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A
absolute references  142
accepting task requests  330
Access. See Microsoft Access
action queries  252
activating

object area  169
title area  169
windows  22, 23, 70
worksheets, hidden  100

active cells  99
changing  102
identifying in range  107

activities, tracking for Outlook
contacts  297

address book, displaying  276
address cards

categories, creating  293
deleting  292
displaying in detailed view

295
editing  291
organizing  292
saving  290

addresses, entering for Outlook
contacts  290

addressing e-mail messages  276
Align Left button (Formatting

toolbar)  28
Align Right button (Formatting

toolbar)  28
aligning

edges, evenly  29
paragraphs  27
tables  92
text  28
worksheet entries  102–103

All Entries button (AutoText
toolbar)  42

all-day events  308
Allow Zero Length property  227
AND operator  257
animation effects  203

applying to all slides  203
creating  205
custom, creating  205
order of, changing  203
text  203

anniversaries, entering for
Outlook contacts  292

append queries, moving records
with  260

applying
borders  74
styles  89

appointments  308
attaching files to  303
canceling  311
changing time of  305
converting into recurring

appointments  306
creating  303
creating tasks from  319
deleted, restoring  311
deleting  311
editing  305, 310
finding  312
increasing length of  311
locations, selecting  305
moving  310
private, creating  305
recurring

canceling  312
converting to regular

appointments  312
creating  307
editing  311
scheduling  306

reminders, setting  303, 305
rescheduling  310
restoring deleted  311
saving  306
scheduling  303–304
status, changing  305

arguments
in formulas  138
in functions  119

arranging windows  22, 134
Arrow button  200
arrows, adding to graphs  200
assigning tasks  326, 328
attaching

files, to appointments  303
signatures, to e-mail messages.

See attachments, e-mail

attachments, e-mail  279
icon indicating  280
inserting  279
opening  282
saving  282
virus scanning  282

auto numbering  78
auto-hiding taskbar  4
AutoCalculate  119
AutoComplete  41
AutoContent Wizard  161
AutoCorrect  38, 43

vs. AutoText  38
bypassing  44
exceptions, setting  44
inserting entries  38, 43
options  44
paragraph formatting,

retaining  40
turning off  44

AutoFill
copying formulas with  140
custom lists  141

AutoFit Options button  165
AutoFormat As You Type, turning

on/off  78
autoformats  114
autolayouts  165

clip art  184
Title and Text  165
Title, Text, and Content  190

automatic formatting  78
automatic spelling/grammar

checking  60. See also
checking spelling

automatically starting programs
272

AutoNumber fields  221
autopicking meeting time slots

316
AutoRecover  20
AutoReport Wizard  263
AutoReports, creating  263
AutoShapes  185
AutoSum  118
AutoSum button (Tables and

Borders toolbar)  93

Index
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AutoText  38
vs. AutoCorrect  38
categories, displaying  42
creating  38, 40
deleting  43
inserting  38, 41, 42
paragraph formatting,

retaining  40
previewing  42

AutoText button (AutoText
toolbar)  42

AutoText toolbar, displaying  40
AVERAGE function  127
averages, calculating in spread-

sheets  127
axes, graph  197–98

B
background graphics, adding

188
backing up documents  20
Best Fit button  221
birthdays, entering for Outlook

contacts  292
body text  49, 52
Bold button (Formatting toolbar)

15, 113
bolding text  113, 124
bookmarks  51
borders

applying  74, 124
graph, adding  198
paragraph  74
table  94–95

breaks
line  73
manual  73
section  77

browsing documents  56
building formulas manually  116
bulleted items  170

adding to slides  165, 169
deleting  171
editing  169
hiding  175
ideal number of  169
levels, creating  170
moving  172

bulleted lists  77, 171
bullet symbol, changing  77,

171
creating  77
formatting  77

Bullets and Numbering (Format
menu)  171

buttons
tab scrolling  100
toggle  15
toolbar  11

By Column button  192
By Row button  192
bypassing AutoCorrect  44

C
Cached Exchange Mode  286
calculation areas in worksheets

123
calculations in tables  93
calculations, spreadsheet  127–28
Calendar (Outlook)  300

adding/deleting holidays
from  301

appointment pane  301
appointments  303
Date Navigator  301
events  308
holidays, adding  301
networking options  315
PDAs and  300
printing  300
sharing  315
switching views in  301
time interval, changing  300
work day, changing default

301
work week, changing default

301
canceling

appointments  311–12
events  311
meetings  317

capital letters, small. See small
caps

Caption property  224
captions  224

categories
assigning Outlook contacts

to  290
assigning tasks to  325
AutoText, displaying  42
creating  293
deleting  295
master category list  295
sorting tasks by  327

cell references  102
in formulas  120
inserting in formulas  117

cells, datasheet  193
cells, table  92–93
cells, worksheet  99

absolute references in  142
active  99, 102, 107
addresses/references  99
aligning text in  102
applying borders to  124
attaching comments to  110
checking spelling in  101
clearing  110
clearing formatting  146
deleting  112
fill handles  140
formatting  114, 126, 139
formatting, clearing  146
highlighting  126
identifying active in range  107
inserting  112
naming  120–21, 128–29
naming conventions  122
overwriting contents of  119
references  102
relative references  142
selecting  102, 106
spell-checking  101

Center button (Formatting
toolbar)  28, 73

centering
graphs  156
paragraphs  28
table entries  94
text  28, 73
worksheet entries  124
worksheet headings  113
worksheets  131
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characters
formatting  26, 72–73, 113
hidden  39
nonprinting  39
styles  84

Chart Options command
(Graph)  194

chart sheets, creating graphs
on  151

Chart Type button  195
Chart Wizard  149
charts  151, 190
checking spelling  60

adding words to dictionary
when  63

automatically  60
changing all occurrences of

misspelling  62
creating custom dictionaries

63
of entire documents  61
ignoring words  63
options  62
of single words  61
smart checking  61
spelling alerts  60
without checking grammar  62
in worksheets  101

chevrons  9
clearing

Office Clipboard  24
worksheet cells  110
worksheet formatting  146

Click and Type  28
clicking  2, 7
clip art

adding graphics to  184
autolayouts  184
cropping  187
inserting  182, 185
keywords  184
positioning  186
searching for  182, 183, 187
sizing  186
in slide backgrounds  188
in slides  182, 185

Clipboard. See Office Clipboard

Close button  5
closing

databases  215
Document Map  51
documents  23, 35
files  23
floating toolbars  151
Print Preview  30
subdatasheets  252

Collapse All button  174
Collapse button  175
Collapse button (Outlining

toolbar)  52
collapsing

outlines  51, 52, 174
worksheet outlines  144

column graphs, creating  149
Column Width command  221
Column Width command

(Graph)  194
columns

applying  76
formatting  76
selecting  234
unfreezing  234
width, changing  220

Columns button (Standard
toolbar)  76

columns, table
deleting  92
inserting  95
moving  92
resizing  194
selecting  94
totaling values in  93
width, changing  90

columns, worksheet  99
copying, with original widths

136
default width, changing  115
deleting  112
filling, with AutoFill  141
inserting  112
resizing  114
selecting  106, 110
width, adjusting  114
width, changing default  115

combination graphs  155, 196

combining
documents  71
presentations  177

commands
choosing  9, 13
redoing  16
toggle  11
undoing  25

comments, worksheet  110
completing

tasks  323
worksheet entries  100, 102

composing e-mail messages  276
conditional formatting in

worksheets  126
Consolidate command (Data

menu)  143
consolidating data in Microsoft

Excel  143
contacts (Outlook)

activities, tracking  297
adding  288, 315
address cards, saving  290
addresses, entering  290
anniversaries, entering  292
birthdays, entering  292
categories, assigning to  290
creating  287, 288
custom forms for  294
deleting  292
e-mail messages to  296
editing  291
entering details about  292
error checking  290
managing  292
organizing  292
phone numbers, entering  290
printing list of  289
sorting  295
switching views  295
tracking  297

container document  337
controlling widows/orphans  79
controls, form  242. See also

forms
handles  242
input order, setting  243
moving  243
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converting
appointments, into recurring

appointments  306
documents, into Web pages

345
fields, into normal text  68
recurring appointments into

regular appointments  312
tables, into data access pages

267
text, into lists  79

Copy button (Standard toolbar)
70

copying  135
custom lists, in worksheets

141
between documents  70
to different document  25
entries  135
formatting  75, 126
formulas, with AutoFill  140
using keyboard  108
between programs  336
records, between tables  239
selected text  49
styles, to new documents  88
tables  238, 260–61
text  25, 46, 175
worksheet columns, with

original widths  136
worksheet entries  107, 108

between workbooks  135
between worksheets  109
by dragging  110
into range of cells  142

worksheets  136
in worksheets, finalizing  136

correcting
mistakes  5

in worksheets  101
spelling  60
text automatically  38

courtesy copies  276
criteria, specifying in queries  255
Crop button  187
cropping graphics  187–88
currency, formatting worksheet

cells as  114, 126

cursor  5
custom dictionaries  63
custom forms  294
custom lists  141
Custom.dic  63
customizing

animation effects  205
appointment time slots  304
dictionaries  63
forms  242
graph types  155
graphs  198
Navigation Pane (Outlook)

274
number formats  228
presentations  178
Quick Launch toolbar  335
reports  265
screen display  10
styles  85
templates  66
toolbars  11, 15

Cut button (Standard toolbar)
25

cutting and pasting  25, 135
pasting  71
between programs  336
ranges  135
reformatting when  25
smart, turning on/off  47
table structure  239
worksheet entries  124

D
data

entering in graphs  192
excluding from graphs  193
exporting from Access  342
specifying type of  228, 229,

231
data access pages  267

converting tables into  267
creating  267
fields, adding  267
filtering in  269
formatting  267
previewing  267
protecting fields on  268

publishing to web servers  268
saving  268
sorting in  269
viewing in Internet Explorer

268
data consolidation in Microsoft

Excel  143–45
data markers in graphs  151
data types  222

AutoNumber  221
restrictions on  223

Database window  213
databases

closing  215
creating  211
data access pages  267
forms  240
mailing labels, creating  266
opening  238
queries  252
records. See records
referential integrity  248
reports  263
structure  211
tables in  238

Datasheet command (Graph)
194

Datasheet view  217
datasheets  192

arranging data in  192
column width, adjusting  194
default  192
entering data in  192
excluding data from  193
query  253
selecting cells  193
subdatasheets  252

date and time, setting  301
date fields  68
Date Navigator  301, 306
dates  68

in worksheets
arithmetic with  104
entering  104
formatting  106, 114

formatting  68
freezing  68
inserting  68
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declining task requests  330
Decrease Indent button  170
defaults

changing  26
datasheets  192
font, changing  26
graph formats, changing  149
Microsoft Excel column

width, changing  115
page break  80
save folder, changing  19
text alignment, changing  113
values  225

Default Value property  225
defining range names  122
defining styles  85
delegating tasks  328
Delete Record button  221
Deleted Items folder (Outlook)

285
deleting

address cards  292
appointments  311–12
autoformats  114
AutoNumber fields  221
AutoText/AutoCorrect

entries  43
bulleted items  171
categories  295
cells, in worksheets  112
comments, in worksheets  110
e-mail messages  284–85
events  311
fields

from queries  255
in tables  239, 261

graphs  155
headings  53
holidays, from Outlook

Calendar  301
lines, in tables  91
Outlook contacts  292
paragraph marks  70
records  221
section breaks  76
slides  172
table cell contents  92

table columns/rows  92
table relationships  250
tables  92
tasks  324
text  24, 45, 70
words  24, 45
worksheet columns/rows  112
worksheets  137

Demote button (Outlining
toolbar)  53, 171

Demote to Body Text button
(Outlining toolbar)  53

demoting
headings  52
items  170
text  171

description of field, entering  223
deselecting ranges  107
Design Gallery  184
design templates  163
Design view  222
designing forms, for Outlook

contacts  294
Details tab  321
dialog boxes, help with  32
dictionaries  61, 63
digital signatures, attaching to

e-mail messages  277
display, customizing  10
displaying

address books  276
address cards  295
e-mail messages  281
formulas  118
multiple presentations  176
nonprinting characters  66
Outlook Outbox  278
Outlook Today  302
Quick Launch toolbar  334
subdatasheets  250
tables, in Design view  239
task list, detailed  327
workbooks, multiple  134

distribution lists, setting up  291
docking toolbars  14, 242
Document Map  51

documents  18
browsing  56
checking spelling of  61. See

also checking spelling
closing  23, 35
combining  71
converting, into Web pages

345
copying between  70
creating  20

new from existing  19
creating, based on templates

66
editing  44
embedded/linked, making

changes to  341
fields in  68
finding  21
hyphenating  86
inserting  71
jumping to specific location in

57
justifying  86
managing in dialog boxes  23
merging  71
moving in  25, 27, 70
multiple pages in  79
naming  19
opening  21, 70
outlining  49
password protecting  20
previewing

for printing  30
as Web pages  344

print layout, viewing  54
printing  29, 32
publishing, as Web pages  344
saving  18, 25

as templates  66
as Web pages  346
with new name  19, 71

viewing multiple  22
viewing, with Document Map

51
double-clicking  2
drafts of e-mail messages, saving

278
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drag-and-drop editing  46
copying formulas with  141
copying text with  46
copying worksheet entries

with  110
turning on/off  46, 47

Draw button  189
Draw Table button (Tables and

Borders toolbar)  91
drawing

lines  74
lines, in forms  244
shapes  185
on slides  207
tables  91

Drawing toolbar  183, 185
drivers, printer  31
due dates, task  320, 322

sorting by  325
duplicating formatting  126

E
e-mail accounts  274, 276
e-mail distribution lists  291
E-mail Accounts command

(Tools menu)  274
E-mail Accounts Wizard  274
e-mail messages

accessing while offline  286
addressing  276
attaching files to  279
composing  276
to contacts  296
courtesy copies  276
creating appointments from

303
creating tasks from  319
deleting  284–85
digital signatures, attaching

277
displaying  281
drafts, saving  278
encrypting  277
format, selecting  278
forwarding  283
HTML format  278
importance level, setting  277
managing  284

marking as read  282
offline access to  286
options, setting  277
organizing  284, 286
Plain Text format  278
previewing  281
reading  281
responding to  282–83
Rich Text format  278
saving  278
saving sent, turning off  284
selecting all  285
sending  276, 278, 283
sensitivity level, setting  277
signatures  279
status icons  280
storing in personal folders

286
unread  281
voting buttons, adding  277

editing  44, 242
address cards  291
appointments  305, 310–11
bulleted items  169
comments, in worksheets  110
drag-and-drop  46
in find/replace results  58
events  310–11
field names  239
forms, custom  294
meetings  317
Outlook contacts  291
in Print Preview  29
query datasheets  257
redoing  16
single occurrence of recurring

event  311
slides  167
table data  249
table relationships  247, 250
tasks  322
text  23, 168
undoing  25
worksheet entries  107
worksheets  106, 113

effects, text  72
electronic slide shows  203, 206

embedding information  337, 339
as icons  341
vs. linking information  338
making changes after  341
presentations  341
resizing  342

emptying Deleted Items folder
(Outlook)  285

encrypting e-mail messages  277
enforcing referential integrity in

tables  248
entering

data, in graphs  192
records

in forms  218, 244
in tables  216

text  5
entries, requiring  225
entries, worksheet

centering  124
copying

between workbooks  135
into range of cells  142

correcting  101
cutting  124

erasing onscreen pen marks  207
events  308

all-day, scheduling  308
canceling  311
deleting  311
editing  310
long, scheduling  309
recurring

editing single occurrence of
311

scheduling  308
reminders, setting  309
scheduling  308
status, changing  309

Excel. See Microsoft Excel
Exchange  273
Exclude Row/Col command

(Graph)  193
excluding data from graphs  193
Expand button (Outlining

toolbar)  52, 174
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expanding
menus  9
outlines  52, 174
toolbars  14
worksheet outlines  144

exporting to Excel  342–43
Extend Selection mode, turning

on/off  47
extending selections  47

F
FAQs  39
Fax Wizard  67
field names

editing  239
replacing with caption  224
spaces and  225

field properties
Caption  224
Default Value  225
Field Size  223
Format  228
Indexed  227
Input Mask  228, 231
Required Entry  225

Field Size property  223
field values  225

default  225
finding  232

fields  68, 211
converting to normal text  68
date  68
deleting  239, 255, 261
description, entering  223
filling in  68, 69
finding, with wildcards  256
freezing  234
hiding  234
indexing  227
moving  234
protecting, on data access

pages  268
selecting, from specific table

records  254
sizing  220, 223
sorting multiple  234
table  253

files  18
attaching

to appointments  303
to e-mail messages  279

closing  23
format, changing when saving

19
inserting  71
merging  71
naming  19
saving  18

Fill Color button  200
Fill command, Microsoft Excel

142
fill handles on worksheet cells

140
filling

paragraphs  75
worksheet cells, with AutoFill

141
fills, formatting graphs with  200
filtering in data access pages  269
filters  233
Find button  232
finding  21

appointments  312
documents  21
editing document during  58
field values  232
fields

in tables  253
with wildcards  256

formatting  58
help  32
options, displaying  57
records  232, 254
specific words/phrases  56
table records, with multiple

criteria  257
text  56
wildcard characters  58

first-line indents  87
floating toolbars, closing  151
folders

adding to Navigation Pane
274

creating, in Outlook  286

creating, when saving  19
organizing e-mail messages in

286
personal  286

font
changing  26, 73
default, changing  26
finding and replacing  58
size, changing  26
small caps  74

footers  80
adding to worksheets  130
page numbers in  81, 82

Form Wizard  240
Format [Object Name] button

198
Format [Object Name] command

(Graph shortcut menu)  198
Format Legend Entry  198
Format Painter  126
Format Painter button (Standard

toolbar)  75
Format property  228, 232
formats

character  26
file, in Access  212
number, custom  228
paragraph  26

formatting
alignment  27
applying  89
automatic  78
AutoText/AutoCorrect entries

40
bold  15
bulleted lists  77
characters  72, 113
columns  76
conditional, in worksheets

126
copying  75, 126
data access pages  267
date fields  68
dates  68
dates, in worksheets  106, 114
duplicating  75, 126
e-mail messages  278
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finding and replacing  58
graph elements  150
graph legends  198
graphs  153, 194
graphs, with fills  200
headers  82
legends  198
lists  77
mailing labels  266
numbered lists  77
page numbers  82
paragraphs  27, 87
previewing  73
in ranges  125
section breaks  76
small caps  74
with styles  84
table lines  95
tables  92, 94
text  26, 71
titles  73
Web pages  347
worksheet cells  114, 126
worksheet cells, as numbers

139
worksheet entries, with long

values  103
worksheets  113–14

forms
in Access  218
controls  242

handles  242
moving  243

creating  240
custom  242, 294
data access pages. See data

access pages
design, modifying  242
designing, for Outlook

contacts  294
displaying  218
drawing lines on  244
entering data  218
graphing data  241
headers/footers, adding  240
input order, setting  243
labels  242–43

layout, selecting  241
lines, adding  244
modifying  242
records, entering  244
saving  294
selecting elements in  243
sizing  242
structure of  242
tab order, setting  243
viewing, in Form view  244

formula bars  99
formulas  116

absolute references in  142
building manually  116
cell references in  120
copying, with AutoFill  140
creating with AutoSum  118
displaying  117–18
entering  116, 119
inserting

cell references in  117
ranges in  122

named cells/ranges in  121,
128

relative references in  142
text values as arguments in

138
in Word tables  93

forwarding e-mail messages  283
Freeze Columns command  234
freezing fields  68, 234
frequently asked questions

(FAQs)  39
functions

arguments  119
AVERAGE  127
components of  119
help with  129
IF  138
names, capitalizing  119
nested  140
RIGHT  139
SUM  118–19
in tables  93
within functions  140

G
Getting Started task pane  99,

211
Go to Slide command (slide

show)  206
grammar, checking. See checking

spelling
Graph. See Microsoft Graph
graphics

adding, to Clip Organizer  184
adding, to slides  182, 183,

185, 188
color, lightening  189
cropping  187
handles  187
searching for  183, 187
selecting  186
sizing/moving  186
uncropping  188

graphing
Access data  241
Word tables  336

graphs  190
arrows, adding  200
axes  198
borders, adding  198
centering  156
changing type of  153, 195
column, creating  149
combination  155, 196
creating  149, 151
customizing  155, 198
data, adding  153, 192
data markers  151
datasheets, default  192
default format, changing

149, 195
deleting  155
elements, selecting  150
entering data  153, 192
excluding data from  193
formatting  150, 153, 194
formatting, with fills  200
handles  151
legends, adding/removing  197
legends, formatting  198
line  153, 197



356 Quick Course in Microsoft Office 2003

graphs  (continued)
linking to worksheets

149, 153
margins, setting  156
Microsoft Graph  149,

190, 192
moving  152
moving/sizing  201
notes, adding  151
pie  154, 202
plotting  148
plotting by row/column  192
previewing  156
printing  156, 157
selecting  153
sizing  152
text, adding  200
titles, adding  198
titles, adding to axes  197
type, changing  153, 195
updating  153
values, adding  152
x and y axes  148

greeked text  164
gridlines in tables, turning on/off

94
grouping worksheets  113

H
handles

form control  242
graph  151
graphics  187

Header and Footer toolbar,
displaying  81

headers  80
adding to forms  240
adding to worksheets  130
creating  81
different on first page  81
formatting  82
page numbers in  81, 82
showing next  82

headings
breaking, manually  73
deleting  53
demoting  52
moving  51

moving to  51
promoting  49, 50
styles, checking  50
worksheet

centering  113
entering  101
resizing columns to fit  114

help  32
with dialog boxes  32
finding  32
with functions  129
searching for  32, 34
Type a question for help box

32
hidden text  39
hidden worksheets, activating

100
Hide Columns command  234
hiding

bulleted items  175
fields  234
Navigation Pane (Outlook)

274
Office Assistant  3, 34
taskbar  4

highlighting  7
holidays in Outlook Calendar,

adding/deleting  301
horizontal lines  74
HTML  344
HTML format for e-mail

messages  278
HTTP (Hypertext Transfer

Protocol)  274
hyphenating documents  86

I
icons, embedding information

as  341
IF functions  138

complex  139
entering  138
nested  140
operators in  139

images. See graphics
IMAP  274
importance level of e-mail

messages, setting  277

importing  343
Inbox (Outlook)

creating folders in  286
displaying  276
message status symbols  280

Increase Indent button  170
indenting paragraphs  87
Indexed property  227
indexing fields  227
Input Mask property  228
Input Mask Wizard  229
input masks  228

creating new/modifying  229
deleting  231
testing  231

input order, setting in forms  243
Insert Chart button  192
Insert Clip Art button  183
Insert File button  303
Insert mode  45
Insert Page Number button

(Header and Footer toolbar)
70, 81

Insert Table button (Standard
toolbar)  91

inserting
attachments, in e-mail  279
AutoCorrect entries  38, 43
AutoText  38, 41
bookmarks  51
cell references, in formulas

117
cells, in worksheets  112
chart sheets  151
clip art  182, 185
date fields  68
documents  71
files  71
files, in appointments  303
line breaks  73
lines  74
named cells, in formulas  121
page breaks  79
ranges, in formulas  122
section breaks  76, 77
slides  165
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table rows  95, 249
tables  91
worksheet columns/rows  112
worksheets  99

insertion point  5
moving to beginning of

documents  27, 77
moving to beginning of line  8
moving to end of documents

25, 70
install on demand  68
installing

Microsoft Access components
211

printers  31
templates  68
wizards  68

Internet Explorer  xiv, 268
italicizing text  124

J
jumping to specific location  57
justifying

documents  86
paragraphs  29

K
keeping lines together  79
keyboard, navigating with  217
keyboard shortcuts  11, 108
keys, primary  215
keywords for clip art  184

L
Label Wizard  266
labels, form  242–43
Last Record button  219
layout, slide  190
left-aligning text  28
legends, graph

adding/removing  197
formatting  198

line breaks  73
line graphs  153, 197
lines

drawing  74
in forms  244
in tables  94

inserting  74
keeping together  79
in tables

drawing  74
formatting  95
removing  91

Link to Previous button (Header
and Footer toolbar)  81

linking data in worksheets  144
linking information

breaking and reestablishing
links  340

vs. embedding information
338

making changes after  341
updating  340

linking worksheets  146, 147,
149, 153

links, pasting in worksheets  147
lists  77

converting text into  79
custom  141
formatting  77
task  325

logical operators  258
long file names  19
long worksheet values  103
lorem ipsum text  164

M
Magnifier button (Print Preview

toolbar)  29
mailing labels  266
mailing lists  291
managing

documents, in dialog boxes  23
e-mail messages  284
Outlook contacts  292
schedules  300

margins
changing  31, 90
setting, for graphs  156
in worksheets  130

marking
e-mail messages as read  282
tasks as complete  323

master category list  295

master documents  52
masters, slides  188
Maximize button  23
maximizing windows  23
meeting requests

creating  317
opening  318
responding to  316–17
sending  316

meetings
adding contacts to  315
autopicking time slots for  316
canceling  317
cancellations, responding to

automatically  316
creating  314
editing  317
Microsoft NetMeeting  318
NetMeeting  318
planning  314
private, creating  316
recurring, scheduling  316
requests  316
scheduling  314
scheduling online  318

menus
choosing commands from  9
corresponding buttons  11
expanding  9
opening  9
restoring to original settings

15
shortcut  13
vs. toolbar buttons  13

merging
documents  71
files  71
presentations  177

messages  276
Microsoft Exchange  273
Microsoft Internet Explorer  xiv,

268
Microsoft NetMeeting  318
Microsoft Office Access  xiii, 211

components, installing  211
creating databases  211
exporting data from  342
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Microsoft Office Access
(continued)

file formats  212
forms  218, 240
graphing data  241
primary keys  214, 215
relationships  245
sample tables  213
saving in  220
starting  211
tables  238

Microsoft Office Excel  xiii, 98
autoformats  114
AutoSum  118
calculations  127
checking spelling in  101
default alignment, changing

113
default column width,

changing  115
Enter key, changing action

102
exporting tables to  342
Fill command  142
formulas  116
functions  138
graphs  148
spreadsheets  98–99
starting  98
summarizing data  143
updating data automatically

143
workbooks  99
worksheets. See worksheets

Microsoft Office FrontPage  xiv
Microsoft Office Graph  149,

190, 192
Microsoft Office InfoPath  xiv
Microsoft Office OneNote  xiv
Microsoft Office Outlook  xiii

adding Internet mail accounts
to  274

contacts. See contacts
(Outlook)

distribution lists  291
e-mail messages. See e-mail

messages

Exchange and  273
finding in  312
Inbox  276
meetings. See meetings
Navigation Pane  275
notes  320
opening  272–73
Outbox  278
personal folders  288
Reading Pane  275
setting up, on stand-alone

computer  273
starting  272–73
Startup Wizard  273
tasks  319
workspace  275

Microsoft Office PowerPoint  xiii.
See also slide shows; slides

Microsoft Office Project  xiv
Microsoft Office Publisher  xiv
Microsoft Office Small Business

Accounting  xiv
Microsoft Office Update web site

34
Microsoft Office Visio  xiv
Microsoft Office Word  xiii, 2

Help command  34
quitting  35
starting  2–3
tables, graphing  336
views  9

misspellings, correcting. See
checking spelling

mistakes
correcting  5
worksheet, correcting  101

mouse, selecting ranges with
107

Move Down button (Outlining
toolbar)  51

move handles  13
Move Up button  172
Move Up button (Outlining

toolbar)  51
moving

appointments  310
to beginning of documents

27, 77

in documents  25, 27, 57, 70,
77

to end of documents  25, 70
fields  234
form controls  243
graphics  186
graphs  152, 201
headings  51
Office Assistant  32
records, with append queries

260
among slides  167
to specific location  57
table columns/rows  92
table records  259
tables  92
in tables  92
text  25, 46, 175
toolbars  14
worksheet entries  107, 109
worksheets  136

N
name boxes  99
names, field  224
naming

cells, in formulas  121
documents  19
worksheet cells  120, 129
worksheet ranges  120, 122

navigating
using keyboard  217
slides  163, 167, 169
tables  92

Navigation Pane (Outlook)
274–75

nested functions  140
NetMeeting  318
New Blank Document button

(Standard toolbar)  20
new documents, creating from

existing  19
New Object button  218
New Record button  219
New Slide button  165, 185
newspaper columns  76
Next command (slide show)  206
Next Find/GoTo button  56
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Next Record button  219
Next Slide button  163, 167, 169
nonprinting characters,

displaying/hiding  39, 66
Normal style  84
Normal template  66, 84
Normal view  54–55, 163
Normal View button  55
notes

adding to graphs  151
in Outlook  320

notes area  163
null  227
number formats, custom  228
numbered lists  77

automatic, turning off  78
creating  78
formatting  77

numbers
entering as text, in worksheets

104
formatting worksheet cells

as  139
page  81

O
object area  168–69
Office Assistant  32, 211

hiding  3, 34
moving  32

Office Clipboard  25, 336
clearing items from  24
displaying contents of  24

Office on the Web command  34
OLE  337
one-to-many table relationships

245
online meetings  318
Open button (Standard toolbar)

21, 70
open paragraphs  88
opening

attachments, e-mail  282
databases  238
documents  21, 70
Help window  32

HTML source code of Web
pages  345

meeting requests  318
menus  9
Outlook  272–73
queries  254–55
reports  266
task list  319
workbooks  134

operators  139, 257
OR operator  257
Order/Send to Back command

188, 189
organizing

address cards  292
e-mail messages  284, 286
Outlook contacts  292
slides  172, 176
tasks  325
worksheets  123

organizing documents in Outline
view  49

orphans  79
Outbox (Outlook)  278
Outline tab  172
Outline view  49, 172

headings in
deleting  53
demoting  52
moving  51
moving to specific  51
promoting  49, 50

vs. Slide view  167
switching to  49, 56
working in  172

Outline View button  56
outlines  49

collapsing  51, 52, 174
expanding  52, 174
in worksheets, collapsing/

expanding  144
presentation  163
viewing  54

Outlining toolbar
displaying  50, 172
organzing slides with  172

Outlook. See Microsoft Outlook

Outlook Today  302
output options  162
Overtype mode  45–46
overwriting worksheet cell

contents  119
ownership of tasks  328

P
page breaks, inserting  79
Page Down key  167
page layout  31
page numbers  82

formatting  82
in headers/footers  81, 82
printing  82

page orientation, changing in
worksheets  131

Page Setup button (Header and
Footer toolbar)  81

Page Up key  167, 206
paper clip, animated. See Office

Assistant
paragraphs

aligning  27
borders  74
centering  28
fill color, choosing  75
formatting  26–27, 87
indenting  87
justifying  29
left-aligning  28
open  88
right-aligning  28
selecting  8
shading  75
spacing, changing  87
styles  84

passwords, assigning to
documents  20

Paste button (Standard toolbar)
25, 71

Paste Errors table  239
pasting  25

using keyboard  108
links, in worksheets  147
worksheet entries  108

patterns, applying to worksheets
125
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PDAs and Outlook Calendar  300
pen, onscreen  207
personal digital assistants (PDAs)

and Outlook Calendar  300
personal folders, storing e-mail

messages in  286
phone numbers, entering for

Outlook contacts  290
Picture toolbar  187
pictures. See graphics
pie graphs  154, 202
placeholders  68
Plain Text format  278
planning meetings  314
plotting graphs  148, 192, 336
POP3  274
PowerPoint. See Microsoft Office

PowerPoint
predefined styles  84
presentations

creating  161, 163
customizing  178
displaying multiple  176
embedding  341
formatting  179
merging  177
outlines of  163
output options  162
slides, adding  165
tips for creating  162
types of  161

previewing
AutoText entries  42
data access pages  267
documents

for printing  30
as Web pages  344

formatting  73
graphs  156
messages  281
multiple pages  83
reports, before printing  264
templates  66
Web pages  344
worksheets  130

Previous Find/GoTo button  56
Previous Slide button  163, 167

primary keys  214, 215, 246
Print button  254
Print Layout view  54
Print Layout View button  54
Print Preview  130

closing  30
editing in  29
printing from  32, 156
zooming in  130

Print Preview button (Standard
toolbar)  30

printers  31
printing  32

calendars  300
documents  29
graphs  156, 157
Outlook contacts  289
page numbers  82
previewing  30
from Print Preview  156
query datasheets  254
setting up for  31
worksheets  130

priority, task, changing  320, 322
private appointments, creating

305
private meetings, creating  316
programs

copying between  336
shortcuts to, creating  3
starting, automatically  272

Promote button (Outlining
toolbar)  50, 171

promoting
headings  49, 50
subordinate items  170
text  171

properties
Allow Zero Length  227
Caption  224
Default Value  225
Field Size  223
Format  228–29
Indexed  227
Input Mask  228, 231
Required Entry  225

Validation Rule  227
Validation Text  227

protecting fields on data access
pages  268

publishing documents as Web
pages  344

publishing data access pages, to
web servers  268

Q
QBE grid  255, 257
queries  252

action  252
adding tables to  255
append  260
changing type of  260
creating  253–54
deleting fields from  255
opening  254–55
operators  257
printing  254
running  254, 256–58
select  252
specifying criteria in  255
update  260
updating records with  260
wildcards and  256

query by example grid  255, 257
query datasheets  253, 257
Quick Launch toolbar  334–35
quitting Word  35

R
ranges, worksheet

active cell, identifying  107
cell formatting in  125
cutting and pasting  135
defining names  122
deselecting  107
inserting in formulas  122
named, in calculations  128
naming  120
naming conventions  122
references  107
selecting  106–107

reading e-mail messages  281
Reading Layout view  54
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Reading Layout view button  55
Reading Pane (Outlook)  275
reassigning tasks  329
Recolor Picture button  189
record selector  217, 221
records  211

creating  217
deleting  221
entering in forms  218, 244
filtering  233
finding  232
new  219
selecting  221
selector  217
sorting  235

records, table
copying, between tables  239
entering  216
finding  254, 257
moving  259–60
saving changes to  257
selecting fields from specific

254
updating  259–60

recurring appointments
canceling  312
converting from regular

appointments  306
converting to regular

appointments  312
creating  307
editing  311
scheduling  306

recurring events
editing  311
scheduling  308

recurring meetings, scheduling
316

recurring tasks, creating  321
recycling Office information  336
Redo button (Standard toolbar)

16
redoing commands  16, 25
references

absolute  142
range  107
relative  142

referencing formula cells in other
formulas  120

referential integrity in table
relationships  245, 248

relationships, table  245
relative references  142
reminders, setting

for appointments  303, 305
for events  309
for tasks  321

Remove Filter/Sort command
220

renaming worksheets  136
reordering slides  178
repeating

commands  58
styles  89

replacing
editing during  58
formatting  58
text  24, 43, 45, 56, 59
words  24

replying to e-mail messages
282–83

Report Wizard  264
reports

creating  263–64
customizing  265
layout, selecting  265
mailing labels, creating with

266
opening  266
print preview and  264
zooming  264

repositioning text areas  165
Required Entry property  225
rescheduling appointments  310
Research service  60
Research task pane  60
resizing  22, 152

columns  194
text areas  165
worksheet columns  114
worksheet rows  116

resources, scheduling  316
responding to e-mail messages

282–83

responding to meeting requests
316–17

responding to task requests  330
Restore Down button  23
restoring

deleted appointments  311
menus/toolbars, to original

settings  15
restricting searches  56
restructuring tables  224
reusing Office information  336
revising  106
Rich Text format  278
RIGHT functions  139
right-aligning text  28
right-clicking  2, 13
rotating axis titles  197
rows, table

deleting  92
inserting  95, 249
moving  92
selecting  94
width, changing  90

rows, worksheet  99
deleting  112
height, adjusting  116
inserting  112
selecting all cells in  106

Ruler command  201
rulers, turning on/off  10, 201
running

queries  254, 256–58
wizards  67

S
sample tables (Access)  213
Save button (Standard toolbar)

18, 19
saving  18

in Access  220
address cards  290
appointments  306
AutoRecover info  20
creating folders when  19
data access pages  268
default folder for, changing

19
to different location  18
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saving  (continued)
documents  25

as templates  66
with new name  19, 71
as Web pages  346

e-mail attachments  282
e-mail messages  278
file format for, changing  19
forms  294
quickly  19
records, in tables  257
select queries  259
sent e-mail messages, turning

off  284
styles  89
table relationships  248
tables  239
tables, as Excel documents

343
workbooks  100

scanning for viruses  282
schedule, managing  300
scheduling

appointments  303–304, 306
events  308–309
meetings  314

online  318
recurring  316

resources  316
ScreenTips  14, 32
searches

options  57
refining  59
repeating  56
restricting  56
widening  56
wildcard characters in  58

searching  21
for clip art  182, 183, 187
for graphics  187
help  32
in Outlook  312

section breaks  76, 77
Select Browse Object button  56
select queries  252

finding specific fields with  253
saving  259

Selected [Object Name]
command (Graph)  198

Selected Axis Title command
(Graph)  197

selecting
all text  25
columns  94, 234
datasheet cells  193
e-mail messages  285
extending selections  47
fields, from specific table

records  254
form elements  243
form labels  243
graph elements  150
graphics  186
graphs  153
lines of text  8
object area  168
paragraphs  8
parts of a slide  171
printers  31
ranges

in worksheets  106
with keyboard  106
with mouse  107

records  221
removing all  15
sentences  7, 48
table columns  94
table rows  94
tables  94
templates  66
text  6
time slots, in Date Navigator

306
whole words, turning on/off  6
words  6, 7, 48
worksheet cells  102, 106
worksheet columns  110

selection bar  8
sending

e-mail messages  276, 278,
283

meeting requests  316
responses, to e-mail messages

282

task requests  328
sensitivity level of e-mail

messages, setting  277
Sent Items folder (Outlook),

turning off default save
in  284

sentences, selecting  7, 48
setting

date and time  301
e-mail message options  277
primary keys, in tables  246

setting up Outlook on stand-
alone computer  273

shading paragraphs  75
shapes, drawing  185
sharing

Outlook Calendar  315
task lists  330

shift-clicking  7
shortcut menus  13
shortcuts

adding to Quick Launch
toolbar  335

creating  3
keyboard  11

Show Formatting button  177
Show Next button (Header and

Footer toolbar)  81
Show/Hide ¶ button (Standard

toolbar)  39
signatures, e-mail  279
Simple Query Wizard  253
sizing  22, 152

fields  220
forms  242
graphics  186
graphs  152, 201
windows  22, 220

Slide Design task pane  164
Slide Layout task pane  190
Slide Navigator  206
Slide Show button  205
Slide Show view  205
slide shows

electronic  203
viewing  205

Slide Sorter toolbar  177
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Slide Sorter view  167, 176
Slide Sorter View button  176
Slide view  168

editing text in  168
vs. Outline view  167

slides
animation effects, applying to

all  203
AutoShapes, adding  185
bulleted items, adding  165
clip art, adding  182
deleting  172
drawing on  207
editing  167
graphics, adding  183, 185
inserting  165
layout, changing  190
masters  188
navigating  163, 167, 169
organizing  172, 176
reordering  178
repositioning text areas  165
subordinate items, adding

165
thumbnail size, changing  177
titles, adding  165
transitions, applying  204

Slides tab  168
Small Business Accounting  xiv
small caps  74
smart tags  27, 28, 227
Sort Ascending button  235
Sort Descending button  235
sorting

in data access pages  269
multiple fields  234
Outlook contacts  295
records  235
task lists  325
tasks  325

by category  327
by due date  325

source code, HTML  345
source document  337
spaces in field names  225
special effects  203
spelling alerts  21, 60

Spelling and Grammar button
(Standard toolbar)  62

spelling, checking. See checking
spelling

spreadsheets  98–99
stand-alone computer, setting up

Outlook on  273
Start button  3
Start menu, starting Word from

3
starting

Access  211
Excel  98
Graph  192
Outlook  273
programs, automatically  272
Word  2

Startup menu, adding items to
272

status bars  99
storing e-mail messages in

personal folders  286
structure of tables  222
styles  84

applying  89
character, vs. paragraph  84
checking  50
copying to new documents  88
creating  85, 87–88
customizing  85
defining  85, 88
list of, viewing  84
modifying  89
Normal  84
predefined  84
repeating  89
saving  89
in templates  84
updating automatically  89
viewing list of  84

Styles and Formatting button
(Formatting toolbar)  87

subdatasheets
closing  252
displaying  250

subdocuments  52

subordinate items  170
adding to slides  165
promoting  170

substituting text for field name
224

SUM function  118–19
summarizing Microsoft Excel

data  143
supplemental dictionaries  63
switching views  9, 167, 176, 232

for task list  320
in Outlook Calendar  301

system date, setting  301

T
tab order in forms, setting  243
tab scrolling buttons  100
table relationships

creating  245, 246, 249
deleting  250
editing  247, 250
one-to-many  245
referential integrity  245, 248
saving  248

Table Wizard  213
tables  90

adding to queries  255
aligning  92
borders  94–95
calculations in  93
cells  92–93
columns  90
converting, into data access

pages  267
copying  261

records between  239
structure of  238
to create new tables  260

creating  90–91, 213
in databases  211
deleting  92
displaying, in Design view

239
drawing  91
drawing lines in  94
editing related data in  249
entering data  92
entering records in  216
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tables (continued)
entries, centering  94
exporting to Excel  342
fields

deleting  239, 261
finding specific  253

formatting  92, 94
functions  93
graphing  336
gridlines, turning on/off  94
inserting  91
lines

drawing  94
formatting  95
removing  91

moving  92
navigating in  92
pasting structure of  239
primary keys, setting  246
queries  252
query datasheets  253
records

finding specific  254
finding with multiple

criteria  257
relationships  245, 248
reports  263
restructuring  224
rows  90
rows, inserting  249
running queries on multiple

258
sample  213
saving  239
saving as Excel documents

343
selecting  94
structure of  222
styles, applying  91
titles, entering  91
updating, with queries  260
width/height, changing  90
wrapping text in  92

tabs, worksheet  100
task lists

adding tasks to  319, 320
detailed, displaying  327

editing tasks in  322
opening  319
sharing  330
sorting  325
viewing  330

task panes  4, 16
Clip Art  184
Getting Started  3, 99, 211
Help  34
Research  60
Slide Layout  190
using  16

task requests
accepting  330
creating  328
responding to  330

taskbar
activating windows from

22, 70
auto-hiding  4
document buttons on  22
turning on/off  4

tasks  319
accepting/declining  330
adding to task list  319, 320
assigning  328

to categories  325
existing  327

completed, deleting  324
completing  323
creating  319
delegating  328
deleted, recovering  324
deleting  324
due dates, assigning  320, 322
editing  322
list of  319
marking as complete  323
organizing  325
ownership of  328
priority

changing  320
setting  322

reassigning  329
recurring, creating  321
reminders, setting  321
requests  328

sorting  325
by category  327
by due date  325

start time, changing  321
status reports, requesting  330
switching views  320
tracking  323, 331
views for  326

templates  66, 163
applying  66
creating  66
creating documents from  66
creating presentations

with  163
customizing  66
design  163
filling in  69
installing on demand  68
Normal  66
PowerPoint  163
previewing  66
selecting  66
styles in  84
switching  179

testing referential integrity in
tables  248

testing input masks  231
text

adding to graphs  200
aligning  28
bolding  15
centering  28, 73
completing automatically  41
converting into lists  79
copying  25

between documents  70
with drag-and-drop  46
selected  49
in slide view  175

correcting, automatically  38
cutting and pasting  25
default alignment, changing

113
deleting  24, 45, 70
demoting  171
editing  23, 44, 168
effects  72
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entering  5
in templates  69
in worksheets  101

finding  56
font  26
formatting  71, 76
greeked  164
hidden  39
highlighting  7
justifying  29
left-aligning  28
moving  25, 46

with drag-and-drop  46,
175

in slide view  175
numbers as, in worksheets

104
overtyping  46
pasting  71
promoting  171
replacing  24, 43, 45, 56, 59
right-aligning  28
selected, copying  49
selecting  6, 25
storing  38
underlining  18
wrapping  5
wrapping in tables  92

text areas  165
Text Box button  200
text effects  74, 203
themes, Web page  347
thesaurus  63
thumbnails  167, 176–77
tiling windows  134
time management  300
times, entering in worksheets

104
title area

activating  169
repositioning  165

title slides  162
titles

adding to slides  165
breaking, manually  73
formatting  73
graph, adding  198

repositioning  165
table, entering  91
of Web pages, changing  346

toggle buttons  15
toggle commands  11
toolbar buttons  11, 13

adding/removing  15
hidden, displaying  15
vs. menu options  13

Toolbar Options button  13
toolbars  11

buttons on  11
customizing  11, 15
docking  14, 242
Drawing  183
expanding  14
floating  14, 151
move handles  13
moving  14
restoring to original settings

15
right-clicking  13
ScreenTips  14
Slide Sorter  177
turning on/off  13, 151
undocking  14

Toolbox toolbar  244
totaling table values  93
tracking

Outlook contacts  297
tasks  323, 331

Transition button  204
transitions  203, 204
turning off

AutoCorrect  44
default saving of sent e-mail

messages  284
worksheet outlines  144

turning on/off
AutoFormat As You Type  78
drag-and-drop editing  46, 47
Extend Selection mode  47
gridlines in tables  94
Overtype mode  46
smart cut and paste  47

type of graph, changing  195

U
UNC (Universal Naming

Convention)  268
Underline button (Formatting

toolbar)  18
underlining  18
Undo button (Standard toolbar)

16
undocking toolbars  14
undoing  25, 109

automatic formatting  78
deletion  311
multiple actions  25

Unfreeze All Columns command
234

unfreezing columns/fields  234
Unhide Columns command  234
unhiding fields  234
unread e-mail messages  281
update queries  260
updating

embedded/linked information
340, 341

graphs  153
queries  260
styles  89
table records  259
tables, with queries  260

V
Validation Rule property  227
Validation Text property  227
values

adding to graphs  152
default alignment, changing

113
entering, in worksheets  103
requiring  225
worksheet  100, 103

View button  222, 232
View Datasheet button  194
viewing

documents, with Document
Map  51

forms, in Form view  244
outlines  54
slide shows  205
task lists  330
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views
Datasheet  217
Design  222
Normal  163
Outline  172
Slide  167–68
Slide Show  205
switching  9, 55, 167, 176,

232
for Outlook contacts  295
for task list  320, 327
in Outlook Calendar  301

Word  9
viruses, scanning e-mail attach-

ments for  282
voting buttons, adding to e-mail

messages  277

W
Web browsers  xiv
Web pages

converting documents into
345

formatting  347
previewing documents as  344
publishing as  344
saving documents as  346
themes, applying  347
titles, changing  346
viewing source code  345

widening searches  56
widows  79
width, field  221
wildcards

queries and  256
searching with  58, 256

windows
activating  22–23, 70
arranging  22, 134
maximizing  23
sizing  22, 220
tiling  134

Windows taskbar  4
wizards  67

AutoContent  161
bypassing sections of  161
E-mail Accounts  274

Input Mask  229
installing on demand  68
moving backwards in  161
Report  264
running  67
Table  213

Word. See Microsoft Word
word wrapping  5
words

checking spelling. See
checking spelling

deleting  24, 45
replacing  24
selecting  6, 7, 48

whole, turning on/off  6
work day, changing default in

Outlook  301
work week, changing default in

Outlook  301
workbooks  99

adding sheets to  99
copying entries between  135
creating  134
moving worksheets between

136
multiple  134
new  134
opening  134
saving  100

worksheets  99
activating  100
adding  99
attaching comments to  110
AutoCalculate area  99, 119
autoformats, applying  114
averages, calculating  127
borders, applying  124
calculation areas  123
cells. See cells, worksheet
centering

entries  124
headings  113
on page  131

checking spelling of  101
clearing cells  110
clearing formatting  146
columns  99

comments  110
conditional formatting  126
consolidating data from

multiple  145
copying  136

between  109
entries  107, 108
entries, by dragging  110

copying in, finalizing  136
correcting mistakes  101
cutting entries  124
dates

arithmetic with  104
entering  104
formatting  106, 114

deleting  137
displaying formulas in  118
editing  106, 113
Enter key, changing action

102
entering data  100–101, 103
entries

aligning  102
changing  107
completing  100, 102

formatting  113–114
formatting, clearing  146
formula bars  99
formulas  116
grouping  113
headers/footers, adding  130
headings  101
hidden, activating  100
linking  146, 147

during data consolidation
144

to graphs  149, 153
margins, changing  130
moving  136
moving between  100, 109
moving entries  107, 109
name boxes  99
numbers, entering as text  104
organizing  123
outlines  144
outlining  144
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page orientation, changing
131

pasting entries  108
pasting links in  147
patterns, applying  125
previewing  130
printing  130
range references  107
ranges  106
renaming  136
rows  99

scrolling  100
status bars  99
tabs  100
times, entering  104
values  100

default alignment  103
displaying long  103
totaling with SUM function

119
workspace (Outlook)  275

wrapping text  5
writing  276

X
x axis  148, 198

Y
y axis  148, 198

Z
zero-length strings  227
zooming  30

in Print Preview  130
reports  264


