Numerics
2-D charts, 295-299
3-D charts, 303-305
3D effects, 51-53

A

Absolute cell references, 137-138,
263-264
Accented characters, 104
Accounting format, 210
Action buttons, 478, 482-484
Actions, 477, 480-482
Active cell, 196, 229-230
Activities list, 399
Address cards, 384
Address fields, 389
Address position, 108
Advanced Filter/Sort, 521, 527-528
Aggregate functions, 548-549
Align commands, 456
Aligning
form controls, 583-584
graphic objects, 43-44
report controls, 619-620
Alignment formatting buttons, 209
All Fields form, 390-391
Anchor cell, 227, 228
Anchored cell address, 264
And criteria, 543-546
And filter, 526, 528
AND () function, 283
Animations
building custom, 472-476
guidelines for, 466-467
predefined, 469-472
showing on the Web, 476-477
Annotation of slides, 494
Append queries, 561-562
Applications, customizing, 637-658
Apply Object Style tool, 458
Appointments, 367-375

Area chart, 295
Arguments, 538-539
Arithmetic operators. See also
Operators
in Access, 540-541
in Excel, 260
in formula fields, 134-135
order of calculation of, 265
Ascending order, 239, 344-345, 521
ASCII (decimal) code, 101
Attachment column, 324
Attachment Options task pane,
699-700
Attachment type, 503
Attachments
to messages, 327, 336
sending, 681-682, 699-700
Audience
matching animations to, 467
for presentations, 462-463
AutoCalculate feature, 256
AutoCorrect
bypassing, 73-74
creating a hyperlink, 478-479
dialog box, 103-104, 641
entering text, 73-76
inserting a signature, 76
inserting symbols, 102-103
AutoDate, 370-372
AutoFill, 235-236
AutoFit, 220, 222
AutoFormats, 572, 609, 707
AutoMark, 190-191
Automatic slide show, 493
Automatic subtotals, 250
AutoNumber, 503, 517
AutoPick, 380
AutoPreview, 344
AutoRecover, 9, 10-11
AutoSum, 257-258
Axis Options tab, 308
Axis tick marks, 309-310
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B Cells
comments in, 673-674
copying, 237
deleting from tables, 129
editing, 206
formatting, 206-217
merging and splitting, 131-132
protecting, 709, 710
in the query Design tab, 534
referencing, 136-138, 261-264
selecting, 128
in tables, 126
unlocking, 710
in worksheets, 195-196
Changed Lines, 667
Changes
in Excel, 674-676
preventing untracked, 708
in Word, 662-667
Changes to Selected Contact box, 393
Character codes, 101
Characters

Background

for forms, 574-576

for reports, 610-612

for themes, 446
Balloons, 668-669
Bands in reports, 603
Bar charts, 295, 296
Bar codes, 110-112
Base control, 620
Bcec (blind courtesy copy) field, 327
Between. . . And operator, 542
Bibliographies, 183, 187-188
Blank entries in Excel, 205
Blank layout in PowerPoint, 418
Blank table, 127
Blinds transition, 467
Blocked Encodings List, 727
Blocked Senders list, 725-726
Boilerplate text, 74-75
Bookmarks, 72
Borders, 93, 159
Bound controls, 569-570, 604
Bubble chart, 301-302
Building Blocks, 78-81
Bullet points, 420-421
Bulleted lists, 470
Bullets, 474-475
Business cards, 392, 405-407
Buttons in Word, 87-90, 665

formatting, 86
inserting accented, 104
Chart(s)
adding to slides, 423-424
animating, 470-471
converting worksheet data into, 289-290
creating in Excel, 290-293
elements of, 287-289, 305-308
formatting, 306-312
visualizing data with, 287-318

C Chart axis, 308-310
Calculated column, 548, 552-553 Chart data markers, 310
Calculated controls, 570, 588-589, 605, Chart Data Range text box, 316
624-625 Chart types, 294, 295-305
Calculations Check In/Out of SharePoint documents, 697
in Excel, 256, 265-267 Check Phone Number dialog box, 389
in queries, 548-553 Child table, 530
in a report, 623-625 Citations, 183-186
in tables, 134-138 Clip art, 33, 156, 470
Calendar Collaborative tools, 659-700
adding holidays to, 365-367 Collapse command, 166

Collapse Dialog button, 230

navigation keys, 363-364
Collapse symbol, 247

saving as a Web page, 20

scheduling in, 367-368 Color schemes, 442—-444, 650
Calendar folder, 358-367 Colors
Cameras, images from, 34-35 applying to messages, 337-338
Candlestick chart, 298 in slides, 463
Captions, 179-180, 182, 581, 618 Column chart, 296-297
Categories, 324, 338 Column sizes in a datasheet, 519-520
Category (X) axis title, 311 Column width in Excel, 217-220

Cell fonts in worksheets, 208 Columnar layout, 625
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Columns
changing width of, 130-131
deleting, 129, 238
filtering, 240-241
grouping, 247-248
hiding, 222-224
inserting, 130, 238
laying out text in, 145-146
manipulating, 217-224
selecting, 128-129, 227, 228
standard width of, 220
in a table, 126
ungrouping, 248
in worksheets, 195-196
Combo Box Wizard, 592-594
Comma style, 210
Comments
in Excel cells, 673-674
in Word, 660-662, 664-667
Comparison layout, 418
Comparison operators. See also Operators
in Access, 539-540
in Excel, 261, 265
in Word, 135
Compound criteria, 543
Compress Pictures feature, 460
Concordance file, 190-191
Conditional formatting, 579-580, 616-617
Conflicts in sharing workbooks, 679-680
Contact activity, 399
Contact addresses, printing, 407
Contact data, importing, 393-395
Contact management, 383
Contact tasks, 400-407
Contact window, 387-391, 407-408
Contacts
adding a picture for, 398
adding new, 386
assigning tasks to, 403
creating, 387-392
editing, 397-398
exploring Web pages of, 403-404
filtering, 411
grouping, 410-411
handling duplicate, 392-393
navigating, 385-386
phoning, 400-401
printing, 398-399
redialing, 401
requesting meetings with, 402—403
saving as a vCard file, 405
sending e-mail to, 402
sorting, 410
Contacts folder, 384-386, 407-412

Contacts list, 326
Content

to headers or footers, 155-156

of slides, 464
Content placeholder, 420, 421, 422
Content with Caption layout, 418
Contiguous data in a range, 229
Contiguous range, 227, 228
Contour chart, 304
Control Alignment group, 620
Control wizards, 576-577, 592, 614
Countries, blocking, 726-727
Country code top-level domain (ccTLD), 726
Cover pages, 78
Criteria

defining a filter, 527

for queries, 536, 538-548
Criteria pane, 534
Currency type, 502
Custom Animation pane, 472-474
Custom dictionary, 118-120
Custom document properties, 27-28
Custom filters, 242-243
Custom grouping, 600
Custom slide shows, 489-490
Custom styles, 174-175
Custom view, 349-350
Customizable AutoCorrect entry, 75
Customize Quick Access Toolbar drop-down

list, 648

Cut command, 237

D

Data
adding to slides, 420427
displaying in a chart, 287
entering in Access, 516-517
entering in worksheets, 196-206
querying, 533-562

Data entry, 201-206

Data format
custom in Access, 504-506
for text box controls, 587, 624

Data marker labels, 312

Data markers, 288, 310

Data placeholders, 508

Data point. See Data value

Data series
adding, 317
changing values, 313-314
in a chart, 288
deleting, 318

Data source, 313-318, 513

Data type coercion, 197, 198
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Data types, 502-503
Data value, 288
Database management system, 499
Databases, ranges as, 239-243
Datasheet view, 500-501, 512
Datasheet window, 514-516
Datasheets, 519-520
Date(s)
adding to headers or footers, 156
allowing in Excel, 205
entering into worksheets, 199-201
inserting in reports, 607-608
Date Filters command, 242
Date formats, 216-217
Date formatting buttons, 210
Date functions, 280-281
Date Navigator, 358, 359
DateDiff function, 588
Date/Time type, 502
Days, displaying in Calendar, 360-361
Decimal numbers, 205
Decimal points, activating, 202203
Decision-making formulas, 282-283
Default chart type, 305
Default save location, 11
Default Value property, 504
Delegate access, 689-690
Delete queries, 559-560
Deleted Items folder, 323, 337
Deletions, customizing in Word, 667
Delivery address, 105-106
Delivery receipt, 328
Demoting outline items, 167-168
Dependent variable, 301
Depreciation, 273
Descending order, 239, 344-345, 521
Descriptions for Access fields, 503
Design tab, 132-133, 306
Design view
building a form in, 569-576
building reports, 602-613
creating a subreport, 631-632
creating tables, 500-513
Datasheet view and, 512
switching to, 602
Desktop Alert, 333, 334
Detail data in an outline, 248-249
Detail section of a report, 603
Details form in the Contact window,
389-390
Dialog boxes, 230-231, 654-657
Dictionary in Word, 118-120
Digital signatures, 716-717

Disallowed operations for shared
workbooks, 677
Display for Review list, 664-665
Displayed date, changing, 358-360
Distribution list, 396
Document(s)
adding or editing properties, 2526
assigning passwords to, 703-706
based on existing, 5-6
creating, 4-6, 695
creating a drawing canvas, 31-32
digital signatures for, 716-717
editing selected regions, 709
formatting and editing restrictions,
706-709
hyphenating, 152-154
marking as final, 703
naming, 9-10
navigation techniques, 60-72
opening, 22, 696-697, 702
organizing, 164-169
previewing, 23-24
private data in, 714-716
protecting, 705
publishing to the Web, 15-20
in the recent files list, 22-23
repairing, 24-25
saving, 8-9, 15-17, 20-21
sending as attachments, 681-682
sharing, 680-684
tracking changes in, 662-664
uploading, 694-695
working with, 3-28
Document grammar. See Grammar
Document Inspector, 714-716
Document library, 692—-698
Document Management task pane, 698-699
Document maps, 70-71
Document properties, 25—-28
Document protection, 701
Document Views group, 140
Document workspace, 698-699
Doughnut chart, 302-303
Draft view, 141, 663-664
Drafts folder, 323
Drag and drop method, 237
Drawing canvas, 31-32
Drawing guides, 456-457
Drawings, 53-54
Drop cap, 38
Dummy text. See Placeholder text
Dynamic subsets, 533
Dynasets, 523, 533, 537
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E

Edges, aligning for form controls, 583-584
Editing shortcuts in Word, 83
Edits, returning to previous, 69-70
Effects, applying to themes, 445
Effects categories, 473
Electronic business card, 392, 405-407
E-mail
collecting Access data, 684-687
defining shortcuts, 332
reading in plain text, 718
sending to a contact, 402
sharing documents, 680-684
E-mail accounts
checking, 340-341
setting up, 321-322
E-mail field in the Contact window, 389
E-mail Rules tab, 352-353
Embedded chart, 291-292
Embedding TrueType fonts, 14-15
Emphasis effects, 473
Encryption, 705
Endnotes, 175-179
Enter key in Excel, 202
Entrance effects, 473
Envelopes
creating and printing, 104-107
feed method for, 109-110
making changes to, 107-108
printing contact addresses on, 407
Equation objects, 78
Events, 367, 375-376
Excel
collaborating in, 673-680
Options dialog box in, 637-638
in PowerPoint, 423-424
rows and columns in, 196
saving a workspace, 13-14
saving Web pages from, 17-18
Exchange Server, 687-692
Exit effects, 473
Expand command, 166
Expand symbol, 247
Expression Builder, 547-548
Expressions, grouping with, 623
Extend mode, 227
Extended total, 540
External data, importing, 513-514
External threats, 701

F

Facing Identification Mark (FIM), 110-112
Fade transition, 467

False positives, 720, 721-722
Feed method for envelopes, 109-110
Feeds, subscribing to, 354
Field (s)
in Access, 512-513
adding to a query, 535-536, 554-557
adding to forms, 570-571
adding to headers or footers, 156
assigning data types to, 502-503
creating customizable AutoCorrect
entries, 75
deleting, 513
inserting in Access, 512
inserting in reports, 605
inserting in tables, 134-136
moving, 512
naming, 502, 538
navigating in forms, 568-569
setting properties for Access, 503
sorting, 521-522
suppressing in citations, 185-186
Field Size property, 504
Field value, filtering by, 524-526
File As Field, 388
Files
attaching to messages, 327
PowerPoint outlines from, 434-435
Fill, formatting, 48—-49
Fill effects, 160
Fill handle, 236, 238
Filtering
contacts, 411
messages, 348-349
ranges in Excel, 240-243
table data in Access, 522-528
Filters, 523, 533-534
Final, marking documents as, 703
Financial functions, 271-274
Find techniques, 61-67
Flag field, 339
Flag Status column, 324
Folder icon, 655
Folder view, 342-344
Folders, 12-13, 687-692
Font buttons, 448-450
Font formatting, 86, 87
Font formatting buttons
in Excel, 208
in PowerPoint, 448
in Word, 88-89
Fonts in PowerPoint, 444-445, 453-454
Footers, 154-159
Footnotes, 175-179. See also Notes
Force New Page property, 612
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Foreign languages, blocking, 726-727
Form (s)
adding fields to, 570-571
background of, 574-576
building in Design view, 569-576
creating basic, 563-566
creating multiple-table, 594-598
filtering by in Access, 526-527
resizing, 571-572
viewing, 572
Form controls, 569-570, 576-584
Form Design view, 596-598
Form Footer, 573, 574
Form Header, 573, 574, 584-585
Form layouts, 563-564
Form properties, 574
Form view, 572
Form Wizard, 566-567, 595-596
Format Painter tool
in Excel, 212-213
in PowerPoint, 452—-453, 458-459
in Word, 94-95
Format property, 504
Format tab, 307
Formatting
background for forms, 574-576
background for reports, 610-612
customizing in Word, 667
datasheets in Access, 519-520
finding, 66
form controls, 578-579
locking document, 706-708
in PowerPoint, 450-451
report controls, 615
slides, 441-464
tables, 132-133
text, 86-96
Formula fields in tables, 134-136
Formulas
cell references in, 261-264
changing existing, 260
copying Excel, 264-265
in Excel, 255, 258-267
as functions in Excel, 267-271
list records containing, 239
range names in, 234
two-click in Excel, 257-258
in worksheet cells, 196
Forwarding messages, 335-336
Fractions, 199
Fritterware, 73, 465-466
From column, 324
Full Name text box, 388
Full Screen Reading view, 140, 142
Function Library group, 270

Function Wizard, 269-271
Functions

in Access, 538-539

in Excel, 268-271

range names in, 234

types of Excel, 271-285

for Word formula fields, 135-136
Future value, 267, 272, 273

G

Generic top-level domain (gTLD), 726
GIGO effect, 204
Grammar checker, 121-123, 639
Graphic objects. See also Images
aligning, 43-44
copying, 44
deleting, 44
formatting and editing, 38-39
formatting fill in, 48-49
grouping, 44-45
moving, 42-43
reshaping, 41-42
rotating, 42
selecting, 39-40
sizing, 40-41
stacking, 45, 46
wrapping text around, 46-48
Graphics, 29-56, 422
Grid
aligning form controls to, 583
aligning report controls to, 619
sizing form controls to, 581
sizing reports to, 618
Grid spacing, 458
Gridlines, 288, 310-311
Group scheduling, 368
Group, Sort, and Total pane, 621-623
Grouping
contacts, 397-398, 410411
messages in Outlook, 345-348
reports, 620-623
Gutter, 144

H

Handouts, 429-430

Headers
adding content to, 155-156
adding predefined, 154
adding to presentation notes and

handouts, 428

creating unique, 156-159
editing, 154-155
navigating, 157
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Highlighting words or phrases, 67
HLOOKUP() function, 285
Holidays, 365-367
Horizontal gridlines, 311
Hyperlink type, 503
Hyperlinks

creating, 71, 72, 478-480

pasting, 72

in PowerPoint, 477

running macros, 484—485
Hyphenating documents, 152-154

I

Icon column, 324

Icons, 655—657

Identifier, 538

IF() function, 282-283

IGX diagram, 471

Images, 34-35, 112. See also Graphic objects

Import and Export wizard, 393-395

Importance column, 324

In operator, 542

Inbox folder, 323

Inbox message columns, 341-342

In-cell editing, 397

Incoming mail, 333-341

Inconsistencies in data entry, 506-510

Independent variables, 301

Indexed property in Access, 504

Indexes, 188-192

Input mask, 506-510

Insert Citation command, 183

Insert Hyperlink feature, 479

Insert Page and Section Breaks menu,
143-144

Insert Picture dialog box, 610, 611

Insertions in Word, 667

Interface, 643—-654

Internet calendars, 381-382

Internet Service Providers (ISPs), 330-331

Is Null operator, 542

Items, 327

Junk E-mail feature, 323, 719-721
Justification of text, 152

K

Key combinations for symbols, 10
Keyboard
editing text from, 83
formatting from, 90-93, 211, 450-451
inserting symbols, 100-101

navigating a slide show, 492-493

navigating datasheet fields, 516

navigating documents, 60—-61

selecting a range, 228-230
Keyboard shortcuts. See also Shortcut keys

creating borders, 93

creating in Access, 586

customizing Word’s, 653-654

for Excel formatting, 211

for navigation, 60-61

in PowerPoint, 451

searching for, 67

Word’s formatting, 91-92

for working with slide bullets, 421
Keyboard techniques

for Contacts cards, 385-386

for datasheet fields, 516

for form fields and records, 568-569

for slide annotations, 494
KeyTips, 651-653

L

Label controls, 571, 584-586

Labels
for categories and data series, 290
creating and printing, 104-105, 113-115
inserting in reports, 605-606
printing contact addresses on, 407

Landscape orientation, 149, 464

Last Seven Days view, 343

Layers in reports, 603

Layout tab for charts, 307

Layouts for slides, 463

Legend, 289, 312

Levels for Excel outlines, 247

Like operator, 541-542

Line chart, 298

Line numbers, 151

Linear presentations, 477

Lines, 30-31, 49-50

Link to Previous button, 158-159

Linked copy, 84-85

Linked text boxes, 146147, 148

List box controls, 591-594

Literal value, 538

Literals, 508, 509

Live Preview, 643

Loan amortization schedule, 273-274

Logical functions, 282-283

Logical operators, 546-547

Lookup functions, 283-285

Lookup Wizard type, 503

Loop Until Next Sound, 468, 469
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M

Macro-enabled file format, 681
Macro-enabled presentation, 484-485
Mail. See Messages
Mail folders, 322-324
Mailing labels. See Labels
Main entry in an index, 189, 190
Major gridlines, 310-311
Major tick marks, 310
Make table queries, 560-561
Many-to-many relationship, 530
Maps of contact addresses, 404—405
Margins in Word, 144-145
Markup, toggling, 664
Master document, 669, 670-671
Master view, 438
Math functions, 274-276
Media objects, 478, 482
Meetings, 368, 376-381
Memo fields, 520
Memo type, 502
Message list, 324
Messages
applying colors to, 337-338
attaching files or items to, 327
categorizing, 338-339
composing, 325-326
creating contacts from, 392
creating rules from, 353
deleting, 337
filtering, 348-349
flagging selected, 339-340
forwarding, 335-336
grouping, 345-348
leaving on the server, 340-341
moving to a different folder, 337
notifications of arrival, 333-334
options for, 327-329
in presentations, 462
printing, 337
processing, 350-353
reading, 333-341
replying to, 335
retrieving, 333, 334
saving, 337
sorting in Outlook, 344-345
with voting buttons, 682-684
Metadata, 714
Mini Toolbar
in Excel, 211-212
in PowerPoint, 451-452, 453
turning off, 643
in Word, 93-94

Minor gridlines, 310-311

Minor tick marks, 310

Mixed cell references, 264

Modifiers, 508, 509

Modularity, 78

Month calendar view, 360

Mortgage principal, 258-259

Motion Paths, 473

Mouse
annotating slides, 494
formatting with, 93
navigating slides, 491
selecting a range, 226-228
setting row height, 221-222
setting the column width, 219

Multiple Items Form, 564, 565-566

Multiple-column reports, 625-628

Multiple-table forms, 594-598

Multiple-table query, 553-557

Multiple-table reports, 628-632

My Places bar, 655-657

N
Name box, 196, 233
Naming documents, 9-10
Narration, 486—489
Natural-language entries, 370-372
Navigation
buttons in Datasheet view, 518
keys in Excel, 203
links to text boxes, 148—-149
objects in PowerPoint, 477
techniques in Calendar, 362-364
techniques in documents, 60-72
New Document Library screen, 693-694
Noncontiguous range, 227, 228-229
Northwind Traders database, 541
Not in Dictionary box, 117
Notes. See also Endnotes; Footnotes
adding to slides, 425-427
Notifications of message arrival, 333-334
Nudging objects, 457-458
Number Filters command, 242
Number type, 502
Numbers
entering, 198-199
in worksheet cells, 196
Numeric data, summarizing, 249-254
Numeric formats, 209-210, 214-216
Numeric series, 235
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0

Object animations, 466
Objects
assigning actions to, 480-482
copying the formatting, 458-459
navigating by, 67-69
nudging, 457-458
positioning, 456-457
protecting, 709, 711-712
Office 2007 interface, 643-654
Office Online templates, 7-8
OLE Object type, 503
One-to-many relationship, 530
One-to-one model, 530
On-the-fly grammar checking, 122
Open, High, Low, Close chart, 298
Operands, 259, 538-539
Operators. See also Arithmetic operators;
Comparison operators
in criteria expressions, 539-547
in Excel formulas, 259, 260-261
for validation rules, 510-511
Option buttons, 589-591
Or criteria, 544-546
Or filter, 526, 528
Order of operators, 265-267
Orientation of slides, 464
Orphans, 530
Outbox folder, 324
Outline(s)
controlling range displays, 243-245
creating, 245-248, 431-435
detail data in Excel, 248-249
master documents and subdocuments
from, 670-671
organizing documents, 164-169
presentations from, 430-436
removing, 249
Outline items, 167-169
Outline levels, 166, 167, 169, 436
Outline pane in PowerPoint, 430-431, 432,
435-436
Outline view, 141, 164-165, 168, 663-664
Outlook Calendars Online Web page, 381

P

Page borders, setting, 159
Page breaks, 612-613

Page footers, 573, 574, 625
Page Footer section, 603, 604
Page headers, 573, 574, 625
Page Header section, 603, 604

Page layouts, 139-161
Page numbers, 78-79, 155-156, 606-607
Page orientation, 149-150
Page setup options, 149-154, 627-628
Pages, background for, 160-161
Paired controls, 582, 619
Paper size, 150
Paragraph formatting
in PowerPoint, 449-450
in Word, 86, 87, 89-90
Parent table, 530
Passwords, 703-706, 710-711
PDF (Portable Document Format) file, 21
Pen pointer, 494
Percent style, 210
Permissions, 687-689, 705
Phone directory, contacts as, 398-399
Phone Number fields, 388-389
Phone numbers, dialing, 401
Photo album presentation, 422-423
Photos. See Picture (s)
Phrases, highlighting, 67
Pick Up Object Style tool, 458
Picture(s)
adding to headers or footers, 156
animating, 470
compressing, 459-460
of contacts, 398
formatting and editing, 54-55
inserting, 32-33
recoloring, 459
Picture Size Mode property, 575, 611
Picture watermark, 161
Picture with Caption layout, 418
Pie chart, 299
Placeholder text, 76-78
Placeholders, 417, 438
Places bar, 12-13
Plain text font, 719
Plan a Meeting feature, 377, 379-380
Plot area, 289
Population, 276
Portrait (vertical) orientation, 149, 464
Position gallery, 47
POSTNET bar codes, 110-112
PowerPointlessness, 415
Predefined animations, 469-472
Predefined report layouts, 609
Predefined themes, 442
Predefined TOCs, 170-171
Present value, 272, 273
Presentation graphics, 415
Presentation outline, 436
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Presentations. See also Slide (s)
adding slides to, 416-420
assigning passwords to, 704-706
creating, 5, 430-436
recording narration for, 487-489
saving as a Web page, 18-20

Previewing
documents, 23-24
reports, 608-609

Primary key, 503, 511

Print Layout view, 140, 141, 164, 165

Print Preview view, 608-609

Print view, 663

Privacy, 701

Promoting outline items, 167-168

Proofing tools in Word, 115-125

Properties for Access fields, 503

Protect Document task pane, 708, 709

Public Calendar folders, 368

Pull quote, 37

Q
QBE grid, 535-537
Queries
about, 533
adding fields to, 535-536
calculations in, 548-553
creating multiple-table, 553-557
criteria for, 538-548
designing, 534-535
running, 536-537
Query Design tab, 534-535
Quick Access toolbar, 458-459, 646-649
Quick styles, 95-96, 707
Quick Tables, 128

R

Radar chart, 299-300

RAND function, 77

Range(s)
about, 225-226
adding subtotals to, 250-252
copying, 236237
as a database, 239-243
deleting, 238
filling, 235-236
filtering, 240-243
inserting, 237-238
moving, 237
protecting, 709, 710-711
selecting, 226-231
sorting, 239-240

Range coordinates, 225-226

Range display, controlling, 243-245
Range input, specifying, 230-231
Range names, 231-232, 234-235
Read receipt, 328
Readability statistics, 123
Reading mode, 681
Reading Pane, 322-323
Read-only recommended option, 702
Real Simple Syndication. See RSS feeds
Rearranging outline items, 168-169
Received column, 324
Recent files list, 22—-23
Recipients, e-mail shortcuts for, 332
Recognizers, 639-642
Recolor feature, 459
Recording narration, 486—489
Records
adding, 517-518, 561-562
deleting, 519
navigating, 518, 568-569
removing, 559-560
selecting, 519
sorting, 520-522
Rectangular ranges, 225
Recurring appointments, 372-373
Reference mark, 175
Referential integrity rules, 530, 531
Registry Editor, 656-657
Rehearse Timings feature, 485-486
Relational database system, 528
Relationships window, 531
Relative cell references, 262-263
Relative reference adjustments, 264-265
Relative referencing, 137
Reminder column, 324
Reminders, 373-374
Repairing documents, 24-25
Repeat command, 77-78
Repetitive stress injuries (RSI), 93
Replace Font feature, 454
Replace techniques, 85-86
Report(s)
creating, 599-600, 600-602, 628-632
in Design view, 602-613
grouping, 620-623
inserting calculations in, 623-625
multiple-column, 625-628
structure of, 602—604
Report controls
about, 604-605
aligning edges, 620
formatting, 615
inserting, 613-614
making the same size, 618
moving, 618-620
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selecting, 614-615

sizing, 617-618
Report footer, 625
Report Footer section, 603
Report Header section, 603
Report properties, 609-610
Report sections, 608
Report Wizard, 600-602, 620-621, 630-631
Requests. See Queries
Required property, 504
Research pane, 124-125
Reshaping graphic objects, 41-42
Resizing forms, 571-572
Restore Dialog button, 230
Return address, 105, 112
Reuse Slides task pane, 419-420, 447-448
Reviewers, 638—639, 678-679
Reviewing pane, 660-661
Ribbon groups, 644-646
Ribbon layout, 53, 54, 56
Rotating graphic objects, 42
Rows

changing heights of, 130-131,

220-222, 520

deleting, 130, 238

grouping, 247-248

hiding, 222-224

inserting, 130, 238

manipulating, 217-224

selecting, 128, 227, 228

in a table, 126

ungrouping, 248

in worksheets, 195-196
RSS feeds, 324, 354-355
Rules, 350-353

S

Safe recipients, 721, 724-725
Safe senders, 721, 722-724
Sample from a population, 276
Scanners, 34-35

Scatter chart, 300-301
Scenarios, 709, 712
Scheduling events, 375-376
Schemes, 707

Scientific notation, 198
Screen for a slide show, 492
ScreenTip, 268, 480

Scrolling credits, 475-476
Scrolling through a range, 229
Search Folders folder, 324
Search options, 63-64
Second-level hierarchy, 432
Section(s), 142-144, 158-159

Security, 701

Select Browse Object, 68-69
Select query, 533

Selection handles, 581
Senders, blocking, 725-726

Send-on-behalf-of permission, 689

Sent Items folder, 324

Serial numbers, 199-200
Series formulas, 315, 316
Series of values, 235-236
Shadow button, 454-455
Shadow effects, 50-51
Shape Fill list, 48—49

Shape Outline list, 50
Shapes, 29-30, 460-461, 462
Shapes gallery, 484

Share Workbook dialog box, 677-680

Shared attachment, 699-700
Shared Documents library, 693
Shared folders, 690-692
SharePoint, 692-700

Sharing invitation, 690

Shift key, selecting a range, 227

Shortcut keys. See also Keyboard shortcuts

applying to message categories, 338
defining for form controls, 586

for symbols, 100, 101-102
Signatures, 76, 329-330
Signatures task pane, 717
Simple Form, 564-565
Simplicity of presentations, 462
Single-column layout, 625
Size column, 324
Sizing

form controls, 580-582

graphic objects, 40-41

report controls, 617-618

report sections, 608
Slide(s). See also Presentations

adding data to, 420-427

adding to presentations, 415-420

annotating, 494
applying themes to, 441-448
changing the layout of, 427
consistency of, 463
duplicating, 418-419
formatting, 441-464
inserting new, 418
navigating, 491-492
rearranging, 427
recording narration for, 487
reusing, 419
selecting, 427

Slide animations, 465-477

Slide background style, 446
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Slide footers, 428—-429
Slide handouts, 429-430
Slide layouts, 417
Slide Master, 436-438, 439
Slide shows, 465—-494
Slide Sorter view, 427, 485
Slide timings, rehearsing, 485-486
Slide titles, animating, 470
Slide transitions, 466, 467-469
Smart Tabs, 642-643
Smart Tags, 639-643
SmartArt graphics, 35-37, 471-472
SMTP authentication, 331-332
SMTP port, 330-331
Snaked-column layout, 626
Sorting

contacts, 410

messages, 344-345

ranges, 239-240

records, 520-522, 621
Sounds during transition, 468
Source data, 513
Source Manager, 186-187
Sources

creating, 184

editing, 185

managing, 186-187
Spam, blocking, 719-727
Special characters, 6667
Speed Dial, 401-402
Spell checking, 115-121, 639
Split Form, 564, 565
Spreadsheets. See Worksheets

SQL (Structured Query Language), 349

Stacked columns, 297
Stacking graphic objects, 45-46
Statistical functions, 276-278
Status bar, 6560-651

Stock chart, 299

Story, 147, 148, 149

Styles, 169, 207, 213
Subdocuments, 669, 670-673
Subform Wizard, 596-598
Subforms, 594-595

Subject column, 324
Subreports, 629, 631-632
Subtotals, 250-254

Sum formula, 257-258

Sum function, 538-539
SUMIF() function, 275-276
Super Tooltips, 643, 644
Surface chart, 304-305

Symbol AutoCorrect entries, 103-104

Symbols
inserting, 97-104

key combinations for common, 10

Synonyms, 124-125

T

Tab order, adjusting, 584
Table(s)
adding multiple to a query, 554
adding to slides, 425
animating, 470
building, 125-138
calculations in, 134-138
changing layout of, 129-132
constructing, 126-128
creating, 499-514, 560-561
deleting, 129-130
filtering data in, 522-528
formatting, 132-133
joining related, 553

merging/splitting cells in, 131-132

predefined, 79
referencing cells in, 136-138
relating, 528-532
saving, 511-512
selecting elements of, 128-129
Table data, modifying, 557-559
Table of contents. See TOC
Table of figures. See TOF
Table pane, 534
Table Style Options group, 133
Templates, 6-8, 128, 313, 500
Text
adding to charts, 311-313
adding to forms, 585
adding to headers or footers, 155
adding to slides, 420421
converting to a table, 126-127
copying, 84
displaying with shapes, 461
editing, 81-86
entering, 73, 197-198
formatting, 86-96, 448-455
justifying, 152
laying out, 145-147
moving, 84
replacing, 85
selecting, 81-83
stacking with graphic objects, 46
working with, 59-96
in worksheet cells, 196
Text box controls, 587-589, 624
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Text boxes
adding, 37
as calculated controls, 588-589
formatting, 55-56
linking, 147
navigating linked, 148
navigation links to, 148-149
predefined, 79
Text files, outlines from, 433-434
Text Filters command, 242
Text functions, 278-280
Text placeholder, 420-421
Text series, 235
Text shadows, 454-455
Text type, 502
Text watermark, 161
Themes, 441-448, 707
Thesaurus, 124-125
Tick marks, 289, 309-310
Time(s)
adding to headers or footers, 156
in Excel, 205
in reports, 607-608
in worksheets, 199-201
Time formats, 216-217
Time formatting buttons, 210
Time functions, 280-281
Time scale in the Calendar Grid, 360
Time zone in Calendar, 364-365
Title and Content layout, 417
Title Only layout, 418
Title Slide, 416, 417
Titles, adding to charts, 311-312
TOC (table of contents), 79, 169-175
TODAY() function, 281
To-Do Bar, 374-375
TOF (table of figures), 179, 180-183
Top 10 AutoFilter dialog box, 242
Top-level domain (TLD), 726
Top-level hierarchy, 431
Totals column, 548-552
Track Changes feature, 674
Tracking options, 667-669
Transition Sound list, 468
Trig functions, 274-276
TrueType fonts, 14-15
Trust Center dialog box, 718
Two Content layout, 418
Type size of slide content, 463, 464

U

Unbound controls, 570, 576, 587, 604-605
Unicode (hex) code, 101

Unread Messages view, 343
Untracked changes, 708
Update queries, 557-559
UProof folder, 120

User name and initials, 638-639

'

Validation rules, 510-511
Value axis, 289, 309
Value (Y) axis title, 312
Value (Z) axis title, 312
vCard file, 392, 394
vCard File (.vcf) format, 405
Version History, 697
Versions of presentations, 489
Vertical gridlines, 311
Views
in Calendar, 360, 361-362
in the Contacts folder, 409—410
in Outlook, 343-344, 349-350
in Word, 140-142
Viruses, 701, 718-719
Visible cells, 249
VLOOKUP() function, 284-285
Voting buttons, 328, 682-684

w

Watermarks, 79, 160-161
Web
publishing documents to, 15-20
showing animations on, 476-477
Web Layout view, 141
Web pages, 16, 17, 19, 403—404
Web view, 663
Week calendar view, 360
Week numbers in Calendar, 364
What-if analysis, 314
Whole numbers (integers), 204
Widowed records, 613
Wildcards, 64-66, 243
Windows, protecting, 713-714
Windows Live Local service, 404-405
Windows SharePoint Services. See SharePoint
Windows shell, 4-5
Word
collaborating in, 659-673
keyboard shortcuts, 653—-654
Options dialog box in, 637-638
WordArt, 37-38, 455
Words, highlighting, 67
Work week, configuring, 361
Work Week calendar view, 360
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Workbooks selecting entire, 228
assigning passwords to, 704706 tracking changes in, 674-675
conflicts in sharing, 679-680 Workspace, saving, 13-14
documenting changes to, 675-676
protecting, 709-714 X
sharing with other users, 676-680
updating shared, 677-678 XPS files, 20-21

Worksheets, 195-196 XY (scatter) chart, 300-301

columns and rows in, 217-224

in Content placeholders, 425 Y
converting data into charts, 289-290
data entry into, 201-206

entering data into, 196-206

linking with charts, 315 Z

naming ranges, 233-234 7 axis, 303

navigating, 203 Zip code, 110
protecting Excel, 712-713

Yes/No type, 503



