know that you also can position the up and down scroll arrows? They can appear either together at the bottom of the bar, or the up arrow can be at the top of the bar and the down arrow can be at the bottom of the bar. You make this setting in the Appearances preferences in the Apple System Preferences (not Word Preferences) located on the Apple menu. If you select the At Top and Bottom option, the left and right arrows also are split on the horizontal scroll bar.





Using Keystrokes to Navigate

Table 2.1 lists some of the most commonly used keystrokes to move around in a document. When you use keystrokes to navigate, the insertion point moves to a specific location.

Table 2.1 Navigation Keystrokes

[image: image]


Some Mac keyboards do not have keys labeled Home, End, Page Up, or Page Down, but you can use other keyboard combinations to get the same function.





Using Browse Objects

At the bottom of the vertical scroll bar is a very handy browsing tool that often is underused. The tool consists of a double-arrow pointing up, a Select Browse Object button, and a double-arrow pointing down. If you click the Select Browse Object button, you see a selection of objects, as shown in Figure 2.1. By default, the Page object is selected, so the up and down double-arrow buttons move the insertion point backward and forward to the top of the previous or next page. If you point to the double-arrow buttons, a ScreenTip that says Previous Page or Next Page appears. This indicates what object is currently selected for browsing.

Figure 2.1 The browse objects include (from left to right) Go To, Find, Edits, Heading, Graphic, and Table, and on the second line, Field, Endnote, Footnote, Comment, Section, and Page.

[image: image]

After you select an object, clicking the double-arrow buttons moves the insertion point to the previous or next object in the document. If, for example, you select Table as the object, the ScreenTips change to Previous Table and Next Table, and clicking those buttons takes you to the previous or next table in the document. This would be helpful if you have a document that has 10 tables in it and you need to change the background color of the first row in each.


When you’re finished using a browse object, such as the Table browse object, I recommend that you immediately change the browse object back to Page.






Show Me: Media 2.1—Using Browse Objects to Navigate

[image: image]

Access this video file through your registered Web edition at my.safaribooksonline.com/9780132174718/media.



[image: image] LET ME TRY IT



Using Browse Objects to Navigate

To browse for a particular type of object in a document, follow these steps:

1. Click the Select Browse Object button.

2. Scroll across the objects in the palette to see the name of the object at the top of the palette. When you find the object you want, click it to select it.

3. Click the up or down double-arrow button in the Browse Objects tool to move to the previous or next object.


If you click the Find object in the browse control palette, the Spotlight field on the right side of the Standard toolbar becomes active, and you can type the text you want to find. If you click the Go To object, the Go To tab of the Find and Replace dialog box opens. In this dialog box, you can specify what you want to go to, such as a page, and then specify the exact page number.





Using Window Techniques

Now suppose you have a long document that you are editing, and you need to refer to the first paragraph while you are editing the last paragraph. What do you do? Well, you can scroll back and forth, but splitting the window is a more efficient way to work. To split the window into two windows, double-click the blue button at the top of the vertical scroll bar. (Figure 2.2 shows the button.) After you split the window, the button moves to the bottom of the scroll bar in the upper window. To remove the split, double-click the button again.

Figure 2.2 When the pointer actually touches the button that splits the window, the pointer changes to a double-headed arrow.
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Changes you make in any window automatically update in the other windows.



Now suppose that you actually need to see three different locations in the document at the same time. You can’t split the window into more than two windows, but there is another technique you can use. You can open several windows on the same document by choosing Window, New Window. The title bar for each window shows the document name followed by a colon and a number to indicate which window is which. After opening several windows on the same document, you might want to tile them on the screen by manually sizing them and moving them, or you can let Word arrange them for you—choose Window, Arrange All.



Finding and Replacing Text

When you are editing or formatting a document, often you know the exact text that you want to go to in the document. Think of a printed copy of a document that has been edited by hand in red ink. To enter the edits in the electronic document, you can use the Find command to search for the specific text that has been edited in red ink.

[image: image] LET ME TRY IT



Searching for Text with the Find Command

To find a specific string of text in a document, follow these steps:

1. Click in the Spotlight field on the right side of the Standard toolbar and type the text string. Word highlights all occurrences of the string in the document simultaneously.


The integration of Spotlight in Word is a new feature. It’s one of my favorite Mac features, and I’ve always missed it in Word.



2. Go to the next or previous occurrence by clicking the right or left arrow in the Spotlight tool.

3. To eliminate the highlighting of all the strings of text and exit the search mode, click the X in the Spotlight field.

Sometimes you need to be a little more precise about the text you are searching for in a document. Perhaps you want to find only the capitalized instances of a word. For that kind of precision, you need to use the Advanced Find and Replace Command.




Show Me: Media 2.2—Using the Advanced Find and Replace Command
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Using the Advanced Find and Replace Command

To define a more specific search, follow these steps:

1. Take note of the position of your insertion point and move it if you need to.

2. Click Edit, Find, Advanced Find and Replace to open the dialog box shown in Figure 2.3.

Figure 2.3 If your dialog box does not look like this one, click the arrow that expands the dialog box.

[image: image]

3. Type the text string in the Find What text box. Note that if you select text before you open the Find and Replace dialog box, the text appears automatically in the Find What text box.

4. Remove the check in the Highlight All Items Found In check box (if necessary) and select an option from the Search pop-up menu to specify what direction to search. Your options are Current Document Down, Current Document Up, and Current Document All.


If you didn’t position your insertion point correctly before starting the process, you should choose Current Document All. Then, Word will search down and circle back to the top of the document to continue searching.



5. Select other options to narrow your search, such as Match Case.


Additionally, you can narrow the search by specifying options in the Find area (at the bottom of the dialog box). Here, you can narrow the search to text that has specific formatting, such as highlighting or a particular font, or you can search for special characters, such as paragraph marks or tab characters.

After you make selections from the format options in the Find area, your choices are listed under the Find What text box at the top of the dialog box, as shown in Figure 2.4. If you make a selection from Special, a representation of the special character is shown in the Find What text box (^p for paragraph marks, ^t for tabs, ^g for graphics, and so on).

Figure 2.4 In this search, Find looks for all highlighted occurrences of the word rental.

[image: image]



6. Click the Find Next button to go to the first occurrence. At this point, I prefer to close the dialog box and use the double-arrow buttons in the Browse Objects tool to go to the next or previous occurrence.

The Replace feature works with the Find feature to find a specified string of text and replace it with another specified string of text. It’s very useful if you need to make the same correction several times in the same document. For example, say you are working on a brochure for an organization called the Veterans of Toddler Wars (an organization for parents who have survived the “terrible twos”). Throughout the brochure, you have referred to the organization as the “VTW,” but now you’ve decided that you should always spell out the full name. To make the change quickly, you can use the Replace command to find all occurrences of VTW and replace them with Veterans of Toddler Wars.

[image: image] LET ME TRY IT



Replacing Text

To replace specific text in a document with a different string of text, follow these steps:

1. Click Edit, Find, Replace or use the keyboard shortcut Shift-Cmd-H. This opens the Search pane in the sidebar on the left side of the screen, as shown in Figure 2.5.

Figure 2.5 The Replace command in the sidebar doesn’t have all the options that the Find and Replace dialog box offers.

[image: image]

2. Type the text you want to find in the Search Document text box, or click the Search Document pop-up button and select an option from the list, such as Paragraph Mark or Tab Character.

3. Type the text you want to replace it with in the Replace With text box, or click the Replace With pop-up button and select an option from the list.

4. To be more specific about the search string, click the Action button (the one with a gear icon on it) and select the options that you want. Your options are Whole Word Only, Ignore Case, Sounds Like, and All Word Forms.

5. Click the Replace button to replace the first instance that occurs below the current position of the insertion point. Word replaces the first occurrence and highlights the next occurrence. To replace the highlighted occurrence, click the Replace button again, but if you want to skip the occurrence, click the Find button instead. To replace all occurrences in the document, click the Replace All button.

Perhaps you noticed earlier in this chapter that the Find and Replace dialog box, shown in Figure 2.3, has a tab for Replace. You can get to that tab by choosing, Edit, Find, Advanced Find and Replace, and clicking the Replace tab. This tab includes the Format and Special options, which enable you to specify formatting and special characters in both your Find What and Replace With strings.

The Find and Replace options can perform some tedious tasks for you if you know how to use them. Here’s just one example. In Chapter 3, “Formatting Documents,” you learn that it is better to use a style with paragraph spacing than to put two returns after each paragraph in a document. You have some very important, lengthy documents that you need to clean up. The task of applying the proper styles to all the text is not particularly daunting, but deleting the extra paragraph returns between paragraphs is. Here’s where the Replace command can really help. All you have to do is search for two paragraph returns and replace them with one paragraph return. The Replace dialog box would look like Figure 2.6.

Figure 2.6 In the Find What text box, two paragraph marks appear as ^p^p.
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Deleting, Copying, and Moving

Deleting, copying, and moving text are the editing functions that you probably will use most often. Generally, deleting, and most certainly copying and moving, involves selecting text first. You can use the mouse or the keyboard to select portions of text, as explained in Table 2.2.

Table 2.2 Text Selection Methods

[image: image]
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When selecting text, you might find it helpful to show nonprinting characters. Click the button in the Standard toolbar that has the paragraph symbol on it.





Deleting Text

To delete one character at a time, you can use the Delete key. The standard Delete key deletes the text to the left of the insertion point. The secondary Delete key deletes the character to the right. (If your keyboard doesn’t have a second Delete key, you can press Fn-Delete instead.)

To delete more than one character at a time, select the text you want to delete and press the Delete key. If you want the text back again, you can click the Undo button in the Standard toolbar or press Cmd-Z.

Sometimes, when you’re deleting text, you can economize on your keystrokes. For example, if you want to delete the phrase “kiss my grits” and then type “leave me alone,” you can simply select “kiss my grits” and, while it is selected, type the new phrase. More bang for your buck!



Copying and Pasting Text

Word provides several methods for copying and pasting text:

• Buttons in the Standard toolbar

• Keyboard shortcuts

• The commands on the Edit menu

• The Scrapbook

When you copy text, Word stores it temporarily in a memory area referred to as the Clipboard. When you paste the text, Word inserts a copy of it from the Clipboard. (That’s why the Paste button in the Standard toolbar looks like a clipboard instead of a paste brush!) Because Word doesn’t actually remove the text from the Clipboard, you can paste it over and over again. You can even paste it into other Office or non-Office programs. The text remains in the Clipboard until you cut or copy something else or until you turn off your computer.
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Copying and Pasting Text the Simple Way

To copy and paste text, follow these steps:

1. Using any selection method you prefer, select the text you want to copy.

2. Use one of the following methods to copy it:

• Click the Copy button in the Standard toolbar. (That’s the one that looks like two sheets of paper.)

• Press Cmd-C.

• Click Edit in the menu bar and click Copy.

3. Move the insertion point to the location where you want to paste the text.

4. Use one of the following methods to paste it:

• Click the Paste button in the Standard toolbar. (That’s the one that looks like a clipboard with a piece of paper.)

• Press Cmd-V.

• Click Edit in the menu bar and click Paste.

5. If desired, continue pasting in other locations, in other documents, or in other Office files of any kind (Excel, PowerPoint, e-mail, and so on).


This section exclusively describes copying and pasting text, but you need to know that you can use these same steps to copy and paste any item in a document that you can select. For example, you can copy and paste a photograph that you’ve inserted in the document.



Have you ever selected text on a web page and copied it into a document? The copied web text probably didn’t look like the rest of the text in your document because it still had the formatting it used on the web page. Well, here’s how you can overcome that problem.
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Using Paste Special

To paste formatted text into a document so that the text comes in without the formatting, follow these steps:

1. Select the formatted text from its source. (I mentioned copying from a web page, but the source could be another Office document or practically any type of file.)

2. Click Edit on the menu bar and click Paste and Match Formatting or Paste Special. If you select Paste and Match Formatting, Word pastes the text into the new position using the same format as the surrounding text. If you select Paste Special, the dialog box shown in Figure 2.7 opens.

Figure 2.7 Sometimes, depending on what you have copied, this dialog box displays additional options in the As box.

[image: image]

3. If you click Paste Special in step 2, select Unformatted Text and click OK.

The Scrapbook is a more sophisticated tool for copying and pasting. Microsoft added the Scrapbook to Office 2008 for Mac, but if you skipped that version, you’re going to fall in love with this feature. It enables you to store objects (text, graphics, tables, and so on) in a permanent storage area so that they are available for you to paste at any time.


Just think what this Scrapbook feature can do for you! If you are a legal secretary who works for multiple attorneys, you can store all the signature blocks you need to use for all the attorneys.






Show Me: Media 2.3—Using the Scrapbook

[image: image]

Access this video file through your registered Web edition at my.safaribooksonline.com/9780132174718/media.
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Using the Scrapbook

Before you start adding items to the Scrapbook, you have to display it by clicking View, Scrapbook (under Toolbox), or if the Toolbox is already open, you can click the Scrapbook tab if it’s not already open. Then, to add items to the Scrapbook and paste them in a file, follow these steps:

1. Select text or an item in your document.

2. Click the Add button in the Scrapbook or click Edit in the menu bar and click Copy to Scrapbook. Word adds a clipping to the Scrapbook with the title New Clipping.

3. Double-click the title of the clipping and type something more descriptive.

4. If desired, right-click the clipping, click Categories, and select a category.

5. Repeat steps 1 through 4 to add additional clips to the Scrapbook.

6. To change the view of the Scrapbook, click the View pop-up button, shown in Figure 2.8, and select List, Detail, or Large Preview.

Figure 2.8 If you have titled all your clippings, the List view takes less room for each clipping and, therefore, displays more items.

[image: image]

7. View specific categories by clicking the first pop-up button on the toolbar and selecting Category Is. Then select a category from the pop-up menu on the button that suddenly shows up immediately to the right of the first button.

8. To paste an item from the Scrapbook, select the item, position the insertion point where the text or item should be pasted, and click the Paste button in the Scrapbook.



Moving Text

Moving text is similar to copying and pasting text. Instead of copying the original text, however, you cut it. Then you paste it in the new position. After selecting the text, you can cut the text by clicking the Cut button in the Standard toolbar, pressing Cmd-X, or selecting Edit, Cut from the menu bar. After you move the insertion point to the new location, you can execute the paste command by clicking the Paste button in the Standard toolbar, pressing Cmd-V, or selecting Edit, Paste from the menu bar.

One other way to move text is to use the drag-and-drop method. You can turn this method on or off in the Edit Preference dialog box. It is turned on by default.
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Dragging and Dropping Text

To drag text to a new location, follow these steps:

1. Select the text.

2. Drag the text to the new location.

3. When you can see that the insertion point is in the correct location, release the mouse button.


I personally prefer not to use the drag-and-drop method because it is too easy to drag something accidentally, so I turn off this option in the Edit preferences window.

If you like using the drag-and-drop method, you will find it helpful to split a window or open new windows on the same document when you need to drag to a location that is not on the same page.





Checking Spelling and Grammar

The whole time you are typing a document, Word assists you by making automatic corrections to typos and calling your attention to typos that it cannot correct by underlining them with a wavy red line. Word has a list of words that it can correct for you automatically, and you can add to this list by clicking Tools, AutoCorrect. Enter a frequently made typo in the Replace text box, enter the correct spelling in the With text box, and then click Add. Repeat this process for all typos you want to add.

To correct a spelling error that is marked with a wavy red line, right-click the line. Click the correct spelling listed on the pop-up menu, or, if the typo is one that you make frequently, you can correct it and add it to the AutoCorrect list at the same time by clicking AutoCorrect and then clicking the correct spelling. If the correct spelling isn’t listed on the pop-up menu, press Esc and manually correct the word.

Word also calls your attention to “perceived” grammatical errors with a wavy green line. I say “perceived” because not all text marked with a wavy green line is really an error. Grammatical issues might include errors such as subject and verb disagreement, incorrect capitalization, incorrect use of or lack of punctuation, and incorrect spacing.

If you right-click a green wavy line, and the problem is one for which Word can suggest a correction, you can click the suggestion to correct the problem. In some cases, however, Word merely identifies the problem and you must correct it manually. For example, if you have written a sentence such as, “The insertion point is not positioned correctly,” the wavy line appears under the words “is not positioned.” The pop-up menu does not have a suggestion but merely labels the text as “Passive Voice (consider revising).” If you want to avoid passive voice, you would have to rewrite the sentence in this case. Note, however, that sometimes Word actually does give you a suggested change for passive voice. If it does, you can click the suggestion to make the correction.

After you make all the final revisions in a document, you should run the Spell Checker to catch anything you might have missed along the way. The final check might not find much, but at least you will be able to put a check mark in the box for “I was thorough today.”
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Checking Spelling and Grammar

To check a complete document for spelling and grammar errors, follow these steps:

1. Click Tools, Spelling and Grammar. The first problem Word finds displays in its context in the Spelling and Grammar dialog box. If Word perceives the problem to be a spelling error, the title above the context is “Not in dictionary,” as shown in Figure 2.9, and the identified text is red. If the problem is grammatical, the title describes the grammatical error, as shown in Figure 2.10, and the text is green.

Figure 2.9 Generally, the first suggestion in the list is the correct one.

[image: image]

Figure 2.10 Word rewrites the sentence using active voice instead of passive.

[image: image]

2. If the word is not truly misspelled (perhaps it’s a proper name that doesn’t appear in the dictionary), or it’s not really a grammatical error, click Ignore to continue to the next error or click Ignore All if you know the perceived error appears in the document more than once. If the error actually is a misspelled word, generally the correct spelling is listed in the Suggestions box. At this point, you have several options. You can select the correct spelling and then

• Click Change to correct the error. (If the error is grammatical, this is your only option.)

• Click Change All if you think you have made the mistake more than once.

• Click AutoCorrect to correct a typo and add it to the AutoCorrect list.


If the correct spelling does not appear in the Suggestion box, you can click in the document, make the change manually, click back in the Spelling and Grammar dialog box, and click Resume.



3. When the entire document has been checked, a message displays telling you the check is complete. Click OK.

If the grammatical errors that Word marks are not to your liking, you can change the rules that Word uses or even create a custom set of rules in the Spelling and Grammar Preferences window. I tell you all about it in an audio recording.




Tell Me More: Media 2.4—Setting Grammar Preferences

[image: image]

Access this audio recording through your registered Web edition at my.safaribooksonline.com/9780132174718/media.






End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   


OEBPS/html/page-template.xpgt
 

   

     
       
    

     
	 
    

     
	 
	 
    

     
	 
    

     
	 
	 
    

     
         
            
            
            
            
             
        
    

  

   
     
  





OEBPS/html/graphics/03fig01.jpg
Document

[ Margins | Layout |

Top: Preview

Bottom:

Left 125" |

Right: 125

Gutter:

From edge

Apply to: [ Whole document 3]

Header: 0.5’

Footer: 0.

O Mirror margins

Default... Page Setup... Cancel ) (0K






OEBPS/html/graphics/03fig02.jpg
Document

[ Margins | Layout |
Section start: ( Newpage 3]

Preview

Headers and Footers
) Different odd and even

( Different first page

Vertical alignment: [ Top 3]

Line Numbers...

Borders

Apply to: { Whole document 2]

Default... Page Setup... Cancel

(&)






OEBPS/html/graphics/03fig03.jpg





OEBPS/html/graphics/03fig04.jpg





OEBPS/html/graphics/17fig02.jpg
ackcrages o

G o8

roasonare 3| %+ %
i

onpter

mma rtersncss

g e Gt Ot o o Gt Yo T (e s
ey e e ks e 70 e 750 ok
G i Sl o i g o o e sy S
57 e e s g e s Sonbrt T Wit e et
s i e Gt O o O Wi e e
o o ek G B e A AP
gt e TPt Wi s st e i e 2.
e -y

T h———
et et i e g e

e ampe. ot e i e Wi s by . s i
B ) e sy o e e e e o e e
bbb s o ot et e P e e A
i e S e W ———
eyt i o






OEBPS/html/graphics/17fig03.jpg
Broadcast Slide Show.

Q12011

‘Choose a service o host your presentation during the broadcast

Broadast service: ( PowerPoin BroadcastSenvice 2]

The PowerPoint Broadast Service is  public se

broadcast may watch it

By clicking Connect, you agree to the following tems:  Service Aareement

Learn about broadcasting a side show..

B
Q12011

for users of PowerPoint 2011, You will
need 3 Wirdows Lve D 1o conniect and broadcast, but anyone who receies 3

Ko the






OEBPS/html/graphics/17fig01.jpg
28710600

50 s

9728710 110 A






OEBPS/html/graphics/17fig04.jpg
Broadeast Slide Show

Share this link with remote viewers, and then click Play Siide Show to
start broadcasting.

Broadcast Link

hetp: fsn1- o sendiinE=mall==)
pptbroadcast.officeapps.live.com/ QSE e
PowerPointfroadcast aspx?

T
PPbid=f661¢592-a86b-4913~ Copy Link
acle-22¢242974646

—






OEBPS/html/graphics/05fig09.jpg
Nota Flags Tables.
2 Flag Type l g&
B Blue Checkbox
© Green Checkbox
© Red Checkbox
L 1 Highest Priority
bd 1 High Priority
| & Low Priority
<& Lowest Priority
¥ 2 Question Mark






OEBPS/html/graphics/05fig07.jpg
30108100

e e
9 Notes o cass Speaker of the Dy s O Lazara

Lectur: o Gelden Age of irare i ST






OEBPS/html/graphics/05fig08.jpg
Scrioble. Note Flags. Tab)

oo @ [0 2rewe - P

W Avomaic
| Very Fine Point
ed‘um Point » CMCEEREE
8/30/10 8:00 PM uliiﬂHHH
Created

|
@ o Colors.
e






OEBPS/html/graphics/01fig02.jpg
MenuBar  Toolbar Area

Title Bar

Horizontal Ruler Ribbon

5w

Vertcal Rulg
Print Layout View Button

Status Bar

Vertical Scroll Bar





OEBPS/html/graphics/01fig01.jpg





OEBPS/html/graphics/15fig01.jpg
A_| 8 < Lol e lF[ G | H | I
Employees for AC Campany, inc.

2| srome
& Wims sieon S I )
S e Some S W s e s o o sw
¢ s s e I wow s o e sm
T Sew  Recmioedemer 205 5 s 2 8 umm  Sw
S e Opentons s w3 A wum  sm
i videbon amstonsevees | W0 4 10 30 A yw s
10 st ieban imatonsevees 0 & 10 10 A W0 50
3 oon Gonomtemsewees  Xm 2 8 A e 40
12 le—[Demis— Gpertons e 3 s b m o sm
53 ames  oon  areng o 1 m om A v sw
I6 e sk Oparens T R S 77—
ey sen s I I S . )
6 G Sowe s w5 e s o o sw
17w s e w5 o amsm  sm
5N Sen  Ascroabespmrt s 5 s 2 5 s o
s ey Opanens T S S )
0lnéy e Womaesseves 200 & B 10 A 0 S0
3 lsa e Womweadwen 200 4 0 1 A im0 s
22 Rows oo momeemsewes @D 2 8 A e 40
5 on ems oo e 3 s 8 mm sm
TN mwo 1 m ou A vm  sm
e soe  Opurens I T S
By e s e m o s o onsw  sw
27 Corper Rugwio s W s e s o o sw
25 win M S o w o s o amsm  sm
r s s s 2 s |y sm






OEBPS/html/graphics/15fig02.jpg
TeVeY.) Sort.

Add levels to sort by: 4 My lst has headers
Column Color/icon
Sortby __Last

[+]=Tcomv|






OEBPS/html/graphics/15fig03.jpg
@ lastReview

Sort
34 Ascending 4 Descending

By color:  Hane -
Filter
By color:  Hone

(Select AlD
2010
2009
11/31/09

v

v
Q999

CiearFiter






OEBPS/html/graphics/15fig04.jpg
@ LastReview
Sort

34 Ascending 74 Descending

Bycolor:  fane =
 Filter

Bycolor: o

7 elect Al)
» 7 2010
» 7 2009





OEBPS/html/graphics/15fig05.jpg
- (ool o (= e e e
e (BL1 UG |A ) L) GBI e - (Bi%010)
N

@ @ e ow

3

alls
T

g
RN
lolo/s 8wt /8

Ensnssass

i
z
ol B/l

§






OEBPS/html/graphics/02tab02a.jpg
An entire document

A block of text

A vertical block of text

Click the insertion point
atthe end of the docu-
ment, Then scroll o the.
top of the document
(without moving the in-
sertion point) and press.
Shift-Cmd in the
whitespace (o the left of
the firstline of text.

Drag the I-beam through
thetext.

Drag the I-beam through
the text while pressing
opt

Press Cmd-A.

Position the insertion point at the be-
ginning of the block you want (o select.
Press Shift-any combination arrow
keys to move 1o the end of the block.
o select all the text from the insertion
pointto the end of the document,
press Shift:Cmd-End

Positon the nsertion point a the be-
ginning of the vertical block you want
o select. Press ShiftCmd-F8 and then
use the armow keys o move right and
down. To cancl the selection, press
Cmd-Period.





OEBPS/html/graphics/05fig12.jpg
L[z L] e fLIE) =R

£ G B4 Ui A ] e 5] B omris o s (0TI

. mnosom

Speor it
o,y sy

e

<






OEBPS/html/graphics/05fig10.jpg
Title

Part Number 3456
Widget
Production delay has depleted inventory






OEBPS/html/graphics/05fig11.jpg
8/30/10 8:00 P4
ride Created

Part Number 3456,
widget
Production delay has depleted inventory

O You cn e e uto o i i e
ST e et o e v e v e

Task Til: [ Production dely has depleied nveniony

St - ]

(G GO






OEBPS/html/graphics/03fig20.jpg
Insert Table

Table size

(| -

Number of rows:

AutoFit behavior

@ initial column width: Auto
O AutoFit to contents.

O AutoFit to window

O Setas default for new tables

Cancel






OEBPS/html/graphics/03fig21.jpg
Name -  Address - City -  State-ZipT

KathyJones - 101MainSt - Franklin — TN - 370649
Charles Adams —+ 16 MapleSt. + Louisville — KY - 40299
PatWells -~ 413BlakeAve.+Chicago ~ IL -~ 606347

Convert Text to Table

Table size

Number of columns: (5|

Number of rows: 3

AutoFit behavior

© inital column width: [Auto 6]
O Autofit o contents
O Autofit o window

Separate text at

O paragraphs O Commas.

© Tabs O other: -

(cancel) G0k






OEBPS/html/graphics/03fig22.jpg
Employment Application

First Name: | T Last Name

Address: | Toi ] State: Ty |

Home Phone: | Tl | Fax
PastEmployers Company/Organization Name | From:






OEBPS/html/graphics/03fig23.jpg
Split Cells

Number of rows: 1






OEBPS/html/graphics/03fig24.jpg
Options.

(o) o)






OEBPS/html/graphics/03fig25.jpg





OEBPS/html/graphics/03fig26.jpg
Labels

Address:
(_Font.
0 Use my address
2] O pelivery point barcode.
Label
Avery standard, 5160 [% (Options...
Address
Number of Labels
@ Ful page of the same label
Osinglelabel Row: 1 [ Column: 1 [
printing Options
If your label style uses a non-standard paper size and Customize.
Your labels are not ining up on the page correcty, e
Customize your feed method settings.
ArET— A (Cancel) Y
Mail Merge... ) (_Print... Cancel oK






OEBPS/html/graphics/15fig06.jpg
- e
rase Lsu\u;w\

50l sz
(e P Py e ety

Three ear Summary /2011 ] 2010 ] 2009 ] %,
“Ready






OEBPS/html/graphics/16tab01.jpg
View

Description

Final Showing Markup
Final
Original Showing Markup

Original

‘Shows inserted text in place and deleted text in
aballoon in the margin

‘Shows what the final version will look like if you
accept all the editor's changes

‘Shows inserted text in a balloon in the margin
and deleted text in place with strikethrough

‘Shows the document with no edits





OEBPS/html/graphics/03fig16.jpg
Modify Style

Style for following paragraph: [ Normal B‘

[cambria @oay)

Font:(Default) +Theme Body, 12 pt, Left, Line spacing: single, Widow/
‘Orphan control, Style: Quick Style.

O Add to template ¥ Add to Quick Style list






OEBPS/html/graphics/03fig17.jpg
i senna et
R Front of Text

H Top and sotom
i housih

s Lo ot

wasTo »






OEBPS/html/graphics/03fig18.jpg
Columns.

Presets

ne  Two Three Left

Nt s 5]

() Uine between

Width and spacing
Col# width: Spacing:
gt 167" @ los
2 167 05"
3 167

4 Equal column width

Apply to: [ Selected text ) O start new column

Right

preview

(Cancel

EoD






OEBPS/html/graphics/03fig19.jpg
s e

EREtnEmEt






OEBPS/html/graphics/13fig03.jpg
@ Excel File Edit View Insert Format
® 00

OESH® xHb& D6

[ A tome | Lot | Tables | Ghans | smaman

@ font

- e L
ree (BILLIUJ(S[]A
5 loo

A I C
2

5
L —






OEBPS/html/graphics/13fig02.jpg
Shows the Address
of the Selected Cell  Formula Bar Column Headings

Row
Headings

View Buttons  Selected Cell





OEBPS/html/graphics/03fig10.jpg
| ® Mome | tayout,, |, Decument Bements.
Comi o2 Ax|Av] L

BLI U e XA (A

Tables

Charts_|_Smarnt | Review






OEBPS/html/graphics/13fig01.jpg





OEBPS/html/graphics/03fig11.jpg
Tabs

Tab stop position:

—/

Tab stops to be deared

Default tab stops: 0.5’

Alignment

© Lefe
O center
O Right

O Decimal
O Bar

Leader.

@® 1none
Oa.

Set Clear

Clear All) (_Cancel ) (0K D)






OEBPS/html/graphics/03fig12.jpg
Decimal Tab
Left Tab Csm?r Tab I Righli Tab

Bar Tabs





OEBPS/html/graphics/03fig13.jpg
Jwﬂ o, AaBbCeD: assncaie AaBbC
e

|| G| g g (=

it s (e






OEBPS/html/graphics/03fig14.jpg
(oo L el bl o] i )

i on e s h esog .

| This one-sentence paragraph uses the
Title style.

—————






OEBPS/html/graphics/03fig15.jpg
B





OEBPS/html/graphics/03fig05.jpg
e

B

ABC






OEBPS/html/graphics/03fig06.jpg
Font

[(Font | Advanced

Font. Font style: Size:

‘Cambria (Theme Body) Regular 12

Cambria (Theme Body)
Calibri (Theme Headings) talic 14
‘Abadi MT Condensed Extra Bold Bold 15
‘Abadi MT Condensed Light <| | Botd natic 18
Adobe Caslon Pro - 0 -

Font color: Underline style: Underline color:

([ Automatic_[3) [ (none) ) ( Avtomarc _*)

Effects.

O Strikethrough
O Double strikethrough

Small caps
Allcaps.
Hidden

ooo

O Superscript
O Subscript

Preview

Cambria (Theme Body)

(oefauit) (Text Efects) (G o)






OEBPS/html/graphics/03fig07.jpg
|raBbcepaEc

=

FOTr——






OEBPS/html/graphics/03fig08.jpg
Paragraph

{(indents and Spacing | Line and Page Breaks

Alignment: [ Left

Outline Level: [ Body text

e[ ) soec =
o

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

Preview

Tabs... (Cancel) @G0k






OEBPS/html/graphics/03fig09.jpg
| MGly Font  Tools Table

Font...
Paragraph... x®M
Document...

Bullets and Numbering...
Borders and Shading...

Columns...
Tabs...

Drop Cap...
Text Direction...
Change Case...

AutoFormat...
Style...

Format Object...





OEBPS/html/graphics/09fig02.jpg





OEBPS/html/graphics/09fig01.jpg
Navigation Buttons

Slider That Adjusts the. TlmedmsJ
Drag here to resize the section.-





OEBPS/html/graphics/09fig08.jpg
Reveal Button

Dze—=)

o (@ &
e ]

o (L] coues
e OM
Orom T w1
(o ——
P @Al s s cendr
O o s om selecedcaesoes

s (s8]
sunaue: 92072010 [ st (760NTE)
e szeio [ wdime (7o0m )

[ELPORT——






OEBPS/html/graphics/12fig05.jpg
Action Settings.

Mouse Click | Mouse Over

Action on click

O None
@ Hyperlink to:

Previous Slide
€ Firstsiide
Last Slide |
Last Slde Viewed E
End Show
Custom Show.
Slide.. E
URL.
Other PowerPoint Presentation.
Other File...






OEBPS/html/graphics/09fig07.jpg
ends: [ 3724/2010 |[7] [ 8304 | Duraton: [30umses
Recurrenc: Occurs every Fridayefective 9/24/10 from 8,00 AM 10830 AM. &

© vou g s e s o e,

Gotosees) |






OEBPS/html/graphics/12fig06.jpg





OEBPS/html/graphics/12fig03.jpg
Click to add title






OEBPS/html/graphics/09fig09.jpg
2°™ poussel and Company






OEBPS/html/graphics/12fig04.jpg
Action Settings.

Mouse Click | Mouse Over

Action on click

@® None
O Hyperlink to:

O Run program:

0 Play sound:

Cancel






OEBPS/html/graphics/09fig04.jpg





OEBPS/html/graphics/12fig09.jpg
Define Custom Show

Slide show name: Custom Show 1

Slides in presentation:

Slides in custom show:

BNP M AW

L
. Looki... t0 2010
. Comp...ize 201C
. Custo...se 2010
. Total ... in 2010
. Total ... in 2010
. Looking Forwarc
. Growi...ompany.

Moving Forward

Add >>

Remove

Cancel oK






OEBPS/html/graphics/09fig03.jpg
) Work schedule
orkdy s (00— 78]
Work day ends:

workwwee | 5 [l + [l [EHIED
i oy ot ek Sy 78)

11 Calendar options

ot e
[ Time zones.
(TrTTrT—

Default time zone for new event






OEBPS/html/graphics/09fig06.jpg
Every: (1| week(s)

on:[s[m[T[w[T[E]s]

stredace: 972472010 ]

End date: [None &

Start time: .00 AM

Endtime: 830 A Duration: |30 Minutes |

(e Eo)






OEBPS/html/graphics/12fig07.jpg
O © O Custom Animation

<]

x| @& | i

LY

Animation order:

1 % Content Placeholder 3

3 % Picre 6

2 % Title 1: Gro...the Company

[* [#] (%]
» et Options
» Tining






OEBPS/html/graphics/09fig05.jpg
| [ ) .
ELra til=—o e uz
‘Subject. ]
= ]

stants: | 9/24/2010 |7] | 800AM | 0 Al day event
s oo |71 sr0 | Ounsn: punss 3|






OEBPS/html/graphics/12fig08.jpg
Effect Options
for This Effect






OEBPS/html/graphics/08fig01.jpg
Navigation Pane Item List Reading Pane

Frst Nare Last Name.

. G, Desafmes, Aol e

e -






OEBPS/html/graphics/12fig10.jpg





OEBPS/html/graphics/08fig03.jpg
o st Namalast Name

Job Title
Office, Department, Company.

R

Centfates |

Phone &

Mobile & () ox
Work ¢ (00 xoox-x000¢

Internet #
Work E-mail ¢ someone@example.com

Address &

Work ¢ Street
City, State 2IP
Country.

Personal @






OEBPS/html/graphics/08fig02.jpg
First Name Last Name.






OEBPS/html/graphics/08fig05.jpg
Q00 Import Contacts

Map fds sig: (Automati Mapping8) g,y corespond to Outiook elds

[ First record contains field names ‘appear opposite their counterparts in the.
Mapped fields box. To add or change a

o import unmapped fes to Notes Rl appih,dra (s el to 3 now
oo . agoed i .

File: commacontacts.CSV.

Qo> pecorazof 2

Mapped filds: Unmapped filds:

First Name. 0 @ Tive

Last Name [@ “First Name" : "Rick"
Title [@ ‘Middle Name" : "
Suffix [@ “Last Name" : ‘Johnson"
Nickname @ rsuffix

Company. A/@ *Company"

Job Title [@ ‘Department: ™
Dept [@ yob Tite" : ™
Work Street Address [@ ‘Mobile Phone”
Work City @ *Account™: ™
Work state o)






OEBPS/html/graphics/08fig04.jpg
8.0.0,

Begin Import

What do you want to import?

@ Outlook Data ile (pst or olm)

O Entourage information from an archive or ealier version
O formation from another apication

© Contacts or messages from a text file

O Holidays

Click the right arrow to continue.






OEBPS/html/graphics/08fig07.jpg
Edit View Contact Format Tools Window Help

i A
Wﬁ e oo

Contacts

L N Yol )
Consa conar ¢ sl o Ml e,
VL T /N K Company Primary E-... Work Phone.
 No Category
™ crurch Aopleinc.  Apple .

™ Family ‘Yvonne John... yajohnso... 615-566-0(






OEBPS/html/graphics/08fig06.jpg
8.0.0, Contacts Search.
Qs
(_Search All Fields__¢) in (AllFolders )

Spurgeon Peay

sopeay@austinpeayuniversity.com

Tom smith

Study Group
Terri Peay, Mom, Amy Mizell, DONALD P JR PREWITT

4 members

ShermansTravel Top 25

top25@shermanstravel.com

Jamie Tyler
Bookkeeper - Swanson Accounting

5 results






OEBPS/html/graphics/08fig09.jpg
006 Suppliers

HE sOb e & & &

Jic=iagl
— = - Y B2 me S
R ¥ 0@ 151 B ™
SavelClose Delete  Add Remowe  Emall Meeting Categorize FallowUp
Suppliers

4 Use Bcc to hide member information

Name E-mail
America's Egg Farmers serena@incredibleegg.ccsen.

pr ints Member Services memberservices@mype

Double-click to add contact






OEBPS/html/graphics/08fig08.jpg
s | BIL[ U |we| A l|ma ]

From: | Gmail (onne Johnson)

To: |

|

Subject: |FW: Kathi Lemons.






OEBPS/html/graphics/10fig01.jpg





OEBPS/html/graphics/10fig02.jpg
Mo -¥FWe q)






OEBPS/html/graphics/10fig03.jpg
B B O mow

SebChse MukConpies Dueis| Rocuanes - Casgore Foloni '&

@ Due: No date @ Start: No date

A Reminder: None






OEBPS/html/graphics/10fig04.jpg
Everyi [ Jweek)
on:[s M TWITIF[S

Start date: 9/ 8/2010 [

End date: (None &






OEBPS/html/graphics/10fig05.jpg
‘Completed tasks show in the list
because this option is checked.

 Get-meeting-Room Ready
9 Ove Wednesda, Setember 8. B S No due
PRV —

0 comacsCaters o .. Tosy
D sworvieo se017,2000
0 e for 5. 4526, 2010
0 et e Germens 0t 14,2010
0 Fagsed ocumenc .. 02,2010
0 ssessoreme Cour...hov 2, 2010






OEBPS/html/graphics/10fig06.jpg





OEBPS/html/graphics/02tab02.jpg
10 Select

X¥ikh the Wouse

Jviih the Keyboard

Aline

A sentence

A paragraph

Double-click the word.
“This also selects the
‘space after the word. If
you don't wantto include
the space after the word,
use the keyboard
method.

Glick beside the ine in
the whitespace to the left
ofthefine. Tip: Watch
the -beam a5 you move
the pointe (o the eft.
Whenit changes to an
arrow, you are far
enough to the left to
clck.

Click anywhere in the
sentence and then press
Cmd while you click
anywhere in the sen-
tence again

Triple-click anywhere in
the paragraph.

Postion the inserton point a th be-
ginning ofthe word and press Shif-
Opt-Right Arrow. Note that tis lso
selects the space afer a word. so you
might want o release the Opt key
while you continue to press Shit and
press Left Arrow once. Selecting very
Short words might be easier i you just
posiion the inserion poit at the be-
ginning ofthe word and press Shif-
Right Atow unl you ge to the end of
the word.

Position the insertion point at the be-
ginning of the line and press Shifi-End.

NA

Position the insertion point at the be-
ginning of the paragraph and press
Shift-Cmd-Down Arrow.





OEBPS/html/graphics/02tab01.jpg
1oMove 1o il

End of the document Cmd-End
Beginning of the document Cmd-Home
Beginning of a line: Cmd-Left Amow
End of aline Cmd-Right Arrow
Next word Opt-Right Arow
Previous word OptLeft Arrow
Next screen PgOn

Previous screen PgUp

Bottom of the current page
Top of the current page

Cmd-Opt-Pgdn
Cmd-Opt-PgUp





OEBPS/html/graphics/14tab02a.jpg
Time.

Percentage

Fraction

Scientific

Text

Special

Custom

Type (1:30:55 PM, 1330, 1:30
PM, 1:30:55, 1:30:55 PM,
3/14/01 1:30 PM, and so on)

Location (Language)

Decimal places (specify the
number of places you want to
use)

Type [Up to one digit (1/4); Up to

two digits (21/25); Up to three:

digits (312/943); As halves (112);

and so on]

Decimal places (specify the
number of places you want to
use)

No options.

Type (2IP Code, ZIP Code + 4,
Phone Number, Social Security
Number, and 50 on)

Location (Language)
Create your own format

Excel can display times in different
languages. The types vary by lan-
quage.

When applied to a number, Excel dis-
plays the number exactly as entered
buttreats the number as text, which
means the cell has numeric value of
zero.

The types vary by language.

Use the format codes provided to cre-
ate your own number format.





OEBPS/html/graphics/07fig05.jpg
e TuesdoySetender 7, 2010 1040
e Yomne oson
#1Emoigm s Emoiposeconrm Gefe

T
Attachment Name Header
Click here to preview the attachment in the Previewer application.





OEBPS/html/graphics/07fig06.jpg
s—_-_g e @7 & cncrames

From: |Gl tomne joson) B
To: i)
e =)

subject: | ]






OEBPS/html/graphics/07fig07.jpg
Message | Options.

i

Format Bec

Background Color

Background Picture

-

Permissions Security






OEBPS/html/graphics/07fig08.jpg
| Message | Options

L
Calibri

send | B| T






OEBPS/html/graphics/07fig01.jpg
Navigation Pane Item List

R (o o e o )
a0 =

Click here to open the Reading Pane
Mail component of Outlook.





OEBPS/html/graphics/08fig10.jpg
Family
Friends
Holiday
Junk
personal
Recreation
Travel
Work

@ Assign categories to messages from categorized contacts
@ Show new categores in navigation pane

AROOOOBRAA






OEBPS/html/graphics/12fig01.jpg
Section Button  First Section

Total Revenue in 2010

- oo addtent






OEBPS/html/graphics/07fig02.jpg
s week's Top 25






OEBPS/html/graphics/12fig02.jpg
Insert Table Insert SmartArt Graphic
Insert Chart

Click tofadd titl¢

* Click to add thet






OEBPS/html/graphics/07fig03.jpg
[E= R .

Add an Account
To gt started, select an accaunt type.

— e
.
berctn e
ot acoum

2 o o -mat s e hse o v
Semeproders, o rom . al enias s s ADL G,
e Wadows vk ot 2560, 108 .






OEBPS/html/graphics/07fig04.jpg





OEBPS/html/graphics/08fig11.jpg
@) (voFv) (Seophes.. )






OEBPS/html/graphics/01tab02.jpg
Option

Description

Document
Document Properties

Document Showing Markup

List of Markup

Styles

AutoText Entries

Key Assignments

Prints the current document

Prints the information in the Properties dialog box, includ-
ing the document type, location, size, creaion dae, last
modification date, afrbutes, number of revisions, otal
editing time, number of words, number of pages, and so
on

Prints the document with all comments that have been
added and all revisions that have been made with Track
Changes activated. If a document has revision marks,
this s the default option for printing the entire document
For more information about the Track Changes feature,
see Chapter 16, "Using Review Features."

Prints a lst of allrevisions that have been made with
Track Changes activated. Word also prints the name of
the person who made the revision or comment.

Prints a list of all styles used in the document and the
attributes of each style. For more information about using
styles, see Chapter 3, "Formatting Documents.”

Prints all the AutoText entries that have been saved in
the file. See "Using AutoText" in Chapter 4, "Exploring
Other Features,” to learn more about AutoText entries.
For more information about the AutoText feature, see
Chapter 4.

Prints a st of all key assignments you assign to macros
that have been saved in the file. See Chapter 4 to leam
SR YAy





OEBPS/html/graphics/07tab01.jpg
Header Field

Instructions

From

To, Cc (Carbon
Copy), and Bec

Subject

If you have multiple e-mail accounts in Outiook, you can select
the e-mail address from which the e-mail should be sent by
clicking the From pop-up button and clicking the account

You can type the e-mail address(es) for the recipient(s) in
these fields if you know the address(es) by heart, Even if you
don't quite know the complete address, if you can type the first
few characters, Outlook supplies a lst of addresses that start
with those characters for you to select. The list comes from
your Outlook contacts, the Apple Address Book (if you choose
to sync it with Outlook), and from recently used addresses.

Instead of typing, you can access your Contact lst by clicking
the button at the end of any address field. When the Contacts
‘Search window opens, enter the search text. All contacts dis-
play that match the search. Select all the contacts you want to
include in an address field and click the appropriate button
(To, Ce, or Bec). Continue selecting contacts and clicking the
appropriate buttons. When finished, close the Contacts
Search window. Note that if you click Bec for a Contact, Out-
look adds the Bec field automatically when necessary.

Type text in this field to give the recipient an idea of what the
e-mail is about. If you don't enter a subject, when you click the
Send button, Outiook confirms that you want to send the mes-
sage without a subject,





OEBPS/html/graphics/01fig09.jpg
This button expands the dialog box.

B
‘Where: | (L] Word 2011 Files. E

Format: Word Document (docx) ]
Descripton

The XL bssed format that Word documents e sved n by defalt.Cannotstore VBA mcro code.
Leam more about e fomatd

T ———
[E==)






OEBPS/html/graphics/01fig08.jpg
Word  File Edit

New from Template Button





OEBPS/html/graphics/01fig07.jpg
2






OEBPS/html/graphics/01fig06.jpg
Publishing Layout View

o
i
o
ra
o
o
g
4
o






OEBPS/html/graphics/07fig09.jpg
Message | Options.

| Background Color
= Background C

e = Background Picture

From: | © e =

v OfwE = —
c|Q
Subject: | [ ([RGB Siiders. 2]

" Red i

DearsSue, | i & 255

Green

[— g [255

Blue

255






OEBPS/html/graphics/01fig05.jpg
. Word _Flle_Edk _View _insert_Format _Foat.

(65168 G168 = oo raity (B LU s (Ao
- Titlel
© Main Heading.

o st
i Seeet s i e
oSty

e o oo s e
o e
e ——

=Eoas= ... —

T





OEBPS/html/graphics/01fig04.jpg
Print Laylcm View






OEBPS/html/graphics/01fig03.jpg
About This Menu...

Sample Automator Workflows






OEBPS/html/graphics/01fig13.jpg
Print

Printer: (O HP Laserjet 1200 BR8]
Presets:  Standard =)

@ (CPoFv ) (CPreview (Cancel ) (Print )






OEBPS/html/graphics/01fig12.jpg
® Word File Edit View Insert Format Font

# Home | Layout rint one copy of this document (HP Officejet |
14680 series)






OEBPS/html/graphics/01fig11.jpg
O 0 0 Compatibility Report [<]

O [® [ [%»
Check compatibily with:

(" Word 97 - 2011 2]
&7 Recheck Document

Resuls:

1. Transparency mignt be degraded

2. Shadows might look different in
other versions of Office.

Fix * % lgnore Help

Explanation:

To view an explanation, click a
compatibility issue in the Results
box.






OEBPS/html/graphics/01fig10.jpg
B —1C]

) @i=m) (@werazon W @

voevices e ———
=y ~ Sample Document.docx 5727710
B Specil Efect fo Character Formatting.docx 7121110

v PLACES 4
Blocson
A roplcatons +
A 1Y)

Format: Word Document (docx) ]
Descrton

“The XML-based formt that Word documents are saved i by default. Cannot sore VBA macro code.

Learn more about e formats.

1 iy s s
(e D






OEBPS/html/graphics/07fig12.jpg
[

e il

2aseas =)
i =

iz

This Week's Top 25
ShermansTraei Top 25

Sen: Wednesday, Setemer 1, 2010 1057 P
T Topds Subscrvr

1 T messge i fonaedfor folom G on 5/13/10 1200 A, Due by 911710 1200 A
B0 s o e Bramans Top 26 newwte T et boon Gk he o vew o T

Save up to 75!
on Last-Minute Cruises






OEBPS/html/graphics/07fig13.jpg





OEBPS/html/graphics/07fig14.jpg
Junk E-mail Protection

Level

Safe Dom: locked Senders

Outlook can move messages that appear to be junk e-mal to a special Junk.
E-mail folder.

Whatlevel of Junk e-mailprotection would you like?
Otone
Turn junk e-milprotection ot

OLow

Catch the most obvious juni e-mail

O wigh
Catch mostjunk e-mail. (Some vald messages may be caught 2s wel
Check the junk e-mail folder often.)

O Exclusive

Only deliver messages from correspondents in the Address Book, from
domains in the Safe Domains list, or to addresses in the Malling List
Manager. Reroute allother incoming messages to the Junk E-mail Folder.

¥ Delete messages from the Junk E-mail folder olderthan (30 | days

Learn more about unk e-mail protection

Cancel ) (0K )






OEBPS/html/graphics/07fig15.jpg
Junk E-mail Protection

Level | Safe Domains | Blocked Senders

Messages from domains on the Safe Domains List will never be treated as junk.
mail. Type the safe domains, using commas to separate them. The domain s the
part of the e-mail address that follows the @ sign (for example, example.com)

Safe Domains.

Frankiinvacaionrentl.com, vibo.com, homeawsy.com, 323desian.cor]

Learn more sbout unk

rotection

Cancel ) (COK )






OEBPS/html/graphics/07fig10.jpg





OEBPS/html/graphics/07fig11.jpg
ion (Failure)

with $10 off a.

Categorize _Follow Up

|

Wec
Wet

Tue
sun

ith a special craft Thu 875710 3'18 AM

L~
Find a Contact
Fiters L] Contacts Search Send Receive
Unread 08O e -2
Flagged X0
Has Atiachment  03¢A |
Date Sent »
Date Received »
Overdue
High Priority
Any Recipient is Me
Category »
Clear All Filters






OEBPS/html/graphics/01tab01.jpg
view

Descrpvon

Draft

Outiine

Publishing Layout

Print Layout

“This view does not display unused whitespace on the page such
as the margins at the top, bottom, and sides of the page. Addi
ally, it does not display the header or footer, or floating graphics.
Use this view when you need 1o see the maximum amount of text
possible.

In this view, you can create an outline using t00s that help you
assign levels to your outline headings, collapse and expand sec-
tions, promote or demote headings, as well as move entire sec-
tions with the least amount of effort. The outiine view s also useful
for viewing documents created with heading styles (Heading 1,
Heading 2, and so on), which, by default, have hierarchical levels
assigned. Using this view, you can quickly review the structure of a
document that uses headings and subheadings. For example, you
could check a document in the Outline view to be sure that you
have at least two subheadings for each heading.

Use this view for documents that you format with a publishing tem-
plate such as a brochure or newsletter. If you ciick this view button
in a document that s not a publishing type document, Word asks i
You want to create a new publishing document or edt the current
document in publishing layout view. This view contains desktop
publishing tools on the ribbon’s Layout tab that are not included in
other views.

‘The print layout view shows the document as it will look when it
prints. It displays the margins, unused space on a page, graphics,
headers, and footers, as well as a visual page break between
pages.





OEBPS/html/graphics/11fig10.jpg
Save As: Q]
Where: (@Documenss )
BE oot pesenaton Cope——— |

Descrouon 4 Common Form:
The XML bsed format sl powerPoint 97-2004 Presentation (.ppt) P

PowerPoint Template (.potx)
LOMnOIEAOUARION e Point 97-2004 Template (po)

ompi Movie (mov)
Comm Mo
Speciaty Formats (&8

bl | ==l
PowerPoint 97-2004 Show (.pps)

e i et

Pomtrlt e, bt Temstim oo |
Fowerron Maca-Enabied Sow Coosr 1€
Gutine | e Tt Frmat ()

et Trame o

PPl A Copar

Povtpto 8. 500 e o)

e

"

G

e

TIFF | —=






OEBPS/html/graphics/01fig19.jpg
. —

Printer: (O HP Laserjet 1200 @
Presets: (Sandard )
Summary
== vaie
 Copies & pages
i Pages: A1
et 1. Calited
» Moot ord
avout
Fages persheet '
LiyoutDirection Lft-Right-Top-torom
i Nore
Two-Sided off
Reverse Page Orenation 0ff
Fip Horzontally o
» Color Matcing
» Paper Handling s
» Paper Feed L
(@ (poFv) (preview) (Supplies..) (Cancel) (Cprint )






OEBPS/html/graphics/01fig18.jpg
Print

printer: (0 P Laseet 1200 18) (@)
Presets: [ Standard )

(Layout [}
Pages per Sheet: (1 O]

1 v orecion: [ 157 a0

Two-Sided: OFF

ip horizontally.

@ Coorv) Cancel ) (Cprint )






OEBPS/html/graphics/11fig11.jpg
riter: (0 Brother HL-2070N seies 18] ()
preses (Sncard———————_T8)

[ Copies & Pages )

copes T | () @ cotmes

Sides: @A (7 stides)
O From: [T

O Selected Siides.

pinewhat. (Handouts 3 sides per page) 18]
Side show: (Al Sides )

Outpur: (Color =)

O sese toFit Paper
print Hidden Stdes.
o rame Sides

GO 103 o)

4 Show Quick Preview

@ (CPoFv) (oreview) (Supplies) (Cancel) (Cprmt )






OEBPS/html/graphics/01fig17.jpg
Print

printer: (O AP Laseet 1200 T8) (@)
presets: (Standard D]

[ Microsoft Word )

Print What: [ Document o]

Print: - @Al pages in range
©0dd pages only.
OEven pages only

(Word Options... )

@ (PoFv) (preview ) (Supples..

Cancel

o)






OEBPS/html/graphics/01fig16.jpg
Printer: (O HP Laserjet 1200 @
Presets: (Standard C)

 Copies & Pages.
Microsoft Word

Layout
Color Matching
Paper Handling
Paper Feed
Cover Page
Scheduler

Color/Quality Options
Finishing

Summary

entrage

0 Geoes






OEBPS/html/graphics/01fig15.jpg
Page Setup.

Settings: | Page Attributes B
Format For: [ HP Laserjet 1200 =]

HP Laserjet 1200

Paper Size: [ US Letter =)

8.50 by 11.00 inches.

Orientation: |14 | T3

Scale: | 100 %

Cancel






OEBPS/html/graphics/01fig14.jpg
printer: (O AP Laseet 1200 T8) (@)
o ——

[ Copies & Pages w—

covi [T 0 Fcotues

Pages: @ AN
O Current Page.
Selection

O fror

O page Range

Enter page numbers and/or
page ranges separated by
commas (¢9.2, 5-8)

GO n o)
4 Show Quick Preview

@ (CPoFv) (oreview) (Supplies)

(Cancel) (Cormt )






OEBPS/html/graphics/11fig07.jpg
[ Documents
¥ SEARCH FOR

© Today.

© vesterday

© past Week

(1 Al images.

(51 A1 Documents

¥ MEDIA

A wsc

& Photos
1" Mediterranan

san Remo

san Remo

One of the Pla..






OEBPS/html/graphics/11fig06.jpg
Click to add title

Click to manually crop and reswzeJ LCI\ck 10 see the uncropped clip art at
Click to automatically crop so assize that fits in the placeholder but
the art fills the placeholder. doesn't necessarily fill it.





OEBPS/html/graphics/11fig09.jpg
Click here to begin |yping.——'

5[] [ ven.





OEBPS/html/graphics/01fig21.jpg
<> |
Show
 rawings o Hihign:
O osjectanchors O sookemarks
O Fildcodes O Tex boundaries
Field shadng: (Never 78] O image placehoiders
& Comments on ollover O oatefone
(0 Background clorsand images n PrnsLayout View ) Contact Tags
Nonprinting chaactrs
O Tab characers O Opsionat yphens
O spaces O widden text
O paragraph marks Oa
Window
© status bar @ Horizontal scroll bar
& Live ord Count  Veruclscrol ar
4 venical ruler O Weap to window
Sylesreawigen: [0 [
Descripton o preference
Show Highiight

Displays highlighting on the screen and the prnted document.

(@) Co






OEBPS/html/graphics/11fig08.jpg
Click to add title

|

okt mansay s ans o] | i on ol snpodo
Click to fill the placeholder.






OEBPS/html/graphics/01fig20.jpg
Word Preferences

(<[> liu]

ol B S ——
oo
s -
0 % W T

Grammar

Output and Sharing

Save

)

Compatibity Track Changes Audio Notes

Personal settings

& B R @

User Securty  Feedback i Locations  Ribbon
Information

(Cancel) (oK)






OEBPS/html/graphics/11fig03.jpg





OEBPS/html/graphics/11fig02.jpg
New from Template Button

Click to add title

Clikto add subtitle

Notes Pane

|
Navigation Pane Showing the Slides View





OEBPS/html/graphics/11fig05.jpg
* Click to add text

Insert Picture from File Button Clip Art Browser Button





OEBPS/html/graphics/11fig04.jpg
j Adjacency -
(E]
Title Side Twleand  Section Header Two Content
Y Content
Comparison _ Title Only Blank. Content with
Caption
Pwrewith  Tweand  VericalTite
Caption  Vertical Text  and Text
Duplicate Selected Slides
7] Insert Slides from Other Presentation b
] Insert Slides from Outline... L






OEBPS/html/graphics/pub.jpg





OEBPS/html/graphics/04fig07.jpg
Categores: Commands:
Wacros T
Cumenckeys:

(Remove )
Press new keybowrd shortat [ ) Chssion )
Descrpion

Sov chnges i (Nommadorm—18) (CRewiAi) GO






OEBPS/html/graphics/04fig06.jpg
Record Macro

Macro name:

MyMacrol

Assign macro to

Toolbars ~ Keyboard

Store macro in:

[All Documents (Norma)  1%)

Description

() G






OEBPS/html/graphics/04fig09.jpg
]

U

2l

3l






OEBPS/html/graphics/04fig08.jpg
Vi, R - Helght

v Tamsmrend oo wapten B @

s E v A In Line with Text

H square
T Tight

T Behind Text
L In Front of Text

Width:

[N

H Top and Bottom
EE Through

{#] Edit Wrap Boundary
More Layout Options...

Wrap To >






OEBPS/html/graphics/04fig14.jpg





OEBPS/html/graphics/04fig13.jpg
Color Saturation
ﬁ—'—a e e B
Color Tone

i e

Recolor.
B P ]

() More Colors...
G Set Transparent Color

icture Color Options...






OEBPS/html/graphics/04fig16.jpg
Shadow Effect Reflection Effect Glow Effect: BevlEfe  3-DRotation






OEBPS/html/graphics/04fig15.jpg
AFTER

sl






OEBPS/html/graphics/04fig10.jpg
Border Button

mwi
= = = 2T
- 0T T
~ ST TR T ) F] o
&| =
et e o et =]
HECEEH= =
e e S
o RS v )
TR






OEBPS/html/graphics/04fig12.jpg
Sharpen and Soften

= e G B

Brightness and Contrast

[ Picture Correction Options






OEBPS/html/graphics/04fig11.jpg
EX

\ une

L snadow

O clow .50t egges

2 Refecion

) 3-0romat
Rotsion

| 7 raust eare

I A iers

oo

2] rexesox

2 see

5 tavout

Y - TY = W

Tarspaoer
Tampner 010 0% ()
Comctons

oo 100 =010 0% |[)
o == 0% |[)
sapen 00— % |[)
oo

B o —_

Swnton: =G40 [100% |
Temperaure, 1500 911500 6300

et

Conal) GO






OEBPS/html/graphics/02fig03.jpg
This button expands and
contracts the dialog box.

e Gt}
O — T

0 Highlight al items found in: | vain Document

(Canw) (Find Next

Search

((Current Document Al 18)
O Match case.

J Find whole words only

O Use wildcards.

O Sounds like

O Find all word forms.

Find
No Formatting ) (Format 199 (special 16






OEBPS/html/graphics/02fig02.jpg
indow _$ _Help

ment1

s i+ (@) (Q~(search in Document )
Review_|
swis e
D) | fumcon] | B [aE]- G- =i
20 N

TextBox shape Picure






OEBPS/html/graphics/02fig01.jpg
Cancel

7=

=






OEBPS/html/graphics/02fig07.jpg
Paste Special

Source:  Unknown

@ Paste
Paste link
Unformatted Text
Displayasicon | styled Text
Result

Inserts the contents of the Clipboard as text with font and

table formatting.






OEBPS/html/graphics/02fig06.jpg
8,00 Find and Replace

{Find | Replace | GoTo

Find what: [ApAp

P z
(%) (Replace All ) (Replace ) ("Cancel ) ((Find Next)

Search

Current Document Al %)

O Match case

Find whole w
O Use wildcards.
O Sounds like

O Find all word forms

Replace

No Formatting ) (Format E [special E






OEBPS/html/graphics/02fig05.jpg
EBE®Q o
'V Find and Replace

[search Document

Replace With

[ Replace All || Replace






OEBPS/html/graphics/02fig04.jpg
8,00 Find and Replace

[ﬂnd | Replace GoTo |

Format: Highlight

] Highlight all items found in:  viain Document &

@ (Gamee)

Search

Current Document All <

H

Match case
Find whole words only
Use wildcards

Sounds like

Find all word forms.

ooooo

Find

H

No Formatting ) (Format 3] [special 3]






OEBPS/html/graphics/02fig09.jpg
.00

Spelling and Grammar: English (US)

Not in dictionary:

5165 per night plus tax or $1090 per weK pius ) (__lgnore )

tax (for up to 2 peoplefone bedroom)

ignore All
id

Suggestions:

wok
weak
web
wed
wet

Change
Change All

AutoCorrect

ek

 Check grammar

Undo

Cancel






OEBPS/html/graphics/02fig08.jpg
This popup button lists criteria for viewing clips.

[C—) [ view -

e
A Ve o w0710
A Porino 10710
W w0 w710
W sk g w710
W oo w710

@dd + [ pase 5 Dot -

Crever) (hoply






OEBPS/html/graphics/13tab01.jpg
10Go To rress

The next cell to the right Right arrow or Tab
The next cell to the left Left arrow or Shift-Tab.
The cell directly below Down arrow or Return
The celldirectly above Up arrow or ShiftReturn
The cellin the upper-left corner Cmd-Home

The cellin the lower-right comer of the ~ Cmd-End

active worksheet

Down one screen PgDn

Up one screen PgUp

Right one screen AltPgDn

Left one screen AltPgUp

* The intersection of the last column and the last row used in the workshset s the lower-right corner of
the worksheet.





OEBPS/html/graphics/13tab02.jpg
Lells to Select

Method

Single cel

Block of ells (also known as a
range)

Noncontiguous group of cells

Arow of cells

Adjacent rows
A column of cells

Adjacent columns
Noncontiguous rows

Noncontiguous columns

Click the cel.

Drag through the block or click one corer of the
block and Shiftclick the opposite comer of the block.

Cmd-click each individual cell and Cmd-drag through
blocks you want to add to the selected cells.

Click the row heading,
Drag through the row headings.
Click the column heading.

Drag through column headings.

Cmd-clck each row heading and Cmd-drag through
adjacent row headings to add to the selected rows.

Cmd-click each column heading and Cmd-drag
through adjacent column headings to add to the se-
lected columns.





OEBPS/html/graphics/04fig03.jpg





OEBPS/html/graphics/04fig02.jpg
AutoCorrect

(Lo )l i

Back/forward_ Show All

 Automatically correct spelling and formatting as you type.

‘AutoCorrect _Math AuoCorrect | Autoformat a3 You Type | AutaText

Aol a5 you type.

O Headings & Automatic bulleted lists
 Borders ¥ Automatic numbered lsts
4 Tables

Replace 35 you type

9 “Suaight quotaton marks wth“smartquotation mars
 Orcinss (10 with superscriot

4 Fractons 112 with racton cnracte 05

4 Symbol charactes () with symbss ()
 “80igand_iaic_with e formating

 intemet s nevwork gt it yperinis

Automaticaly as you type.
() Define stles based on your formatting

¥ Tabs and backspace set left indent
4 Format beginning of st item exactly ike the one before It

Description of preference.
AutoCorrect
Use AutaCorrectto corret text and formatting as you type.






OEBPS/html/graphics/04fig05.jpg
Reveal Arrows

O [® B [ WS>

English WUSA)

ocation (1)
b (n)

Synonyms:
condtion

stte o affirs Dicionary Form)

creumstances (O ctonary Form)

status quo (DictonaryForm)

[ ] [tk

T ——"
Englsh.
¥ situ-ation (noun) [}
situ-a-tion] sichoo dyshn ]
(sit-u-a-tions)

> Biingual Dicionary
» Transiaton

> Web Search






OEBPS/html/graphics/9780132174794.jpg
more than just a book

UsSING

microsofte

Office 2011
for the Moc

yvonne johnson
oue’






OEBPS/html/graphics/04fig04.jpg
Create New AutoText

Word will reate an AutoText entry from the current selection.

Cancel )






OEBPS/html/graphics/browseobject.jpg





OEBPS/html/graphics/04fig01.jpg
AutoCorrect: English (US)

[ <[> ] il Q

| Backjroard show Al Search Word preferences

& Automatically correc spelling and formatting as you type

((AutoComet | Math AutoCorrect _ Autoformat s You Type _ AutaText

 Show AutoCorrect smart button

4 Correct TWo INiial CApitals
4 Capitalize first letter of sentences

 Capitalize names of days
4 Capitalize first letter of table cells

4 Replace text 35 you type (CExceptions... )

Replace with:© lain text

ool

4 Automatically use suggestions from the spelling checker

Descripton of preference

Exceptions
‘Change the behaviorof automtic capitalzation correctons.






OEBPS/html/graphics/02fig10.jpg
800 Spelling and Grammar: English (US)

Passive Voice:

Our rates have been determined by a 0 Cigrore=)
survey and comparison process].
Ignore All
Next Sentence
Suggestions:

/A survey and comparison process has determined our (_change )

rates

& Check grammar (Coptions... ) (_Undo ) (_Cancel






OEBPS/html/graphics/t298_01.jpg
Order of Precedence

Explanation

(10-(2+3*2)/2)°2+10°3
(10-(2+6)/2)°2+10°3

(10-8/2)2+10°3

(10-4)2+10%3

6/2+10'3

36+1,000

1,036

The formula to calculate.

The inside parentheses are calculated first, but multpli-
cation takes precedence over addition, so 3 is muliplied
by2.

The single operation in the inside parentheses is calcu-
lated, resulting in 8.

One set of parentheses is left, and it must be calculated
next, but it has two operations i it. Division takes
precedence over sublraction, so 8 is divided by 2 with
the result of 4

The operation in the parentheses is calculated and
results in 6

Exponentiation has a higher precedence than addition,
so the formula multiplies 6 times 6 and multiplies 10
times 10 times 10 for a result of 1,000.

The final answer.





OEBPS/html/graphics/06fig07.jpg
Fill Button






OEBPS/html/graphics/06fig06.jpg
arch in Document

N\ Lines and Connectors

] Rectangies

& masic saves

25 block Arows

5 Eavtonshaes

7B Flowcharc
P callouts

Shape Browser...

v

*® ¥ @
0 %
p=g=doi=]
Fps™






OEBPS/html/graphics/06fig05.jpg
T ——

Gradert Pt orToxtre_patem

 ure i [ —

L sadom .
O lowson cages | | Tamsparency oo——0 ox 10
2 refecton

) 3-0romst

@ 3-0 Rotaton.

2 adpsepcre

. A iers

Canal) GO






OEBPS/html/graphics/06fig04.jpg
Text Box Handles

«CAPSUL

© o

" Ut nulla. Vivamus bibendum,
nulla ut congue fringila, lorem
psum ultricies risus, ut rutrum
veit tortor vel purus. in hac

‘O habitasse platea dictumst.

Duis fermentum, metus sed

congue gravida, arcu dui

‘ormare urma, ut imperdiet enim

LS

-]

° o

| _ Click this button to
create a linked text box.






OEBPS/html/graphics/06fig03.jpg





OEBPS/html/graphics/06fig02.jpg
Grid Options

Snap objects.

) To grid in Publishing Layout View

[ To grid in Print Layout View

To other objects
Grid settings

Horizontal spacing

Vertical spacing: o1

Grid origin

 Use margins

Horizontal origin; 075
Vertical origin: 075

O Display gridlines on screen

¥ Vertical every, 1

Horizontal every: 1

Default. Cancel






OEBPS/html/graphics/06fig01.jpg
e Pl A oo Voo ot Commad o Gt o Tl g T o Mmoo st

£ N:F3

o
L]






OEBPS/html/graphics/16fig08.jpg
Accept or Reject Changes

Change 1 0f 5 made to this document:

John Doe, 9/28/2010 5:05 PM:

Deleted row 1.

(CAccept ) (_Reject Accept All ) ( Reject All ) ( Close )






OEBPS/html/graphics/16fig07.jpg
Select Changes to Accept or Reject

Ufich changes SR

P —
e —

Qwee: [ =






OEBPS/html/graphics/16fig09.jpg
Looking Back to 2010

|+ CompanySize
+ Customer Base
* Total Revenue
* Total Profits

¥ [7 side 2 Looking Bck 10
¥ Tl : Losking Back 10 2010

Sizsand osiion
¥ Cotent acenoer2:Com..
s and ostion
v pawes
Isened e 4

» [751de & Customer bse 2010
» 751 7. Loing Foward

Presentation from Others:

Looking Back 02010






OEBPS/html/graphics/06fig10.jpg
Text Pane

Positon






OEBPS/html/graphics/16fig04.jpg
| tayous,

£l

(i

New  Deiie Previous Next  Show ShowAll

5 Tockcranges -

e et o ok e U






OEBPS/html/graphics/16fig03.jpg
Ourgess s o hav oot hings t ur s thepol i vl
0t s S0 s o 20t 105X G0 s mallng T pot
isopenor swinigro une hrogh the ndof At Because il v
il . many yers s 5l warm oough o svim 1 Sepiember .o Fcp £ et
ong s mesoe et

T ier s stdeou acvies blding, which s lld i suomosve
bl anique g pumps, od eneral sore g, CocsCols memarail, sn
ey modl s epca. 5 wel skl T iy rom e 1939
Workts Pt 163 pracicsty s st Ao e resran i d 1909 g
pinp sk cance £ e i a0 worng et ke bk e,
Rescid fomn old ssement k. peovids o ks with hours of
e of el skt The e s bk o ou personal 4 d e 15
Bokoperied s s publc resaurun Asour ut ol b e o e e

s bl s s wherever Yo wint






OEBPS/html/graphics/16fig06.jpg





OEBPS/html/graphics/16fig05.jpg
Highlight Changes

[ Track changes while editing. This also shares your workbook.

Highlight which changes

o when: Al 2
Who: [ Everyone :
Where:
¥ Highlight changes on screen (] List changes on a new sheet

(T==D)






OEBPS/html/graphics/16fig02.jpg
Protect Document.

Protect document for

@ Tracked changes
O Comments.

O Forms:  (“Sections.

O Read only

Password (optional):

O
Cancel






OEBPS/html/graphics/16fig01.jpg
o ] et | o Dorymans Klnaants | Tubles,
—— — T
= =

New Deete Previus Nem TrackChanges @) ShowMakp  *  accey Rejea Predoss Nem  Ardew Pane






OEBPS/html/graphics/06fig13.jpg
600 Media
=888 & S
" & GarageBand
GarageBand
A iTunes
[F iTunes Playlists
3 Music =
[ Movies
@ Podcasts.
1 Purchased
# Genius
1 90's Music
1 Classical Music
1 Music Videos
[ My Top Rated
[ Recently Added
[ Recently Played
| & Top 25 Most Played pms






OEBPS/html/graphics/06fig12.jpg
60006 Media

B2 88 8 &

Photos| Audio Movies Clip At Symbols Shapes.

Portofing Ov...  Portofina  Church at.

Harbor atPo... Town Squar... Harbor - Po.

> @ 159 items






OEBPS/html/graphics/06fig11.jpg





OEBPS/html/graphics/06tab01.jpg
Action Button
Add a shape Green plus
Delete a shape Red minus

Move a shape up

Move a shape down

Lower the level of a shape

Raise the level of a shape

Green triangle that points up

Green triangle that points
down

Blue arrow that points right

Blue arrow that points left





OEBPS/html/graphics/01tab01a.jpg
Notebook Layout

Full Screen

Web Layout

This view is available only for documents that you format with the
notebook template. If you click the NotebookLayout View button in
a document that is not a notebook, Word asks if you want to con-
vert the current document to a notebook or create a new document
formatted as a notebook. If you convert the current document,
some existing formatting may be lost. This view presents your
document on the screen visually as a bound notebook with sec-
tions. In this view, you can take notes, flag items, and record audio
notes

The full screen view hides all screen elements except the docu-
ment and displays across the top of the screen a toolbar that en-
ables you to work in Write or Read mode. You can press the Esc
key to exit this view.

This view is sort of a leftover from the old days when you could use
Word as a web browser. It's the one that is accessible only from
the View menu. You can use it to view or create HTML documents,
but here's a tip: Don't even think about creating HTML documents
in Word!





OEBPS/html/graphics/06fig09.jpg
ables | Charts | SmartArt

Grapnic

g:
-

rh

SIS Eﬁm BE0 d@EE

I Qee s¢v @HE B
BB | soaosn | Oy | i) )|

== | B2 || B ||e-00| v

»e| 2 | B = EL
|






OEBPS/html/graphics/06fig08.jpg





OEBPS/html/graphics/showme.jpg





OEBPS/html/graphics/13fig11.jpg
—— . ——

Tonsr e g Number, Nmberof Pages, Dt i, il Nare, o St e, (&)
Sk o s o o e o o s e

To nserta pre, cick the Inser P butn.
o fomattex, selct he txt,and thecck e Form TextBton

o format  pcure,dlick he seton ths coni th e, and the click the Format e bt

@& = Ijﬁ@@j-

Lot secton






OEBPS/html/graphics/13fig10.jpg
Page Setup

((Page | Wargins _HeaderiFooter _Sheet |

Orentation

18 @emar 13 O unsscae

Options... )

Saaling S

© Adjust o (2 % normal size
Ome: 1 ]

First page number:  Auto

printquality: Chigh 18)

(Gnce) GOk






OEBPS/html/graphics/13fig09.jpg





OEBPS/html/graphics/13fig08.jpg
sum |

s
&

i
5{
o

5]0|@|~afwnfa w/n

Sheetl ] Sheet2 ] sheet3 J +






OEBPS/html/graphics/13fig07.jpg





OEBPS/html/graphics/13fig06.jpg
)






OEBPS/html/graphics/13fig05.jpg
RS






OEBPS/html/graphics/13fig04.jpg
800
PHEHGH= sxObhe @

A vome | Layow | Tables | chans |

e Font

B e Lz -

pase | BT

The answer is:






OEBPS/html/graphics/74794.jpg
Office 2011
for the Mac






OEBPS/html/graphics/03fig27.jpg
Label Options.

Printe information

O Dot matrix
© Laser and nk et

Label products: (Avery standard o)

Product number: Labelinformton
5161 - Adaress Tros. ey

5162 - Address e
5163 - Shipping

5164 - Shipping wan: 263"

5165 - ull Sheet

5167 - Return Address Pagesize: Leter (81/2 % 11

5168 - Adaress

D) (o) (o oD
(o) (Newlaber) (beieie ) (@O






OEBPS/html/graphics/14fig04.jpg
Orientation Button

5 abe | 50 wap Tee

Merge

|__ Use This Button
for Text Only





OEBPS/html/graphics/14fig03.jpg
| | & vome | tayour | Tables |

font

‘ . [catibri ody  [+[12 [~

pse | BT |UJSA






OEBPS/html/graphics/14fig02.jpg
O shift cels right
@ shitcels down
O Entire row
O e column

(o) o)






OEBPS/html/graphics/14fig01.jpg
ol & Home | tavoue. .| Tables,. | Chaces.e |- Srosethre_ | Foomulas,, | Dun | feview.. |
1 aber, Sowaprens [Genenst 5|
e < ([ %) >
=E
Lomocpment o om_Sre D o
S s I T T
St S E T B S -
o S E VT R —
ey e w5 s 2 w0 0
o opetors W8 4 15 1w 5w
et Spot 204 10 1 am sm
Mdehart Sgpon W0 & 1 1 M0 500
Gomn Gen mm 3 N 8 e 6o
Dews oo am & 15 3 7w 0
Oron  Mekewg 20 1 m m im0 sw
o Opewow 2o 3 m 3 0 sw
- o ow o os wmm s
Sone S0 E Y S T —)
S oo wow s s o
Seton feewa a5 1 s g0
by O 203 4 36 1 sam sm
fupes  Swot 20 4 1 1 Am sm
e I M /T
oo Span Em 1 5 w60
Ol Opeions 201 6 15 5 Am s
v Mg 20 1 omom M sw
Gofe  Openiow 207 3 B 3 im0 sm
L E T ST
oo S E Y I R —
e S T T
e e 3 s s 1 ism gm
Srcwr Opemtons IS 4 16 1 wum s
i ow
08 view Ready






OEBPS/html/graphics/05fig01.jpg
M KA o M Ao Enm o G A T g M o Hal - 3






OEBPS/html/graphics/05fig02.jpg





OEBPS/html/graphics/05fig05.jpg
Sort Scribble. ilota Flags;
B0 recuien. P

address

14 Apple Inc. 1 Infinite Loop Cupertino CA 950...
(] Judy Risley 101 Main St. Nahvillw, TN

L1 Tom Elliot

A Yvonne Johnson

| & Yvonne Johnson 1113 Murfreesboro Rd. Franklin, ...






OEBPS/html/graphics/05fig06.jpg
Audio Notes.





OEBPS/html/graphics/05fig03.jpg
Note Levels.

Note Level 1 .

&






OEBPS/html/graphics/05fig04.jpg
Note Flags Tables
2 FiagType

recion [P Cremte ok Task

00000000040
00000000040
00000000040
00000000040
00000000040
0000000000
0000000000
0000000004

A Insert Table...
Convert Text to Table.

00 M
eated






OEBPS/html/graphics/14fig11.jpg
Chart Title.

Y-Axis:

Y-Axis Title

Chart Dalta Range

X-Axis X-Axis Title





OEBPS/html/graphics/14fig10.jpg
Regon2

i

{

Regions

(in millions)

¢

anagon
ahagon
“hegons
Snsgont
“nagons






OEBPS/html/graphics/04fig18.jpg
==

A New Feature in Office 2011 for Mac

Word 2011

shows you 3D
layers.

Reorder
[ Button






OEBPS/html/graphics/04fig17.jpg
Arrange

S g =, -
[ Transereney  pion wapText B @
[ shadow [ T
() Reflection >

@ oo >






OEBPS/html/graphics/14fig14.jpg
asssn

asssy

Testcar3
Testcars






OEBPS/html/graphics/14fig13.jpg
Insert Sparklines

Select a data range for the sparkiines:

Select where to place sparklines:
Sesia

s e (Cancel?) (@O






OEBPS/html/graphics/04fig19.jpg





OEBPS/html/graphics/14fig12.jpg
SN

sesmzsen
samazeen

ameesean

i
AERERRRRRAR

ZAyEsnE R NA R






OEBPS/html/graphics/letmetryit.jpg





OEBPS/html/graphics/14fig08.jpg
Modify Cell Style

Stylename: Heading 3 Preiew: | vesding
T selected syl has formatting for the following properties

Style Property Format

0 Algnment

Front Calir 11, 80ld Coor 49

 sorder Sottom Border

crn

O Protection

Come) (o) GO






OEBPS/html/graphics/14fig07.jpg
Format. Cells.

[ [E

SIS Format cell with pre-defined syl 7e5

Comparisons I

o G

D il |
19 Warning Text

10 Ties and Headings
Heading 1 Heading2 Headis

10
1o Themed Cell Styles
10 20%-Accentl  20%-Accent2  20%-Accents 20%-Accentd  20%-Accents  20%- Accents

s Title  om

10 ] New Cell Style...
10 5 Import Cel Styles...






OEBPS/html/graphics/14fig06.jpg
Format Cells.

Category:

Number
Currency.
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

Special
Custom

(Namber | Aignment fort _Gorder il _protection

Sample
Last Review Date:

Generalformat cels have no specific rumber format.

(Cancel

(GC5S)






OEBPS/html/graphics/14fig05.jpg
[@Be7] 50 wapText + [General

| v abe Horizontal Text

1 & Angle Counterclockwise

% Angle Clockwise
Vertical Text

-

Rotate Text Up H

qe abe o7

Rotate Text Down

Cell Alignment Options...
10010 T 7/i/i07 $300]






OEBPS/html/graphics/14fig09.jpg
This button splits the window into four panes.

~+— The Split Bar






OEBPS/html/graphics/tellmemore.jpg





OEBPS/html/graphics/14tab01.jpg
Bxcel Ausomatically

AnG Lispiays the Number in the Cell

If You Enter Applies This Format Like This
1 General 1

11 General 11

0015 General 0015
.00000000000000015  General 1.56-16
12000 General 12000
12,000 Number 12,000
12 Date 2-Jan
0172 Fraction 12

12% Number 12

$100 Currency $100
$1,200.00 Currency $1,200.00
12111 Date 12111
1211 Date 1211
January 2 Date 2-Jan
Jan2 Date 2Jan
111 Time 1
11111 Time 11111





OEBPS/html/graphics/14tab02.jpg
i S

Dplons

Lomments

General

Number

Currency

Accounting

Date

No options.

Decimal places (specify the
number of places you want to
use)

1000 Separator ()

Negative numbers (with aminus,
in red, or in parentheses)

Decimal places (specify the
number of places you want to
use)

Currency symbol (choice of
None or multle international
symbols)

Negative numbers (with a minus,
in'red,or in parentheses)

Decimal places (specify the
number of places you want to
use)

Currency symbol (choice of
None or mulple international
symbols)

Type (314/01; Wednesday,
March 14, 2001; 3114; 3114101,
and so on)

Location (Language)
Calendar Type

Numbers appear exactly as entered
except for very large or very small
numbers, which display in scientific
notation.

This format lines up the currency sym-
bols and the decimal points in the col
umn. Negaive values display in
parentheses.

Excel can display dates in other lan-
guages and use different calendars ifa
location has multple types of calen-
dars. The types vary by language.





