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Symbols and Numerics
= (equal sign), 240

* (multiplication sign), 240

+ (plus sign), 240

3-D effects, 79

A

absolute cell references, 256-257
Address Book (Entourage)
contact group, creating, 384-385
contact group, deleting, 393
contact information for yourself, adding, 380-381
contacts, adding new, 378-379
contacts, deleting, 392-393
contacts, editing, 382-383
contact’s address, copying, 389
contact's address, mapping, 386-387
e-mail correspondent, adding an, 379
importing messages from another address book
program to, 379
preview pane, 390-391
selecting contact address from, 334-335
sending message from, 335
Web page, displaying a contact’s, 387
all-day events, creating, 366-367
animation, 314-319
Applications folder, 4
appointments
changing, 363, 365
creating, 362-363
arithmetic formulas (Excel), 240
attachment
adding, 336-337
opening, 348
saving, 349
virus in, 349
AutoCorrect tool (Word), 136-137
AutoFill (Excel), 206, 207
AutoFilter (Excel), 214-215
AutoFormat feature
Excel, 220-221
Word, 150-151
automatic appearance at startup
of Microsoft Office 2008, 5
of Project Gallery, 21
automatic message checking, changing time for, 343
AutoSum feature (Word), 158-159
AutoSum formulas (Excel), 246-247
AutoText feature (Word), 88-89

background
changing, 300-301
hiding, 75

bar tab, 102
Bcc (blind courtesy copy), 335
Blank layout (PowerPoint), 291
boilerplate text, 137
bold text, 48
borders
Excel, 236-237
Word, 110
bullet
custom character or picture as, 299
sizing, 299
style, changing, 298-299
bulleted lists, 84-85, 277

C

Calendar
all-day events, creating, 366-367
appointments, changing, 363, 365
appointments, creating, 362-363
daily repeating appointments, creating, 364
daily repeating tasks, creating, 372
date, navigating to a specific, 361
inviting people to a meeting, 368-369
meeting invitation, responding to, 369
Mini Calendar, navigation with, 360
Month view, 361
monthly repeating appointments, creating, 365
monthly repeating tasks, creating, 373
navigating, 360-361
repeating appointments, creating, 364-365
repeating tasks, creating, 372-373
tasks, changing, 371
tasks, creating, 370-371
tasks, displaying only incomplete, 375
tasks, marking as complete, 374
tasks, reminder for, 371
Week view, 361
weekly repeating appointments, creating, 365
weekly repeating tasks, creating, 373
Work Week view, 361
yearly repeating appointments, creating, 365
yearly repeating tasks, creating, 373
cell address (Excel), 182
cells (Excel)
deleting, 199
deleting data in, 198, 199
deleting formatting in, 199
editing data in, 186-187
entering data into, 184-185
overview, 182
cells (Word tables)
merging, 152-153
selecting, 144-145
splitting, 154-155




character spacing

PowerPoint, 297

Word, 105
chart sheet, 261
charts

creating, 260-261

deleting, 271

gridlines, 265

horizontal gridlines, 265

labels, adding, 263

legend, 264

moving, 270, 271

objects, formatting, 266-267

objects, selecting, 267

in PowerPoint, 280-281

resizing, 271

styles, applying, 268

titles, adding, 262

type of chart, selecting a different, 269

vertical gridlines, 265
circle, drawing a, 61
clip art. See also graphics

finding, 63

inserting, 62-63
closing documents, 38-39
color

font, 50-51

scheme, creating a custom, 305
column (Excel)

described, 182

freezing, 231

hiding, 229

inserting, 197

selecting entire, 203

width, changing, 224-225
columns in Word tables

deleting, 147

displaying text in, 118-119

inserting, 146, 147

width of, 148, 149
comma-separated values (CSV) file, 379
comments, 95
comparison formulas (Excel), 241
Comparison layout (PowerPoint), 291
compatibility of documents with earlier versions of Office, 40-41
compatibility of fonts with Office for Windows, 47
concordance file, 179
contact group

creating, 384-385

deleting, 393

sending e-mail message to, 385

setting up a meeting with, 385
cover pages, 162-163
CSV (comma-separated values) file, 379
custom borders (Excel), 237

custom list, 207
customizing buttons on toolbars, 9

daily repeating appointments, creating, 364
daily repeating tasks, creating, 372
date field (Word), 90-91
decimal tab, 102
default tab, 103
Dictionary tool (Word), 124-125
Dock
adding an office program to, 14
quitting an Office program using, 15
documents
closing, 38-39
compatibility with earlier versions of Office, 40-41
editing, 24-27
formatting, copying, 54-55
grammar errors, checking for, 32-33
opening, 23
previewing, 37
printing, 36-37
saving, 22
searching in, 28-29
spelling errors, checking for, 32-33
Web page, saving a document as a, 34-35
Draft view (Word), 11
drop shadows, 111

Elements Gallery, 6
e-mail. See Entourage
endnotes, 170-171
Entourage. See also Address Book (Entourage)
attachment, adding, 336-337
attachment, opening, 348
attachment, saving, 349
attachment, what to do if virus is in an, 349
automatic message checking, changing time for, 343
Bcc (blind courtesy copy), 335
contact address, selecting a, 334-335
folder, creating, 350
folder, deleting, 351
folder, moving a message to a, 351
folder, renaming, 351
formatting for message, 341
forwarding an e-mail message, 346-347
junk e-mail messages, blocking a person who sends you,
354-355
junk e-mail messages, setting protection level for, 352-353
offline, composing messages, 333
overview, 333
priority level of message, setting, 340
reading e-mail messages, 343
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receiving e-mail messages, 342
redirecting an e-mail message, 347
replying to an e-mail message, 344-345
rules to filter incoming messages, creating, 356-357
sending an e-mail message, 332-333
signature, adding a, 339
signature, creating a, 338-339
spam, 352-355

envelopes, 172-173

= (equal sign), 240

Excel
AutofFilter feature, 214-215
AutoFormat feature, 220-221
borders and shading, adding, 236-237
cell, editing data in a, 186-187
cell, entering data into a, 184-185
cell address, 182
cells, 182
cells, deleting, 199
cells, deleting data in, 198, 199
cells, deleting formatting in, 199
centering text across multiple columns, 233
column width, changing, 224-225
columns, 182
columns, freezing, 231
columns, hiding, 229
columns, inserting, 197
custom borders, 237
displaying a hidden row or column, 229
Format dialog, 266, 267
Formatting Palette, 267
Formula bar, 183
gridlines, making borders standout from, 237
merging two or more cells, 232-233
new documents, 19
number format, applying a, 218-219
range, 182
row height, changing, 226-227
rows, 182
rows, freezing, 230, 231
rows, hiding, 228
rows, inserting, 196, 197
spreadsheets, 180
workbook, 182
worksheet inserted into Word document, 143
worksheet tab, 182
worksheets, adding blank, 191
worksheets, copying, 192-193
worksheets, creating, 190-191
worksheets, deleting, 194-195
worksheets, hiding, 195
worksheets, layout of, 182
worksheets, moving, 192-193
worksheets, navigating, 188
worksheets, renaming, 189
wrapping text within a cell, 234-235

F

financial functions (Excel), 245
Finder button, starting program with, 4-5
folder
creating, 350
deleting, 351
moving a message to a, 351
renaming, 351
font
changing, 46-47
color, 50-51
compatibility with Office for Windows, 47
effects, applying, 48-49
guidelines, 51
replacing, 306-307
shortcuts, 49
sizing, 47, 307
footers (Word), 166-167
footnotes (Word), 170-171
Format dialog (Excel), 266, 267
Format Painter, 54-55
formatting
copying, 54-55
for Entourage message, 341
graphics, 74-75
Formatting Palette
displaying, 44
in Excel, 267
hiding, 45
Formula bar (Excel), 7, 183
formulas (Excel)
absolute cell references, 256-257
arithmetic, 240
AutoSum, 246-247
building, 242-243
changing, 243
comparison, 241
copying, 255
functions added to, 248-249
moving, 254
operands, 240
operator precedence, 241
operators, 240
overview, 240-241
range names added to, 250-251
referencing another workbook range in, 253
referencing another worksheet range in, 252-253
relative cell references, 256-257
viewing, 243
functions (Excel)
added to formulas, 248-249
advantages of, 244
financial, 245
list of, 244-245
mathematical, 244
overview, 244-245




statistical, 245
structure of, 244

G

grammar errors, checking for, 32-33

graphics
background, hiding, 75
effects, applying, 75
formatting, 74-75
glow, adding, 77
moving, 70
Quick Styles, applying, 74, 75
recoloring, 80-81
reflection, adding, 78
resizing, 71
rotating, 71
shadow, adding, 76, 77
text wrapping in, 73
3-D effects, 79
as watermarks, 81
gridlines, 237, 265

H
headers (Word), 164-165

hidden row or column, displaying, 229

highlighting text, 111
Hyphenation tool (Word), 128-129

|

images. See graphics
index, 176-179

italic text, 48

junk e-mail messages, 352-355

L

labels added to charts, 263
layout masters (PowerPoint), 308
layout of Office windows, 6-7
leader tab, 103
legend on charts, 264
line spacing
PowerPoint, 296, 297
Word, 104, 105

mailing labels
described, 174-175
printing, 175

margins

default, 113

described, 112-113
mathematical functions (Excel), 244
meeting invitation, responding to, 369
menus, quitting an Office program using, 15
Microsoft Office Setup Assistant, 5
Mini Calendar, navigation with, 360
Month view (Calendar), 361
monthly repeating appointments, creating, 365
monthly repeating tasks, creating, 373
* (multiplication sign), 240

narration, recording, 324, 325
new documents
Excel, 19
PowerPoint, 19
Project Gallery used to create, 20-21
Word, 18, 19
Notebook Layout view (Word), 11
number format (Excel), 218-219
numbered lists
PowerPoint, 277

Word, 86-87
o0
Object Palette
displaying, 58
editing, 59
hiding, 59

offline, composing messages, 333
opening documents, 23
operands (Excel), 240

operator precedence, 241
operators (Excel), 240

Outline view (Word), 11

P

page breaks, 94
page numbers, 96-97
paragraph spacing
PowerPoint, 296-297
Word, 105
paragraphs, indenting, 106-107
pictures. See also graphics
cropping, 72-73
finding, 65
inserting, 64-65
used as background for slides (PowerPoint), 301
placeholders (PowerPoint), 290
+ (plus sign), 240
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PowerPoint
background of slide, changing, 300-301
Blank layout, 291
bullet, sizing, 299
bullet, using custom character or picture as, 299
bullet style, changing, 298-299
bulleted lists in, 277
character spacing, 297
charts in, 280-281
Comparison layout, 291
Content with Caption layout, 291
custom format, reusing, 309
every slide, selecting, 287
line spacing, 296, 297
Link narrations option, 325
multiple slides, rearranging, 289
new documents, 19
Normal view, rearranging slides in, 288
Normal view, selecting slides in, 286
numbered lists in, 277
object, moving a slide, 284
object, resizing a slide, 285
paragraph spacing, 296-297
Picture with Caption layout, 291
placeholders, 290
presentation titles, 274
Quick Style, applying a, 294-295
rearranging slides, 288-289
Rehearse Timings feature, 322-323
selecting slides, 286-287
skipping slides in presentation, 289
slide footer, adding data to, 282-283
slide layout, 290-291
Slide Sorter view, rearranging slides in, 289
Slide Sorter view, selecting slides in, 287
slides, adding, 275
slides, deleting, 275
slides, text added to, 276-277
subtitles, 274
tables in, 278-279
Title and Content layout, 291
Title Only layout, 291
Title Slide layout, 291
Two Content layout, 291
presentation titles (PowerPoint), 274
preview pane (Address Book), 390-391
previewing documents, 37
Print Layout view (Word), 11
printing
documents, 36-37
mailing labels, 175
program preferences, 12-13
programs
quitting, 15
starting, 4-5

Project Gallery
automatic appearance at startup of, 21
used to create new documents, 20-21
Protect Document tool (Word), 132
Publishing Layout view (Word), 11

Q

Quick Styles, 74, 75, 294-295
Quick Tables (Word), 140

ranges (Excel)
AutoFill, using, 206, 207
autoformatting, 220-221
automatically naming, 210-211
borders and shading, adding, 236-237
columns, selecting entire, 203
conditional format for, 222-223
copying, 209
described, 200
filling a custom series of values, 207
filling a horizontal range, 204, 205
filling a range with a series of values, 206-207
filling a range with the same data, 204-205
filling a selected range, 205
filling a vertical range, 204, 205
filtering, 214-215
individual cells, selecting, 202
manually naming, 210
moving, 208, 209
naming, 210-211
overview, 182
rectangular range, selecting, 202
rows, selecting entire, 203
selecting, 202-203
sorting, 212-213
relative cell references, 256-257
repeating appointments, creating, 364-365
repeating tasks, creating, 372-373
rows (Excel)
described, 182
freezing, 230, 231
height, changing, 226-227
hiding, 228
inserting, 196, 197
rows (Word)
deleting, 147
height of, 149
inserting, 146, 147

S

saving documents, 22
scroll bars, 7




scroll buttons, 7
searching in documents, 28-29
shading
Excel, 236-237
Word, 111
shapes
drawing, 60-61
text added to, 61
signature
adding, 339
creating, 338-339
slide footer, adding data to, 282-283
slide layout (PowerPoint), 290-291
slide master, creating custom format using, 308-309
slide shows (PowerPoint)
action button, inserting, 320-321
animating a bulleted list, 316-317
animating a chart, 318-319
animating a slide object, 314-315
automating, 323
custom version of, creating a, 326-327
keyboard shortcuts for, 329
recording narration for, 325
rehearsing timing of, 322-323
running, 328-329
slide transitions, 312-313
Slide Sorter view
rearranging slides in, 289
selecting slides in, 287
slide transitions, 312-313
slides (PowerPoint). See also slide shows (PowerPoint)
action button, inserting, 321
adding, 275
background, changing, 300-301
color scheme, creating a custom, 305
deleting, 275
every slide, selecting, 287
fonts, replacing, 306-307
fonts, sizing, 307
layout masters, 308
picture used as background for, 301
Quick Style, applying a, 294-295
recording narration for, 324
single slide, applying a background to a, 301
slide master, creating custom format using, 308-309
text added to, 276-277
themes, applying, 302-303
themes, built-in, 302-303
themes, custom, 303, 304-305
SmartArt graphics
inserting, 68-69
shapes used in, 69
spam, 352-355
special symbols (Word), 92-93

spelling errors
checking for, 32-33
correcting, 136-137
spreadsheets, 180
square, drawing, 61
Standard toolbar, 6
statistical functions (Excel), 245
Status Bar, 6
subtitles (PowerPoint), 274
sum formulas
adding, 158
updating, 159
synonyms, 122-123

T

table of contents (TOC), 168-169

tables (PowerPoint), 278-279

tables (Word)
AutoFormat feature, 150-151
AutoSum feature, 158-159
cells, horizontal merging, 152
cells, merging, 152-153
cells, selecting, 144-145
cells, splitting, 154-155
cells, vertical merging, 153
columns, deleting, 147
columns, inserting, 146, 147
columns, width of, 148, 149
conversion to, 143
drawing, 142-143
inserting, 141
moving, 156
overview, 138
Quick Tables, 140
resizing, 157
rows, deleting, 147
rows, height of, 149
rows, inserting, 146, 147
splitting, 155
sum formulas, adding, 158
sum formulas, updating, 159

tabs, 102-103

tasks
changing, 371
creating, 370-371
daily repeating tasks, creating, 372
displaying only incomplete, 375
marking as complete, 374
monthly repeating tasks, creating, 373
reminder for, 371
repeating tasks, creating, 372-373
weekly repeating tasks, creating, 373
yearly repeating tasks, creating, 373




Index

text

aligning, 52-53

all caps, 49

bold, 48

copying, 26

deleting, 24

editing, 24-27

finding, 28-29

italic, 48

moving, 27

pasting, 26, 27

replacing, 30-31

selecting, 25

small caps, 49

strikethrough, 48

subscript, 49

superscript, 49

underlining, 48

in WordArt images, 67
text effects, applying, 100-101
text wrapping in graphics, 73
themes (PowerPoint)

applying, 302-303

built-in, 302-303

custom, 303, 304-305
themes (Word), 116-117
Thesaurus feature (Word), 122-123
3-D effects, 79
Title bar, 6
titles added to charts, 262
TOC (table of contents), 168-169
toolbars

customizing buttons on, 9

displaying, 8

hiding, 9
Track Changes tool (Word), 130-131
Translation tool (Word), 126-127

u

underlining text, 48

Vv

vertical gridlines, 265

View buttons, 6

views. See also specific views
selecting, 10
in Word, 11

zoom maghnification, changing, 11

W

watermarks, 81
Web Layout view (Word), 11

Web page
displaying contact's, 387, 391
saving a document as a, 34-35
weekly repeating appointments, creating, 365
weekly repeating tasks, creating, 373
Window controls, 6
window size control, 7
Word
AutoCorrect tool, 136-137
AutoText feature, 88-89
borders, 110
bulleted lists, 84-85
character spacing, 105
columns, displaying text in, 118-119
comments, 95
concordance file, 179
cover pages, 162-163
date field, 90-91
default font, changing, 47
Dictionary tool, 124-125
drop caps, 108-109
drop shadows, 111
endnotes, 170-171
envelopes, 172-173
Excel worksheet inserted into Word document, 143
footers, 166-167
footnotes, 170-171
headers, 164-165
highlighting text, 111
Hyphenation tool, 128-129
index, 176-179
line spacing, 104, 105
mailing labels, 174-175
margins, 112-113
new documents, 18, 19
numbered lists, 86-87
page breaks, 94
page numbers, 96-97
paragraph spacing, 105
paragraphs, indenting, 106-107
Protect Document tool, 132
shading, 111
special symbols, 92-93
spelling errors, correcting, 136-137
styles, 114-115
table of contents (TOC), 168-169
tabs, 102-103
text effects, applying, 100-101
themes, 116-117
Thesaurus feature, 122-123
time field, 90-91
Track Changes tool, 130-131
Translation tool, 126-127
views in, 11




Word Count tool (Word), 133
WordArt images

inserting, 66-67

text in, 67
work area, 7
Work menu (Word), 134-135
workbook (Excel), 182
worksheet tab (Excel), 182

worksheets (Excel), 143, 188-195
wrapping text within a cell, 234-235

Y

yearly repeating appointments, creating, 365
yearly repeating tasks, creating, 373




