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Note: This process may take a long time (depending, in part, on how much data you're importing); 
because there's no progress bar, spinning cursor, or any other sign that Excel is working, you might as­
sume that the program has crashed. Be patient and don't switch out of Excel; the program is communicat­
ing with the database and constructing the spreadsheet. 

"'""'' External Data Range Properties 

Name: iefiom.J.IL 
Quer!,' defi nitlon 
@save query definition 

Refresh contrnl 

D Refresh data on file open 

Figure 14-10: 
The last step in bringing in 
FileMaker Pro data is choosing 
where the data goes (front). You 
can bring it into the currently 
open worksheet or you can 
import it into a new worksheet 
with the click of a radio button. 

-:::::::: Returning External Data to Microsoft Excel 

If you click the Properties button, 
you bring up the External Data 
Range Properties window (back) 
in which you can set some of the 
options that Excel exercises when 
dealing with databases. For 
example, you can set whether 
Excel gets fresh data every time 
the file is opened and whether or 
not the data is imported into a 
ListObjed. 
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TROUBLESHOOTING MOMENT 

I ,Can't Drag a FUeMaker File into an Excel Workbook 
If Excel resists your attempts to import a FileMaker Pro 
database when you dragthe file onto the Excel icon, rt might 
be hecause·you\1e recently installed either FlleMaker Pro 
or Excel and yo_ur M ac.'s Desktop ffie hasn't be~n updated'­
or the Desktop file itself may be corrupted, 

In either c~e. there's an easy solution: rebuild your Mac's 
Desktop file, a useful and popular trqublesh.ooting tech­
nique. To do this, return to the Finder. Choose Special➔ 
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Restart; then, before the desktop icons and windows ap• 
pear, hold down the· 3€ and Option keys. Eventually, the 
~ac asks you if you wanno rebuild the desktop on your 
hard drive; click the OK button to do it 

Your Mac may take a few minutes lo rebuild.its Desktop 
file, but the rebuild should enable Excel to recognize 
Fil~Maker Pro files dropped on it 



If you began this process by dragging a FileMaker Pro file onto the Excel icon or 
choosing File➔Open, you're all set; Excel produces a new workbook with the 
database's contents embedded in it as a List Object (Figure 14-10). 

If, on the other hand, you chose Data➔Get External Data➔Import from FileMaker 
Pro, Excel now asks you where, exactly, you would like the imported data to be placed; 
you can specify a cell or opt to create a new worksheet. 

In any case, two toolbars are now floating over your workbook: the List toolbar (for 
managing lists; see page 425) and the External Data toolbar (for handling database 
queries and refreshing data). The External Data toolbar packs a lot of power. It lets 
you quickly edit a database query that you created in Microsoft Query, change op­
tions on incoming database information, set special query criteria, and refresh data 
from a database. 

Using Other Databases 
FileMaker Pro is by far the most popular Macintosh database program. But it's not 
the most popular database program in the world; in corporations, for example, you're 
more likely to find such heavy-duty database programs as Oracle and Microsoft 
SQL. Fortunately, Excel can connect to these and almost any other database that 
understands the ODBC (Open Database Connectivity) standard. 

There are restrictions, however. Before you connect to an ODBC database, you need 
a few things: 

• Access to the data source. If the ODBC database isn't on your computer, you may 
need to talk to your company's database administrator to get connection infor­
mation. 

• Microsoft Query. Microsoft Query, part of the Value Pack (page 619), is a pro­
gram that helps you build database queries using the Query Wizard. To install it, 
double-dick the Value Pack installer in your Office 2001 CD-ROM, make sure 
the Microsoft Query checkbox is checked, and then click Continue. 

• An ODBC Driver for your database. In order to connect to an ODBC database, 
you have to install an ODBC driver in your Mac. 

Unfortunately, Office 2001 doesn't come with any ODBC drivers. There are two 
solutions to this quandary, both of which can be dicey. First, if you own Office 98 
or Excel 98, you can use the Value Pack installer on their CD-ROMs to install an 
ODBC driver; that version of Office came with one. Alternatively, you can con­
tact the maker of the database to which you're trying to gain access (such as 
Oracle) to see if an ODBC driver is available. Check Microsoft's Support Web site 
at http://support.microsoft.com/support!kb!articles/Ql 15/2/93.asp for a list of 
ODBC drivers for use with Microsoft Query. 

Once you have all of the pieces in place, you're ready to build a query, which is a way 
of asking a database for a chunk of data. To do this, choose Data➔Get External 
Data➔New Database Query, which launches the Microsoft Query program in the 
background. 
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Now the Choose Data Source window appears. Click the Database tab, and then 
choose the database from which you want to grab your data. Make sure the Use the 
Query Wizard to create/edit queries checkbox is checked. Click OK to start the Query 
Wizard, which walks you through the process of selecting the data you want to im­
port. 

Once the Wizard is done, click Return Data to Microsoft Excel, and then click Fin­
ish. This data won't automatically update unless you refresh it yourself with the 
Data➔Refresh Data command (or clicking the Refresh Data or Refresh All but­
tons). You can also click the Refresh Status button to call up the External Data Re­
fresh Status dialog box, in which you can see how long it's taking to get data from 
the database into Excel; you can also cancel a refresh in this dialog box. 

Grabbing Data from the Web 
If pulling data from a FileMaker Pro or ODBC database isn't exciting enough for 
you, Excel can also grab data from certain Web sites (and FTP, Gopher, or intranet 
sites). 

Excel comes with four canned Web queries that help to demonstrate the power of 
this little-known feature: 

• MSN MoneyCentral Currencies. This query grabs the current currency value for 
54 countries on an open exchange. Check it before you head out on an interna­
tional trip, so you'll know how much you're being gouged at the currency­
exchange counter. 

• MSN MoneyCentral Major Indices. Grabs data for eighteen stock exchanges, in­
cluding the Dow, S&P 500, DAX, FTSE 100, and Nasdaq. 

• MSN MoneyCentral Stock Quotes. Looks up the last value, close value, volume, 
and change for a stock symbol you specify. (If you're among the thousands of 
people who use Excel to track your stock-market holdings, behold the dawn of a 
new era-now you don't even have to type in the latest stock prices. Your soft­
ware can do it automatically.) 

• Get More Web Queries. This last Web query is the most interesting. It grabs a list 
of saved Web queries and puts them into a sheet. This list has links to lots more 
Web Queries, which include more stock and currency quotes, plus a mortgage 
calculator and interest-rate finder. It also lists the somewhat user-hostile instruc­
tions for proceeding from this point. 

Tip: This list changes from time to time, so it's a good idea to refresh it occasiona lly to see what's new. 

To use one of these predesigned Web queries, choose Data➔Get External Data➔ Run 
Saved Query, which brings up an Open dialog box. Double-dick one of the queries 
listed here, which show up with text-file icons. (You can find the saved queries in the 
Microsoft Office 2001 ➔Office➔Queries folder.) 
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Excel then asks you where in the spreadsheet you want to put the information that it 
downloads from the Web ( this modest window calls itself the Returning External 
Data to Microsoft Excel window). After you select a location and click OK, Excel 
connects to the Internet (if necessary), downloads the information, and inserts it 
into the spreadsheet. 

Note: Excel may ask you if you want to accept cookies while importing Web-based data. (Cookies are 
small text files that Web sites place on your hard drive as preference files.) Excel, Entourage, and Internet 
Explorer all share a common cookies file; Excel is simply obeying the cookie-alert messages you've set up 
using the preferences settings in Internet Explorer. 

Fi9ure 14·11: 
Using the saved MSN 
MoneyCentral Major 
lnd;ces Web query, you 
can call up current 
information on e;ghteen 
major stock market 
indkes directly in your 
Excel worksheet. Now 
all you need is some 
serious cash to be an 
international tycoon. 
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Databases and the World Wide Web both make great data sources, but sometimes 
you just want to pull.some information out of a text file and into your Excel worksheet. 
Here's how to do it. 

Choose Data➔Get External Data➔Im_port Te>.1 File; .in the resulting Open dialog 
box, navigate to, and double-dick, the text file that you want to import. The Text 
Import Wizard walks you through a three-step process to bring the data from the 
text file into the currently open worksheet. 

Opening the Excel Toolbox 
Like a good piece of Swiss Army software, Excel provides tools that go beyond the 
basics. Using features like PivotTables, Scenarios, and Goal Seeking, Excel lets you 
look at your data in new and interesting ways. 
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Making a PivotTable 
A PivotTable is a special spreadsheet entity that helps summarize data into an easy­
to-read table. You can rotate the table's rows and columns (thus the name PivotTable) 
to get different views on your data. PivotTables let you quickly plug in different sets 
of numbers into a table; Excel does the heavy lifting of arranging the data for you. 

PivotTables are useful when you want to see how different but related totals com­
pared to each other, such as how a retail store's sales per department, category of 
product, and salespei:son relate. They let you build complicated tables on the fly by 
dragging various categories of data onto a premade template. PivotTables are espe­
cially useful when you have a large amount of data to wade through, partially be­
cause Excel takes care of subtotals and totals for you. 

Here's how to create a PivotTable from data in an Excel sheet: 

Step 1: Choose the data source 
Suppose, for example, that you're a TV advertiser trying to decide which cable-TV 
cult-hit show should be the beneficiary of your advertising dollars. You have a spread­
sheet that shows three days' worth of data on five TV shows (such as each show's 
ranking, number of viewers for the day, and ad revenues). But you can't yet see the 
trends that identify which shows reach the largest number of people for the least 
dollars while achieving the highest ranking in the ratings. A PivotTable, you realize, 
would make the answer crystal clear. 

Select a cell in the data range from which you want to create a PivotTable. Choose 
Data➔PivotTable Report, which brings up the PivotTable Wizard window. This wiz­
ard walks you through the process of creating a PivotTable in three steps. 

In the first step, locate the data from which you want to create a PivotTable. Your 
choices include an Excel list, an external data source (such as a database), multiple 
consolidation ranges (which use ranges from one or more worksheets), or another 
PivotTable. 

In this example, you want to create a PivotTable from e:,dsting data in an Excel sheet; 
choose "Microsoft Excel list or database." Click Next to continue. 

Step 2: Choose the cells 
This wizard screen asks for the cell range that you want to use in your PivotTable. 
Excel-bless its digital heart-takes its best guess, based on the active cell when the 
PivotTable Wizard was invoked. If that range is not correct, type the range you want 
in the Range field or use the spreadsheet icon (see page 459) to select the range 
yourself. Click Next to continue. 

Step J: Dired the PivotTable 
Finally, Excel asks you where you want to place your new PivotTable. You can choose 
to put it in either a new worksheet or an existing worksheet at a specific location. 
Because this table is relatively small, place it in the same worksheet as the source 
data. 
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This last screen offers two additional buttons for your customization pleasure: 

• The Layout button opens the Layout window, in which you can exercise some 
control over how the PivotTable is laid out. 

• The Options button opens the Options window, in which you can choose to 
include grand totals, to preserve cell formatting, and how you want data sources 
handled. 

To finish your PivotTable, click Finish. 

Step 4: Pivot 
At this point, Excel has dropped a blank PivotTable into the specified location, but 
there's still no data in it. To help with the data-insertion process, Excel opens the 
PivotTable toolbar, which you can use to add elements to your blank slate. 

The bottom of the PivotTable toolbar shows a few names that coincide with the 
column names in your original data (Figure 14-12). These are called field names; to 
complete your PivotTable> you need to drop these field names onto the row axis ( the 
column on the left)> the column axis (the row across the top), or the data field (the 
big empty space in the center). A different table will form, depending on which data 
fields you drop on which axes. 
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To finish your PivotTab/e, 
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left, the row across the 
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the middle to complete 
your PivotTable. Bottom: 
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As the advertising buyer, suppose you wanted to build a table that shows how much 
ad revenue each show took in on each of three days. Drag the Date field name onto 
the Row Field area> the Show field name onto the Column Field area, and the Ad 
Revenue field name onto the data area. 
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As shown in Figure 14-13, Excel builds a graph that displays how much ad revenue 
each show took in, and adds totals for each show at the bottom and for each day at 
the right. 

Step 6: Massage the data 
Now that you've created your simple PivotTable, you can quickly rearrange it by 
dragging field names to different areas in the PivotTable, or you can add a new di­
mension by dragging yet another field name (in the case of the ad buyer, the num­
ber of viewers) onto the table. If you add a new field to the data area, Excel divides 
each row into two, showing how the data for each date interrelate. The more field 
names you drag into the data area, the more complex your table gets, but the more 
chance you'll have to spot any trends. You can also add field names to the row and 
column axes for an entirely different kind of table. 
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Figure 14-tJ: 
These three PivotTables 
were created using the 
same data source-the 
only difference is that 
the fields from the 
PivotTable Bar were 
dragged to different 
areas on the blank 
PivotTable. In the case 
of the complicated 
PivotTab/e, two 
different fief ds were 
dragged to the same 
axis. Exercise this 
option with caution, 
because dragging 
multiple fields to the 
same axis can quickly 
make a PivotTable 
unreadable. 

Pivot Tables aren't the only way to analyze your Excel data. In fact, if you're the type 
who loves to pose "what-if" questions, then Excel has a few tools for you: data tables, 
goal seek, scenarios, and the Solver. 

Data tables 
Data tables let you plug several different values into a formula to see how they change 
its results. They're especially useful when, for example, you want to see how a few 
different interest rates might affect the size of your monthly payments over the life 
of a five-year loan. 
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Data tables come in tv:'o flavors: one-variable _tables (in w~ch you can change one 
factor to see how data 1s affected) and two-variable tables (m which you can change 
two factors). The hardest part about using a data table is setting it up. You'll need to 
place the formula, the data to substitute into the formula, and a placeholder item 
that will be substituted. 
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To create a one-variable table, arrange the data in your cells so that the items that 
you want to plug into your calculation (the interest rate, for example) is in a con­
tinuous row or column; then proceed as shown in Figure 14-14. If you choose a row, 
type the formula that you want to use in your table in the cell that's one column to 
the left of that range of values, and one row below it. lf you choose a column, type 
the formula in the row above the range of values, and one column to the right of it. 
Think of the values as row or column heads, and the place where the formula is as 
the actual row or column in your soon-to-be-formed table. You'll also need to place 
a cell with the value you want to substitute. 

You can also command Excel to create a table that computes the size of a payment 
based on different interest rates and a different number of total payments. This is 
called a two-variable data table, and it's created in much the same way as a single­
variable data table. 

To create a two-variable table, enter a formula in your worksheet that refers to the 
two sets of values that get plugged into the formula; then enter the two sets of values 
as shown in Figure 14-15, and proceed as directed in that figure. 

Goa/seek 
When you know the answer that you want a formula to give but you don't know the 
values to plug into the formula to get that answer, then it's time for Excel's goal seek 
feature. 

To use it, choose Tools➔Goal Seek. In the resulting dialog box (Figure 14-16), fill in 
the following three fields: 

• Set cell. Specifies which cell to start from-the cell containing a formula that 
you're using to seek your goal. For example, Figure 14-16 shows a mortgage cal­
culation. The Set cell would be H30 (the lower-right cell), which shows the 
monthly payments; the purpose of this exercise is to find a mortgage that per­
mits lower monthly payments. 

• To value. Specifies the value that you want to see in that cell. In the example of 
Figure 14-16, the To value is $1,300; that's the amount that the two-story house 
down the street would cost per month. 

• By changing cell. Tells Excel which cell it can tinker with to make that happen. In 
Figure 14-16, the key cell here is C6, your monthly income; you want to know 
how much your salary would have to go up to afford that kind of mortgage pay­
ment. 

Click OK to turn Excel loose on the problem. It reports its progress in a Goal Seek 
Status window, which lets you step Excel through the process of working toward 
your goal. There are a couple of caveats: You can select only single cells, not ranges, 
and the cell you're tweaking must contain a value, not a formula. 
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Tip: Another way to do a little goal seeking is to fiddle with a chart. First, set up a chart of the data, and 
then link a couple of cells with the Tools~Goal Seek function. Then, when you resize an element (such as 
a bar in a bar chart), the value in the cell represented by that element changes automatically. The Goal 
Seek window pops up, giving you the opportunity to seek the new value. 

Opening the 
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Figure 14-16: 
By letting Excel retool the 
reported income on a 
mortgage qualification sheet 
via its goal-seek function, you 
can find out how much extra 
cash to ask for in your next 
performance evaluation to 
afford that nice house down 
the street. 

Scenarios 
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Scenarios are like little snapshots, each containing a different set of "what-if" data 
plugged into your formulas. Because Excel can memorize each set and recall it in­
stantly, scenarios help you see how your worksheet model is likely to turn out given 
different situations. (You still have to enter the data and formulas into your spread­
sheet before you play with scenarios, though.) In a way, scenarios are like saving 
several different copies of the same spreadsheet, each with variations in the data. 
You can switch between scenarios quickly, which lets you run through different situ­
ations without retyping any numbers. 

To create a scenario, choose Tools➔Scenarios. This brings up the Scenarios Man­
ager, in which you can add, delete, edit, and merge different scenarios as shown in 
Figure 14-17. 

The list box on the left side shows all of the scenarios that you've saved. By selecting 
a scenario and then clicking a button on the right, you can show your scenarios in 
your spreadsheet, merge them together, or even make a summary. Here's what each 
does: 

• Show. The Show button lets you switch between scenarios; just select the set of 
data you want to look at, and then dick Show. 
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F1:dat.il inc:omi b x 
State Income: tax 
FICA 
Mi.dlCil 

De ntal 
Othef 
talwithholdin s 
ree-nt of ex e.nses 

• Close. This button simply closes the Scenario Manager window. 

• Add. Click this button to design a new scenario, courtesy of the Add Scenario 
window (Figure 14-18). It lets you name your scenario and specify the cells you 
want to change (you can either enter the cell references or select them with the 
mouse). Excel inserts a comment about when the scenario was created; you can 
edit this comment to say anything you like, making it a great place to note exactly 
what the scenario affects in the spreadsheet. 
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220.00 
160.00 
28C.88 
100.00 
125.00 

88 1.88 
18 .58 % 

250.00 
150.00 
100.00 

250.00 
'100.00 

1.240.00 

2.3Q0.00 
50.36 % 

65.00 

50.00 
125.00 

0
J Scenarios 

0 

796 
18.8 

150 
100 
50. 

E G 

_, Scenario Manager ,----··-

Scenario,: I (I Show 
Paying off credi I cardo 
p in offeuto loan 

I Close 

I Add ... 

I Delete 

Edit. .. 

ll 

Figure 14-17: 
In the Scenario 
Manager window, you 
can switch between 
saved scenarios, add 
new ones, edit existing 
ones, merge two or 
more scenarios into 
one, or even summarize 
your scenarios to a 
standard summary or 
PivotTable. The list area 
on the left shows all of 
the scenarios that 
you've created and 
saved, and by selecting 
a scenario and clicking 

Monthly Hom• Budget a button, you can do 
wonderful things with it. 
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Comment: 
Creeled by Dev id Reynolds on 2121/200 I -] 

Once you click OK, you're taken to the Scenario Values window, in which you 
enter new values for the cells you specified in the previous window. Once you're 
done entering your new values, click OK. The new scenario appears in the Sce­
nario Manager. 

• Delete. Deletes the currently selected scenario. 

• Edit. Opens the Edit Scenario window, which looks just like the Add Scenario 
window. You can use this window to adjust a previously saved scenario. 

• Merge. Merges scenarios together into a new worksheet. To merge scenarios, open 
all of the workbooks that contain scenarios that you want to merge, and then 
switch to the worksheet where you want the merged scenarios to appear. This is 
your destination worksheet for the merge. 

Open the Scenario Manager (Tools➔Scenarios) and click Merge; proceed as 
shown in Figure 14-19. 
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Tip: When you're merging scenarios, make sure that your destination worksheet is the same as all of the 
scenarios. Otherwise, merged data will still appear in the proper cells, but if those cells aren't properly 
placed or formatted, it'll look all wrong. 

Figure 14• 18: 
"' ' r·-::rc~t,< 1.,r ~,;r,~r1,:;~::, i .i.LJ.Li::s --""' - Add Scenario -
2Q 

30 Credit eard 1 200.0 
31 Credit card 2 100.0 Scenario na me: 

2a. Credit card 3 :50 ,01 I Pay, ng off credit cards 

-E- Credit card 4 

.li Student loan 125.0 Changing cella: 
~ Auto loa n 275.0 

I F32:G32 

¾ Home mortaao e 1,240. 
Personal loan Cmd+click eel Is to select non-adj acent 

38 Total finance oavments 1,990. changi ng cells. 
3Q Percent of ex censes 4:5.79 
--;;;u Comment: -

I 
I~ 

Top right: By clicking the 
Add button in the 
Scenario Manager, you 
bring up the Add 
Scenario window. In this 
window, you name your 
scenario and tell Excel 
what cells to change 
when tweaking it. ~ 

42 Prop e:rtv taxes I 65.0( jCreated by Dev id Reynolds on 2/2 I /2001 

Bottom left: Once you 
click OK, you see the 
Scenario Values window, 
in which you enter the 
new values for the cells 
you specified in the 
previous window. 

Figure 14-19: 

43 •-4-----· Scenario Values =- ··- --• 44 
4:5 I 
jili Enter val ues for each of t he changl ng eel Is. 

Rea, 1: $C$30 !2so I tr,nqes g~~--j - ~ --- 2: $C$31 I 1s o I 
3: $C$32 1 100 i 

[ Cancel ) [l OK I] 
. - -

-··-·-· ---·--· . --·· 
~~ 

Mer~• scenerio• from 

Book: 
[I OK I] 

l~Sce-n-er-ioo- --- ---- --- ~~ I 
[ Cancel I 

Sheet: 

There ere 3 sceneri03 on source sheet. 

Scenario Summarv 

~ 
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OK n 
I C1mcel j 

Top: To merge several 
scenarios into one, click 
Merge in the Scenario 
Manager window, use the 
Book pop-up menu to 
select the workbook that 
has the scenarios you 
want to merge, then select 
the sheet that contains the 
actual scenarios. Click OK,· 
the new worksheet will 
contain all of the changes 
from the scenarios. 

~ ying off Cfflid l catd.s- Payir,g off auto b an Paying off student loan 
Chan e1ina Cells: 

R@~ult Cells : 

$C$30 
$ C$31 
$C$32 
,c,35 
$C$34 

250.00 
150.00 
100.00 
400.00 
250.00 

250.00 
150.00 
100.00 
400.00 
2150.00 

250.00 
150.00 
100.00 
400.00 
250.00 

$ E$'30 100.00 over 100.00 over 100.00 ovu 100.00 over 

250.00 
150.00 
100.00 
400.00 
2&J.OO 

Bottom: A scenario 
summary report shows all 
of the changes made in 
your scenario at a glance. 

$C$38 2.390.00 2,300.00 2.390.00 2.300.00 
Notes: Cuuent Values column represe:nts values of changing cells at 
t1me Scena1io Summary Report was created, Chani,ing cells: tor each 
scenario are highlighted in gray. 

• Summary. When you click the Summary button, the Scenario Summary window 
appears. It has two radio buttons: one for a standard summary ( which creates a 
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table) and one for a PivotTable summary (which, as you might imagine, creates a 
PivotTable of your changes so you can really tweak the numbers). Figure 14-19 
shows the effect. 

Solver 
Excel's Solver builds a spreadsheet model that works by adjusting the values of some 
of the sheet's cells; it's a great tool for such tasks as balancing a complicated budget. 
In practice, it's similar to goal seeking, but it's more powerful. 

Note: This command appears in the Data menu only if you've installed it using the Value Pack installer 
described on page 619. 

To use the Solver, choose Tools➔Solver. In the Solver Parameters window (see Fig­
ure 14-20), you can tell the Solver what its target solution is, what cells it can change, 
and some rules to adhere to while it's working toward its solution. By entering the 
right cell references and clicking the buttons in the Solver Parameter window, you 
can have Excel do its best to tweak your worksheet to reflect a reality that you hope 
(or fear) will come true. Here's what each of its fields do; you can go through the 
first few fields from top to bottom to enter your information. 

• Set Target Cell. This cell contains the value that you want to solve for. You can 
type in the cell reference, or you can click it to enter it automatically. 

• Equal To. These three radio buttons let you set a goal for the solver. This is the 
value that you want to end up in the Target Cell after the solver has done its work. 

• By Changing Cells. Here, you tell Excel what cells are fair game to change while 
looking for a solution. You can also click the Guess button, which will tell Excel 
to examine the spreadsheet and take its best guess as to what cells to change. 

• Subject to the Constraints. This field, with Add, Change, and Delete buttons, lets 
you enter conditions that the solver has to follow when coming up with a solu­
tion. When you click the Add button, you get a window in which you can tell 
Solver to keep certain cells in a certain range of values. This is important, because 
without adding constraints, Solver could just change the value of one cell and be 
done. You can use the Change button to edit an existing constraint, or select a 
constraint and hit the Delete button to get rid of it. 

Once you enter a constraint ( or several), five more buttons appears on the right side 
of the window: Solve, Close, Options, Reset All, and Help. 

• Solve. This is the Go button. \Nb.en you click it, Solver goes to work on your 
problem. 

• Close. This button closes the Solver Parameters window without looking for a 
solution. 

• Options. This button opens the Solver Options window, in which you can get 
very specific about how Solver goes about its task. You can set a time limit, an 

OFFICE 2001: THE MISSING MANUAL 



iteration limit, and tell it how precise to be, plus you can load and save these 
Solver models for use later. This window also lets you control the intricacies in­
herent in the Solver, such as whether it uses a linear model for its changes, and 
how it handles estimates, derivatives, and searches. This window has a promi­
nent Help button, which is a good thing. Clicking it will get you into the highly 
technical details behind the Solver, something you might want to tweak if you're 
very math-proficient. 

• Reset.All. Resets the items in the Solver Parameters window so you can start over. 

• Help. Opens Excel's help system to the Solver's entries. 

Once you hit the Solve button, Solver will go about its business, plugging new num­
bers into the spreadsheet. It will then put up a Solver Results window, which lets you 
change your spreadsheet back to the way it was or keep the Solver results. You can 
also save the Solver's changes as a scenario in your worksheet from this window, if 
you like. 

Figure f4-20: 
Top: The Solver Parameters window is 
where you'll tell the Solver how to get 
started with coming up with solutions to a 
problem you pose. You give it o set of 
parameters, and then you tell it to go to 
work. 

Bottom: Clicking the Options button 
opens the Solver Options window, in 
which you con set the specifics of how the 
Solver goes about its business. 

- Solver Options -
Max Time: l1laQI seconds I Cancel ] 
Iter ation$: ~ ~ OK .ij 
Precision: I I e-06 I 

[ Load Model ... 1 
Tolerance: Is 1% 
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I Help I 
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0 Assume Non- Negative 0 Sho"' Iteration Results 

btimates . 
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Derlvatin _ S-eer-ch --i 
I @) Tangent 
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~• Forw'ard @Nwto~ 

0 Quedretic C) Central i 0 Conjugflle 

Solver Parameters 

Set T8rget Cel I: lm21 u~ 
Equal To: @) Max Q Min 0 Value of: 120000 I 
By Changing Cells: .. .. .. 

j$0$15.$D$18 j I Guess I 
Subject to the Co nstru i nts: 
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- I Delete I 
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The Road lo Ruin 
IH9 

January 4560.00 
February 450.00 
March S46D0 
April 78, 
Mily '16 
June 50 
July 7 
Au11ust 89 
Saplllmllel 67 
0t10ber 78 
November 6 
December 9 

Total 5911 

Tapping the Data menu 
PivotTables and databases are some of the most powerful elements found in the 
Data menu; but a few other commands in the Data menu let you perform all man­
ner of additional tricks with your data. 

• Sort. This powerful menu command lets you sort selected data alphabetically or 
numerically. You can perform several levels of sorting, just as you can when sort­
ing database items- for example, sort by year, then by month within each year. 
As shown in Figure 14-21, the beauty of the Sort command is that it sorts entire 
rows, not just the one column you specified for sorting. 

Tip: By clicking "Header row," you avoid sorting the top-row columns labels into the data-a common 
problem with other spreadsheets; Excel leaves the top row where it is, as shown in Figure 14-21. 

The Road ID Ruin 
Figure 14-21: 

1000 '1001 19!119 1000 1001 Left; A table sorted by 
456.00 4560.00 June SD0 6789.00 S.DO month. You highlight the 
789.00 450.DO November 6.00 78.00 6.00 table (including the year 45Sp<l 546.DO July 7.00 746.00 34S.00 

Sort 
8.00 676.00 8.00 labels across the top), 

'16.00 4 5 D0 78.00 and then choose Data~ 67.00 76.00 67.00 
---- 78.tJO 96.00 78.00 Sort. In the Sort dialog 

j@) @)i\ocei.li'llJ ~.00 456.00 54S6 00 box, you specify (using Q De.cendl nQ 89.00 786.00 89.0D 
450.00 7ll9.00 450.00 the top pop-up menu) 

(!) @) Ascend Ing 
S46.00 456.00 S46.00 that you want to sort the q56<).00 456.00 4560.00 

O Desceridi ng rows according to the 
Thu ~ll 59~0 11 449 l I 688 numbers in the 1999 
I l.iJ fl iucencH ng 

column. When you click - Q O.-ndlnQ 

My list has - ·-- - - - --- - OK, all rows are sorted 
fl H011der rov 0 N<l heede r row (right); the year totals 

I Cilncel J ij I for each lune ore still the I Olltfon-s- I OK same, but now June is 
the top row of the table. 

• Filter. When you choose Auto Filter from this submenu, you get pop-up menus at 
the top of each column in your selection (Figure 14-22); you can use them to 
hide or show certain rows or columns, exactly like the filters found in list objects 
(see page 425). 

• Show All simply shows all items (it's unavailable unless you've set up a filter); 
Advanced Filter lets you build your own filter, using a dialog box that lets you first 
specify the cells to be filtered, and then provides a cell range with samples to filter. 

• Subtotals. This command automatically puts subtotal formulas at the bottom of 
a selected column or columns of cells. It uses headers at the top of the columns to 
use as column names for which it can add subtotals. 

To use this feature, select a column, and then choose Data➔Subtotals. In the 
window that pops up, you can tell Excel what kind of formula to put at the bot-
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tom of the column (your choices include Sum, Count, StdDev, and Average, among 
others). If you've selected more than one column, you can have the subtotal added 
to whichever column or columns you choose. Figure 14-23 shows an example. 
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Excel Toolbox 

Figure 14-22: 
You con quickly and easily sort the rows of some selected 
data by choosing Data....+Filter....+AutoFilter, then choosing 
from the pop-up menus that appear. For example, this 
command shows only the h;ghest ten values within this 
column; all other rows of the table are temporarily hidden. 

The Road to Ruin 
[tl 

July 
December 
Ma-y 
septembe1 
April 
OdDber 
AIJBuSt 
February 
March 
January 

19{il 
7..00 
8.00 

46.00 
67.00 
78.00 
78.00 
!i9.00 

l ~ 
746..0!:-':0~--.....::.:.a,..:i...._ -
676.00 Sort Ascendifl<l 

45.00 Sort Duc,nding 
76.00 ____ _ 

96'..00 (Shw All) 

Figure 14-2J: 
Top left: Select some 
data, then choose 
Data-'>Subtotals. 

Top right: Specify which 
column determines 
where subtotals go (in 
this case, at each change 
in the dote), what 
function is used, ond 
where the subtotal 
appears. Click OK. 

Bottom: The subtotals 
are grouped according 
to the column you 
selected. (Excel uses its 
outlining notatfon, as 
described on page 513, 
making it eosy to 
collapse the result to 
show subtotals only.) 
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1-May Total $20,780.l •-------.!!!!!!!!1!!!1!!!1!!11!!!!!!!!!!1[!11!1!!!!!!!!!!!!!!1!~· 
2-May $6,950. 
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• Text to Columns. Suppose you've pasted a phrase into a single cell, and now 
you'd like to split each word into a separate column. Or maybe a cell contains 
several cells' worth of text, each separated by a nonstandard delimiter (such as a 
semicolon) that you'd like to split in a similar fashion. Text to Columns is the 
solution, as shown in Figure 14-24. 
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D F H Figure 14~24: 

The Text Wizard has determined thet your data 13 Deli mi led. 
If thi5 is correct, choose Next, or choO!e the Data Type that best describes your dais 

Top: ff you have some 
delimited text that 
you'd like to split into 
several columns, select 
the cell and choose 
Data""'Text to Columns; 
the three-step Convert 
Text to Columns Wizard 
appears. You'll be 

_ Original data type. _ 
Cho03e the file type that best describell your data: 

@) Delimited - Charactera such as commas or tabs ~ep~rHte each field. ] O Fixed width - Fields sre aligned in column, with spaces between esch field. asked what kind of split 
you'd like to perform, 
what punctuation 

Pnview of selected data: 

i270, 150,183,Q7, 139 

I 
~ 

4 ► I 

... -

-.... -
14 ► 

serves as the delimiter, 
and what the data and 
cell formatting looks 
like. 

[ Cancel ) :- < 1:$(\(I,; 1 ij Next> ~ I Finish 

Bottom: Excel splits the 
data into the number of 
columns you specify. 

I) E r 0 _ ,._ 1:1 

t@. 150 183 97 139 

POWER USERS" CLINIC 

Validating Data 
If you want to make sure that the right kind of data is en· 
tered in a cell or cells, you can use a built-in Excel feature 
called Data Validation, which makes sure that (for example) 
dates don't end up in cells meant for currency, 

To set up data validation for a ~II or cells, select them and 
then choose Data-Walidation, which brings up the Data 
Validation window. This window has three tabs: Settings, 
Input Message, and Error Alert. 
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In lile settings tab, you can choose what data types you'll 
allow to be entered (such as whole numbers, dedmals, or 
lisls). In the Input Message tab, you can enter a message 
that will pop up when you (or whoever uses this spread­
sheet) selects the cell in question. In the Error Alert tab, 
you can specify what error message Excel should display 
when someone enters the wrong kind of data. 



• Consolidate. The Consolidate command brings data from several different work­
sheets or workbooks together into the· same area, turning it into a kind of sum­
mary. For example, if you track revenues for each region on four different work­
sheets, you can consolidate that data onto a fifth worksheet. Figure 14-25 shows 
the procedure. 

Figure 14~25: 
left: You have data from several different 
spreadsheets. Select the cell in the upper-/efl 
corner of the area where you want the 
consolidated data to appear; choose 
Data -?Consolidate. 

,. 
Salt, 

128'300 
119320 

!' 
_IOIJ ~5~ 

= 

Function: 

I Sum 

Reference: 

I) 

.:Exp.i1sn 
5538% 
20388 
20199 

- c== consolidate 

: ) 
Middle: In the resulting window, choose a 
function that you wont Excel to use for 
consolidating your data. In this window, you 
add the various cell references that you 
want to consolidate, and specify which cells 
you want consolidated (click Add after each 
selection). The "Use labels in" checkboxes 
lets you tell Excel to draw data labels from 
the top row or left column, if you've put 
them there. "Create Jinks to source data" 
makes the links between the consolidated 
data and the source cells live, so that 
updates to the source cells will change the 
consolidated data. 

1~1:.1.s •I~ 
Al I references: 

~
nse~l$0$ I :$0$4 • u:1:,-~~-= 

5al~"Afl :$A$4 ---

Bottom: Once consolidated, the data 
appears in one place. 

Template Wizard 

..... 

, U:ie label$ in ___ 
, @Top ro11 ' 

! D Left column D Create Ii nks to ~urce data 

Ill B C 
t E~~J f tff . $4i., 
2 ~~,200 $1S,09o-.OO t)28,oli0.00 
~ $;2(),38:S;Oo '$28,8~1 .q(l ti 1-9~W.op 
4 $20, 19'i;DO 157,!2! 00 ,,01 , 1951)1) 

This useful tool takes cells from an existing workbook and creates two specialized 
linked workbooks from them-one that acts as a database, and another that acts as 
a template. Any data you enter into the template gets collected in the database. 

Note:The Template Wizard command appears in the Data menu only if you've installed it using the Value 
Pack installer described on page 619. 

Such linked databases are fantastic when you want to gather data from several dif­
ferent sources-when gathering sales figures from several different sales reps into 
the same spreadsheet, for example, or when asking for several different sets of bud­
get projections from a group of managers. Instead of sending around the same Excel 
spreadsheet to each person in turn> asking for the proper numbers, you can use a 
template to easily gather this information almost effortlessly. 

The database portion of a template is the gathering place for your data. To gather 
information from several people at once, create a template and send a copy to each 
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person; keep the database portion of the template in a place that everyone can ac­
cess-such as a file server or a common hard drive. Then, when any person enters 
information into the template, that information is copied into the database. Here's 
how to do it: 

1. Open the workbook that will serve as a model for your template. Choose 
Data➔Template Wizard. 

The wizard appears (see Figure 14-26). Using the pop-up menu of open docu­
ments, select the workbook that will serve as the model for your distributed tem­
plate files. You can also specify where you want Excel to put the template on your 
hard drive. 

Tip: By default, Excel puts a new template in the Microsoft Office 2001 ➔ Templates folder. But if you want 
the template to appear in the Project Gallery, add it to one of the folders inside the Templates folder, such 
as My Templates, onto the end of the file path. (See page 488 for details on folder path notation.) 

The Template Wizard 1,,1lth Deta Tracking 
creates a tem~late and a database from a 
Microsoft Excel w'~rl:book. You select cells In 
Ue templete end the wizard llnb t hem to the 
dWibe,o, 

Eac~ ti me you enter data in the 
template, it wi l l be copied to the 
database 

Select the name of the Workbook you 
vent to create a template from, 

( Expense Report 

Figure 14·26: 
When you start up the Template 
Wizard, you're asked to select a 
workbook to use as a starting point. In 
this example, the model spreadsheet is 
called Expense Report. 

~sr:~~~~--__ p.._· -= ... r,zr~,..: -r-1.... I MtollJJ!l(lh HD:Al>Pl le&\ion, (~ DS· CJJ :~rod IJCt~j 
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2. Click Next. Indicate where you want the database file stored, if you like. 

In the next window, you're asked for the kind of database you want to create, but 
you're only offered one choice-Microsoft Excel Workbook. Take it. 

You can also type in the location and name of where you'd like Excel to create the 
database file. Excel suggests the folder that contains the workbook you chose in 
step 1. (Once again, Excel uses folder path notation to identify this location; see 
page 488. ) 

On this screen, you can also click the Select button in the window to select an 
existing workbook to use as a database. 
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3. Click Next. Specify the cells you want to track. 

This step is the most labor-intensive. In _it, you'll name the sheet that contains 
your database; then Excel asks you to identify the cells in the template whose data 
you'll want to collect. You can do so either by typing their coordinates or-if you 
value your time at all-by using the cell-selection icons running down the center 
of the dialog box in Figure 14-2 7 and described on page 45 9. 

Opening the 
Excel Toolbox 

Once you've picked a cell to link, you'll need to give it a field name-if there's a 
column header above the cell, Excel uses that as the field name, also as shown in 
Figure 14-27. These cells that you're entering in this window will be the ones 
linked between the template and its database. 

Figure 14-27: A 8 C D F __ G_ 

On this screen, you link cells to 
4 

_J Daht Br•~lcf~st Lunch ~irfare Hile~• 

the database file and give them 
field names. This wizard is very 
slow, so give it some time 
between clicks. If you select a cell 
below a column heading, the 
wizard automatically fills in the 
Field Nome for you. In the case of 
this expense-report template, 
each field name is taken from the 
column heading above the 
indicated cell The Up and Down 
buttons work as scroll arrows, 
letting you scroll up and down 
through the database. 

2 

~-

; ·I 
~ I 
8 

9 J 
!Q_ 

"-I 

J!J IS 

~ 17 
18 

_19 
~ 

ii 
22 

Select each cell t hllt you lo'llnt the wizard to link to the database. 
Then type a name for each field. 

Sheet IE'xpeMe Re11t>r t 

'No. I Cell Fltld- ft- - -. 

: 3 - I 'Silt.et 1 '!SC$2 I _ l Lunch ! [.fil 
)4- l'Sheet 1 '1$1>$2 ll~lOlnner j 

15 !'Sheet 1 'ISE$2 IF~ lHotel l 
r· 61 ~ - - --~lf~ L--- -----' 10.;...:.ni 

Help 11 Cancel I ( < Dacie ITT Next) m Finish 

4. Click Next. Add data from existing docwnents, if you like. 

If you have workbooks that are arranged in the same way as the template, this 
screen lets you add data from those workbooks into the database. To do so, dick 
"Yes, include." You'll then be presented with a window that asks for these work­
books to include. 

To go on to the next step without including other workbooks, click "No, skip it." 

5. Click Next. 

The final wizard screen tells you that Excel has created a template and a database 
workbook in the folder you specified in step 2. 

6. Click Finish. 

Now, when you open the template and make changes to the linked cells, Excel 
automatically copies the changes to the database worksheet. Now, you can dis­
tribute the template to several people; when the completed template documents 
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are returned to the folder you specified in step 1, Excel collects their data into the 
central database workbook. 

Note: When you create a template, Excel embeds a macro in the template file (see page 517). Be sure to 
tell those to whom you distribute this template file that this macro is legitimate, lest they think it's a macro 
virus. 

Data form 
A spreadsheet is certainly a compact and tidy way to view information. But for the 
novice, it's not exactly self-explanatory. If you plan to turn some data-entry tasks 
over to an assistant who's not completely at home with the row-and-column scheme, 
you might prefer to set up a data form for him-a little dialog box that displays a 
single spreadsheet row as individual blanks that must be filled in (see Figure 14-28). 
Data forms also offer a great way to search for data or to delete it one row ( that is, 
one record) at a time. 

To set up a data form, start with a series of columns with column headers at the 
top-a list does nicely. These headers serve as categories for the data form. Then, 
with the cursor in the list, choose Data➔Form, which brings up the data form win­
dow for that list (Figure 14-28). 

Oa1e: 

Ad Revenue: 

Ad Revenue Ranking Viewers 
15223 401 105223 

Renking: 

Vie...,er$ 

54223 254 654223 
63225 122 256899 
25553 654 254666 
19448 955 965322 
89332 56 576169 
86222 34 895462 
46878 66 565478 

- S-heetl --:-_ _ 

!1128/2001 "" 4of 8 -
125553 New 

los4 Delete 

1254668 R,-~l()r e 
i,--

~ 
Find Prev 

Find Next 

Criteria 

Close 

) 
I 
l 

Figure l4·28: 
The fields in a data form 
correspond to the columns 
in the spreadsheet. Data 
forms work like miniature 
databases. With them, you 
can quickly add and 
remove whole rows of data 
in a list, and you can search 
through a list for all 
matches. It even shows how 
many items there are in the 
list in the upper-right 
corner. 

When the form appears, the text boxes show the first row of data in the list. You can 
scroll through the rows (or records) using the scroll bar. On the right, eight buttons 
let you add a new record (or row) of data at the bottom, delete the currently selected 
row, djck the Criteria button to enter search criteria in the text boxes next to the 
field names, and then search for that information using the Find Prev and Find Next 
buttons. Finally, the Close button closes the window. 
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Viewing Your Data 
Excel worksheets can get big very quickly; fortunately, Excel has some great tools to 
help you look at just the data you want. 

Custom views 
Excel can memorize everything about a workbook's window-its size and position, 
any splits or frozen panes, which sheets are active and which cells are selected, and 
even your printer settings-in a custom view. Custom views are snapshots of your 
view options at the time that the view is saved. Using custom views, you can quickly 
switch from your certain-columns-hidden view to your everything-exposed view, 
or from your split-window view to your full-window view. 

To create a custom view, choose View➔Custom Views, which brings up the Custom 
Views window. You make Excel memorize your current window arrangement by 
clicking Add (and typing a name for the current setup); switch between custom 
views by clicking a view's name in the list. 

Reports 
Reports combine sheets, views, and scenarios into a convenient printable format. 
They're great when you have a sprawling spreadsheet from which you only want to 
print a few key cells. For example, if you want to create a report with just the capital 
expenditures sheet of a huge yearly budget, the Report Manger can do the trick. 

Note: The Report Manager is yet another feature that's only available if you take the trouble to install it 
using the Value Pack installer described on page 619. 

To create a report, choose View➔Report Manager. In the Report Manager window, 
you can create, edit, print, and delete reports by clicking the buttons on the right. 

For example, to create a new report, click Add; in the Add Report window, choose 
the sheets, custom views, and scenarios that you want to add to the report. When 
you're done, click OK, which returns you to the Report Manager window. You should 
see your newly minted report in that window; you can print it by selecting it and 
then clicking the Print button. 

Outlining 
In Excel, outlines help to summarize many rows of data, hiding or showing levels of 
detail in lists so that only the bottom lines are visible (see Figure 14-29). Because 
they let you switch between overview and detail views in a single step, outlines are 
useful for worksheets that teem with subtotals and details. (If you're unfamiliar with 
the concept of outlining software, consult page 197, which describes the very similar 
feature in Microsoft Word.) 

You can create an outline in one of two ways: automatically and manually. The au­
tomatic method works only if your worksheet is properly formatted: 

CHAPTER 14: ADVANCED SPREADSHEET[NG 

Opening the 
Excel Toolbox 

513 



Opening the 
Excel Toolbox 

-

• Summary columns must be to the right or left of the data they summarize. ln 
Figure 14-30 at top, the D column is a summary column, and it's to the right of 
the data it summarizes. 

_J Outline -- Figure 14-19: --- -
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l>at. Show Ad Revenue R~nl:crn, y;.,.,,,.,.s expanded. 
1-M~r IP"~n Chi'1 tt03~-~ m ~ 
1-Mair Df'xhr's L.ib S,'l,390.00 32 1 ,~ 

Bottom: The same spreadsheet 1-M¥ Crocodilt Hvnter Jol,~.,00 ~ 2n13 
1-M.air Oz $ 1 ~ ,l)OQ,0.0 10• 31~ that's been partially collapsed. 
1- M,r Kids m lh• H•II t2:S_.'380~ .378 154+' Clicking the + and - boxes opens 1 -Mar- MST3K ffl~..00 457 12388 
2-Mir Ir-on Ch~f t101~.oo '200 . .:21.TIJ and closes detail areas. 
2:--M;,r- V'l":>di:r- slab t:19p00,DO 31$ 1'90l~ 
2-M.aY Crocod1\e H1Jn•ir '60,050.00 oO'I 2093! 
2-M,r Oz $190 ,,SO,O.l_!O 98 ~ 
2-Mar Kids ,n th• Hall m ,109,00 ~ 16S?J_ 
? -M,r MSHK 1:p,200.00 4:S5 t2491 
3-M•r Iron C~f i'J'l.'380.00 2SS .~,,, 
3-Ma, L'extier's- Lab $59 ,210 00 319 1438$ 
3-M.air Crocodile- ~unt.er $62,000 00 2" ttn.? 
3-M•r Oz $201 ,390.00 101 31~ 
3-M,;ir V..1ds 1n tht Hill $27,430.00 -;a5 !43,118 
3-M•r MST!K f23 900.00 •&, l!m 

H arch 1 tota l $454,970.00 
M•rch 2 toh1 $476,530.00 
t,arch 3 total $•?3,Sl0.00 

Total $1 ,404,B lOOO 

- - 1. Outline 

- 8 C 0 _ E_ - -- R~-;.z-lng D~te Shaw Ad R~nm"' Yl•-rs 
1- ~•r :ron Ct'tef li10o,5:IO,(!!) 213 US3 
1- 1--,11r O,xt e-r s L ~b ~'S,:S90.00 321 18328 
1-Hir Crocodile H•m t,pr $61,auµKI ~ ~IS 
1- f·'hr 0?. 1 1 v::J ,000.00 104 31388 
I-Mir K ids m t hP Ha ♦ I m;,890.iii 378 15444 
I -f'.-1 ir 11':. T-5~ m~oo ,.57 12388 

March 2 total 1A?;;,:ncoo 
1'1aro11, ~ total 'IA'n .. 510.00 

Total $1 ,404 ,6 10 00 

• Summary formulas must be immediately above or below the cells that they sum­
marize. For example, in Figure 14-30 at bottom, the subtotals are directly below 
the cells that they add together. 

If your spreadsheet meets these conditions, creating an outline is as easy as selecting 
Data➔Group and Outline➔Auto Outline. 

If your data isn't so neatly organized, you'll have to create an outline manually. Se­
lect the rows or columns of data that you want to group together into one level of 
the outline; choose Data➔Group and Outline➔Group. A bracket line appears out­
side the row numbers or column letters, connecting that group. Keep selecting rows 
or columns and grouping them together until you've manually created your outline. 

Outlines can have eight levels of detail, letting you go from general to specific very 
quickly. Thick, left-side bracket lines connect the summary formula to the set of 
cells that's summarized by the formula; a square + or - button appears within this 

OFFICE 2001: THE MISSING MANUAL 



line. A- indicates that particular portion of the outline has been expanded, while a 
+ indicates that there is more to see inside. 

To expand or collapse a single "branch" of the outline, click the+ or- squares; if you 
see several nested bracket bars, click the outer + or - buttons to collapse greater 
chunks of the outline. The tiny numbers at the top of the columns identify these 
left-side lines, and correspond to Level 1, Level 2, and so on, exactly like the outliner 
level buttons in Word (see page 197). 

Figure f4•30: 
Top: Because the column of subtotals 
(column D) is to the right of the data to 
which it refers, this spreadsheet can be 
automatically outlined. 

Bottom: The ad-revenue summary formulas 
ore beneath the column of numbers that 
they summarize-CW through C22, making 
this spreadsheet too, a fine candidate for 
automatic outlining. 

A C D 
Eul Y*llf Saliliitlir 

9125 • • · ,29>1\l)O t4◄ ,1 • 

a. 
1>.ahi S haw 

H1.- lfMCl,tf 
1-Mar °"xtt"r- •s lab 

1 •H~ t,:ocpdlh> lfoolor 
1--tt.-llr 
, . ,.,.,.. l(ldJ! kl 1tit ~ II 

1-t-t~1HST3K 
2•1'1,11' 11'6!1 ~f 
2-M.,. !>t,,,ter•• L lb 
l!j-1.,. Cr;oo:_oc11h> Hunlor 
2-MJr Oz. 
:2-Mv l(idJ in \h• Hall 
2.-J'tv HST3K 
3-Mar Iron Chef 
~•Mv C)>,ct..-'·r lib 
!:f.111' Cr-00001i., l:l<inl~ 

<l· Mv•Oz 
3-/1..- l:lds Iii llwt H•d 
3-Mar r-l&T!K 

f 
Har~h 1 to~,1 I 
H:rcli 2tobl 
l'bt<all'3stob 

Total 

,00, 

~J"910 
~76· 
1<47563"10 

s 1 .404,H Io _oo 

Tip: Although outlines were originally designed to hide or reveal detail, you can use this to hide any rows 
or columns that you like using the Outline tools. 

Flag for Follow-Up 
Sometimes, when you're presenting the contents of a workbook to someone else­
or you're up battling a bout of insomnia by going through your old Excel work­
books-you come across something in a spreadsheet that needs updating, research, 
explanation, or some other kind of follow-up. Excel's Flag for Follow- Up feature lets 
you attach a reminder to a file, which you can program to appear (as a reminder box 
on your screen) at a specified time. See Figure 14-31 for details, or page 343 for 
more on Office 2001 reminders. 

Adding a Comment . 
Here's another way to get your own attention (or somebody else's): add a comment 

to a cell- a great way to annotate a spreadsheet. A note might say, for example, 
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"This estimate seems way too high-call me" or "If you hadn't noticed, the dot-com 
era is over, pal." See Figure 14-32 for details. 
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To edit a comment that already exists, select the cell and then choose Insert➔Edit 

Comment. To delete a comment, select the cell with the comment, and choose 
Edit ➔Clear➔Comments. 

a I.no 

D 
~ 

17 

18 

~

9 

0 
21 

iz ' 
! -~ 

~119 <or follO-.. Upl = I g 

- ---=- --==- .~ 
1;l I I __L_l I( L M - N 

Team Scores through the AH-Star break 
Week Taa"" TeillM T-n, TUll'I 
Tarantulas -2l 4 0 3 
Shovels 3 t 4 2 
~ >nits 2 I I :, 

flag for Follow Up 

Fleg this file for F1llov Up 

~ Remi nd me on I g12112001 f~ 8 t l12:42PM 

I cancel I ij 

~ 

I 

OK I) 

I 

Figure '4-JI: 
To flog a file for follow-up, click the Flag for 
Follow Up button in the Standard too/bar 
(top), which brings up the Flag for Follow Up 
window (bottom). In this window, you can set 
a time and dote to be reminded that you need 
to attend to your worksheet. Once the dote is 
set click OK and save the document. Excel 
creates a task in Entourage (page 353); the 
reminder will pop up at the specified time, 
provided an Office 2001 program is running at 
the time. 
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Proofing Joo ls 
A spelling error can ruin the credibility of an otherwise bril: 
liant spreadsheet, esp_ecialiy when \iou've gone ·through 
the trouble of getting it to look just right. By running a spell 
check on your' spread-
sheet before ou show it 

Not i n DletlOMry: Buodel 

. 
-on the. same _spelling dictionaries. (The· AutoCorrect but-

•. ion is the s~le erih~_nce~ent here; ~nc:e'U}e-di~log box 
shows -both your typo a_nd the proper spelling,· clkk this 

. buttQn. -From ·now on, Exe 
~ eel will corr this t • o 

to others, you can prntect . 
yourself from justsuch an 
embarrassing mishap. 
Fortunately, Excel is part 
of a larger office suite-: 
one that includes spelling 
tools. 

.... r=-n-,,,:,0-.---- - , ~ ;::::: n 
l____kj I Add 

automalically."and quietly 

Change All 
I , whenever, it occurs.) 

!t11eIM0>UiO:S.J1k,. ro1j(D I Auto Correct I 
There's probably not 
much caU forif definitions 
dictionary in spreadsheets 
these days,. but if you run 
across a'terrn in a spread-

. " , 

T q run a spelling check on 
your spreadshe€L choose Tools➔Spelling. ExceLscans the 
text in your spreadsheet; ir it comes across-a suspect word, 
the Spelling window appears. It works exactly like the Word 
spelling checker described on page 71, and, in fact. ·relies 
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Tip: Like the •➔Stickies program on every Mac, Excel comment boxes lack scroll bars. If you have a lot 
to say, you can keep typing past the bottom boundary of the box; Excel scrolls the note automatically. To 
scroll back up again, drag the cursor through the text until you bump the top edge of the note. (Alterna­
tively, drag the tiny white handles to make the box bigger.) 
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Excel Toolbox 

Figure 14•J2: ~ C 0 E F 

To add a note to a cell, click the cell and then Oah• Show Ad R•v•nu• R;onlcing Ylewers 

choose lnsert-jComment. You get a nice yellow 1-M~,. Iron C~< $1-0l~j)Q 2~ 23:18! 

"sticky note" with your name on the top (as it 
1- M• r O.,xor ·s L11> $55~0.00 321 18328 
1-M•r C.-oc;oolfe H1111tff- S61 ,30.0.(XJ ~ 2'2313 

appears in the Edit--#references~eneral tab). 1-Mar 0: i 1s:;,ooo.oo 1 0◄ "31388 

Type your comment in the window. When you 1-Mar Y.lds In the H_a/1 i25.,88P}l0- '&-78 15444 

click elsewhere, the note disappears, leaving only 
1 -Mar MST3K $2!,BSO. David Reynolds: 
2- Mar Iron 0,. ( ~101.~ 110·1 th is number a I it t le 

a small triangular mark in the upper-right corner 2-Mar ~lCl•r •i lab $58,300.00 high for thl• show? 'ltho is 

of the cell (like the one in the "Crocodile Hunter" 2-Mar Cr~od,,. Huf,t~r ~ .flS!) OO ~ ing for ~hos• 
2- Mar Oz $190, ~.00 ecmmt roiills? 

cell). To make the comment reappear, let the 2-Mar Kids in 1he H•II $291100.00 ~ 165 
cursor hover over the triangle. 2-Mar MST31< $37,200.00 455 12491 

o-~ Iron Ditr S,9,380,00 ~ •~ -~ 
3~ 0.l<ler', Lal> ~ 9,210.~ "319 14388 
~MM- Cro-:odl 1, Hurl1tr '62;c100,oo· * l'83~ 
&-~ I): $20 I fa9Q,0_9 101 31309 
rMw Kldl II\ tho Hall $27,430.00 ~ 14398 
3-Mar MST3K $23.900.00 460 13772 
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Add-Ins 
Hurigry for even more customization? Excel can satisfy even can enable the Add-Ins of your choice by checking the 
that app·etite with Add-Ins: little 

lu -in ro rams that add new , ----- Add- Ins --· - -

IJl1M VBll 
ry Add-In for Excel 5 Com. 
dd-ln 
Contro l 
~ 

Add-lnllnb 

~ OK 

• lly , ave, your ""'r kbook, e1 en ln1er-vel you 
t pecify 

Macros: Making Excel Work for You 

checkboxes next to their names; 
Click OK to load our Add-Ins. 

A macro is a recorded series of actions that Excel can play back automatically, at 
high speed and with perfect accuracy. Macros are useful for automating tedious 
processes, such as formatting or data entry tasks. 
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For example, if you're constantly getting malformed expense reports because some­
one in Sales insists on changing the formatting in mileage cells to Currency instead 
of Number, you can write a macro that fixes the problem in the blink of an eye. 
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But that's just the beginning. People who develop high-level macro-writing skill can 
use it as a full-on programming language; their macros can throw dialog boxes onto 
the screen to ask users for information, plug tbe provided responses into appropri­
ate cells in a spreadsheet, massagejtwith formulas> and format it for beautiful print­
ing. Such a macro, in other words, can ask for five stock symbols and their closing 
prices over a week, and then produce a neatly formatted percentage-of-change table. 

You can record your own macros, or run macros you find embedded in a worksheet 
that came from somebody else. 

Recording a Macro 
To record a macro, choose Tools➔Macro➔Record New Macro. The Record New 
Macro box appears (Figure 14-33 ), giving you the chance to name your new macro, 
provide a description if you like, and specify where to store it (see Figure 14-33 for a 
rundown of your options). 

= = ~ Record M11cro ~ Figure 14-JJ: 
Top: The New Mac,o dialog box gives you a 
chance to choose o keyboard combination 
that will trigger the macro during your 
everyday spreadsheet work. 

Macro name: 

f For maLCurreney...cofumn~ 

Shortcut key: Store macro in: 

Option-+Cmd+ IT] ( This Workbook 

Descri pt ion: 

Macro recorded 4/5/2001 by Peter feeble 

[ Cancel J [I Ok J) 

Using the "Store macro in" pop-up menu, 
you can choose to store it In the currently 
open workbook (you won't be able to use 
the macro without opening the workbook 
that contains it), In a brand new workbook 
created to store the macro (useful when 
you don't wont to sully the workbook that 
you're working on with a macro, but still 

_ ----"-- ,.---, Macro _ __ _ -----1 wont to use a macro with it), or In your 
1--- ------_;__ ___________ _ __. personal macro workbook (a special 

Macro name: 

TakeOv~rTheWorld 
L~~ [I Run )) 

"' I .I - Cancel 

Ste_p Into ] 

Edit ) 
-

Macros in. [ Al I Open Workbooks 

Description 

V 
() ·;J,)t (' 

; J ~· 
·• I Delete 

Macro recorded 9/612000 by David Reynold~ [ Options ... 
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workbook that stays with the copy of Excel 
where the macro is created-a library where 
you can store all kinds of macros for use in 
any workbook). 

Bottom: In the Macros dialog box, click the 
Run button to trigger the highlighted macro, 
whether it tokes over the world- or just 
merges o few cells and adds a border around 
the outside. 



When you click OK, Excel puts up the macro toolbar (complete with a Stop button) 
and begins to watch and memorize your every move; each click, drag, and menu 
command becomes a part of the macro. Excel macros are surprisingly versatile: be­
sides just data entry and formatting, they can drag data around, resize and move 
chart elements, and execute menu commands that involve dialog boxes. 

Like all things that sound too good to be true, though, there are some limitations. 
Macros don't understand what the data actually means; if you alter the landscape of 
a spreadsheet with a macro by moving some of its data and formulas around (with­
out modifying the macro .to notice the new locations), a macro assumes that every­
thing is in its old place; when it runs, it'll move the wrong things around. 

Tip: When you record a macro, you can use the Relative Reference button on the macro toolbar to make 
sure that the macro refers to relative cell coordinates, which helps alleviate the problem of altering the 
wrong data with a macro. It doesn't solve the problem completely, though- you have to keep your work­
sheets largely untouched after you've recorded a macro to avoid these problems. 

Once you've done everything that you want the macro to do, click the Stop button 
on the toolbar. You've just created a macro. 

C HAPTER 14: ADVANCED SPREADSHEETING 

Mac:ros: Making 
Exc:el Work for You 
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Macros: Maldng 
Excel Work for You 

Playing a Macro 
To play a macro that you've recorded ( or that someone has embedded in the cur­
rently open workbook), choose Tools➔Macro➔Macros, which brings up the Macro 
window. In it, double-dick the name of the macro you want to play ( or click it once 
and click the Run button). 
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Tip: If you've specified a key combination for your macro, you can just press the key combination to run 
it, bypassing the visit to the Macro window. 

Excel now plays back the macro, doing everything that you specified when you re­
corded it-but at very high speed and with computerish precision. 

Sharing Macros 
To share a macro with someone else, save your macro in a workbook when you 
create it, and then hand the workbook off to your macro tradee. When that person 
opens the workbook, your macro is available in the Macro window. 

WORKAROUND WORKSHOP 

The trouble with Macros · 
~!though they seem simple on the surface, macros, for 
Excel, PowerPoint, and Word veterans, represent a messy, 
controversial subject, thanks to IJ1e fact that tliey' re an ideal 
carrier of viruses. it's pertectly possible for some malad­

Macros are also a messy, controversial subject because 
behind the scenes, they're written in a programming lan­
guage called Visual Basic for Applications. If you aspire to 
writing or editing macros by hand, you can lake a peek at 

justed ·social deviant to write 
a destructive little ro ram !.O.c.rosott Elft:111 ---_--_ 

The w-orkbook you er, opening conbi 1\-J macro, 
Sr>ffls n•ros mrw ctntej o vln,,r.i 1hat could be h1:1r mf1JI 1.oyour comput~r 

If you ere sun~ lhls."!OrJ::book' ia from e tru,te:d .)l)IJ~e, 
click. Enable ~ro.,' If you lire not .!IUrt snd 1,itel'I, tn r 
preven• 1ny mecro, f r om r unni hQ, click "Oi-,.,,ole M6er~ Tell i\te More J 

Ga' A(~ Hk befor• opening 'l'IGrkboo~.s with rn•ro, 

J Enable Macros J 
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VBA code by choosing 
Too\s-'--¼Macros~Macros 



Part Four: 
PowerPoint 
Chapter 15: Basic PowerPoint 

Chapter 16: Advanced PowerPoint 





Basic PowerPoint 

When you. have a point te get across-to the boss, the board of directors., er 
your spouse- P•owerPoint is your program. PowerPoint lets you com­
bine graphics, text, sounds, and movies on a series of slides (or what 

amounts to a series of drawing documents), which you can then link together to 
form a slide show. You use that slide show to get your point across in a powerful way. 
(So much for our theory on the origins of the name PowerPoint.) 

The Views of PowerPoint 2001 
One of the big-ticket new features in PowerPoint is its three-pane Normal view, 
which lets you see individual slides, the slide show outline, and the notes attached to 
an individual slide all at the same time (Figure 15-1). 

To construct a slide show, you generally start by writing an outline (in the Outline 
pane); here, you can type in the names for your slides, then drag them around into 
a logical order. You then do most of the nitty-gritty design work in the Slide pane, in 
which you mix text, graphics, and backgrounds to create individual slide designs. 
Finally, the Notes pane lets you type speaker's notes for attachment to individual 
slides, so that you have facts at your fingertips while giving a presentation. 

Step 1: Specify a Design 
Before you can get more than a single screen into the program, you must answer an 
important question: Vvhat will your slides look like? 

The slides in your show may show different kinds of information-one may show 
some text statistics, another might display a diagram, a third might contain a chart, 
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Step 1: 

Specify a Design 
and so on. Even so, however, you'll probably want all of these slides to have a consis­
tent design, no matter what's on them: the same fonts, background graphics, color 
scheme, and so on. 
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That's why, as soon as you launch PowerPoint, the program offers you the Project 
Gallery, which should look familiar if you've used Word 2001 or Excel 2001. In 
PowerPoint's case, the Project Gallery offers several icons that can get you on your 
way to building your slide show without having to waste a lot of time on the design 
elements-or even composing the text on the slides. 

Tip: If you, PowerPoint master, don't need the Project Gallery intruding into your personal space at every 
program launch, choose Edit~Preferences-Wiew tab; turn off "Project Gallery at startup," and dick OK. 

When project deadlines are looming and there are a million things that need to be 
done (including creating a presentation), you'll welcome those tirnesaving features. 

Outline pane 

•I Dt"..1 lo Ctl ,~ 1tork u•U~ct .. _ .. , 
~~m•~• ._..,,.." 

• ~ 1PIIU1l-w:B 1rp~ 11w'l~t-k" 

Standard toolbar Formattins Palette Figure IS-I: 

11\o; 10 ka.i'rt.1K•1t,.11 
.;~UD:1" 

Microsoft has revamped 
PowerPoint's interface to 
include a new three-pane 
view, which sets aside 
areas for the slide show's 
outHne, a smaller area for 
notes, and an area in 
which you actually build 
the slide. To the right 
Office's Formatting 

._, 

' □ 
Why I Need 
A New Bike 

&'.J •L.r.,lsorr-,• 
~ •O ~n..,.-~bidoE1h 

• Flklirc;,A l~e n,n" 111 tu, 

.!,- • "<:rcdn:;oll'l'trc.eroa 
~ _ !.O Bui •~•'.~Ntn-i mnl~r• 
.. • M ¥ll .... !@II .. PUlt 

• 11 v,1.rli •~J~rent~-t»i<:°' I\,' 
'fll-411:11 

• ftl1dftil&t-.aU,1\wihl"" 
.. .,, ffJ',.Qlll:f 

Drawing tool bar View controls Notes pane Sl ide pane 

Canned, Professionally Designed Templates 

Palette has been adapted 
to work with PowerPoint 
and both the Standard 
too/bar and the Drawing 
too/bar appear auto­
mat;cal/y. Finally, 
PowerPoint's View 
controls sit in the lower­
left comer of the main 
window. 

In the Project Gallery, click the word Presentations (you don't have to click the tri­
angle) in the Category list (see Figure 15-2) . Then dick Designs. In the middle of 
the Project Gallery window, you now see 61 predesigned slide show templates­
either a list of their names or tiny thumbnail images of representative slides (de­
pending on whether the View pop-up menu at the bottom of the window says List 
or Catalog). 
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In the List view) click one of the design templates (such as Artsy) Blueprint, or Bold 
Stripes); on the right side of the window, you see a miniature version of the slide 
design. While several of the templates in the gallery are) well, inspirationally chal­
lenged, some may be worth considering. 

If any of these templates looks like it will work for your purposes, double-dick it. 
The New Slide dialog box appears; see page 529. 

Tip: The right design template for you is based not only on your taste and the purpose of your presenta­
tion, but also on how it will be presented. All of the included designs look terrific when projected from the 
Mac itself (using a portable projector, for example). If you plan to print the various slides, on the other 
hand, the designs with solid colors in the background might not be so appropriate-not only will they take 
forever to print (and a lot of ink cartridges), but the blended backgrounds on some of these designs may 
not look as smooth as they do on the screen. 

Complete Slide Shows, Including Text 
You don't have to spend very much time in the corporate world to begin to feel like 
every meeting is the same. Based on that convenient fact of life, Microsoft has taken 
the liberty of providing several templates for complete slide shows-not just a de­
sign theme (complete with backgrounds, font choices, and standing graphics), but 
even an outline befitting the situation. 

For example, if you choose the Communicating Bad News template, you get a seven­
slide outline to help you through the process of telling your colleagues about rocky 
times ahead, complete with a positive spin (and a placeholder for morale-building 
information bits). Content templates, in other words, provide a canned but thought­
ful structure for your presentation. 

Figure IS-2: . 

C. Project Gallery 
-. . . .. .,..... . . . 

. ...... _..,_L.J._ 

I Step 1: 
Specify a Design 

PowerPoint provides 85 different 
templates for your presentation 
needs, including a template for 
telling people some bad new~ 
from "Your stock options are 
worthless" to "Honey, I wrecked 
the car today." To choose a 
template, select it and click OK, 

Blenk Documents • 
My Templotes 

I -- \;9 ~••• I 
r~~.1,G"l tt'' .. :" 

or just double-click the one you 
want. (If the View pop-up menu 
at the bottom of the window says 
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show to see a preview of it.) 
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Step 1: 
Specify a Design 
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To survey a list of these ready-made shows, click Presentations in the Category list 
( of the Project Gallery window), then click Content. You see a long list of ready-to­
use slide shows, such as Marketing Plan, Motivating A Team, Project Overview, and 
so on (see Figure 15-2). 

If you find one that looks promising, double-click it. After a moment, you arrive in 
the three-pane Normal view (Figure 15-1), with the outline and design of your slide 
show already in place. You're ready to go about replacing the dummy text of this 
outline with phrases specific to your pitch, as described on page 529. 

Complete Slide Shows Based on Your Input 
If starting out your presentation building with a completely formatted, ready-to-go 
slide show feels too much like cheating, you may prefer to take advantage of the very 
similar AutoContent Wizard. This feature draws upon the same set of canned slide­
show designs as the Content list described in the previous paragraphs, but gives you 
the opportunity to tailor the starter slides up front, rather than after Power Point has 
created them. 

In the Project Gallery, click Blank Documents in the Category list. Then double­
click the AutoContent Wizard icon in the list to its right. A wizard appears, which 
leads you through these steps: 

1. Choose a presentation type. 

On the first screen of the AutoContent wizard, Power Point asks you what kind of 
presentation you're planning. Start by choosing the kind of slide show you in­
tend to give, using the Category pop-up menu ( General, Corporate, Projects, or 
whatever), You'll see a list of design templates appropriate for the category you've 
chosen; click each to see a preview of that slide design at the bottom of the win­
dow. Click Next to continue. 

2. Specify the result. 

The wizard screen asks you to choose how you're going to present your slide 
show- on a computer screen, as black-and-white overheads, as color overheads, 
or as 35 mm slides. This choice affects both the measurements of the slides and 
the color scheme: darker colors for computer screens and 35 mm slides, lighter 
colors for color overheads, and, of course, black and white for black-and-white 
overheads. Click Next to continue. 

Tip: You can adjust the dimensions of your slide show at any time later by choosing File~Page Setup 
(when re-using the show for a different projection method, for example). But the graphics and text boxes 
on each slide may shift in the process; it's best to pick the right size for the slides at this early phase. 

3. Name it. 

On the final wizard screen, you're asked to enter the presentation's title, informa­
tion about the presentation, and any text that you want to appear at the bottom 
of each slide (such as your name or your department name). 
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When you finally click Finish, you wind up with a slide show document containing 
several ready-to-adapt slides. They have bogus information on them, dummy num­
bers in the charts, and irrelevant data plotted in the graphs-but the point is that 
the designs and sequence are already in place. You should now change the actual text 
and numbers to suit your purpose; after all, you probably don't want to start off a 
motivational presentation with a slide that says, "Title goes here." 

I Step 1: 
Specify a Desig11 

Figure 15-J: 
Top: The Theme portion of the 
Formatting Palette, new in 
PowerPoint 2001, lets you select 
various canned design templates 
and color schemes. Choosing a 
color scheme is as easy as 
picking one from the list. 
(Selecting a new color scheme 
changes the colors of alf of the 
elements on a slide.) If you wont 
to create your own color 
collection, choose Custom 
Scheme from the Color scheme 
pop-up menu. 

Bottom: In the resulting Color 
Scheme window you con choose 
new colors for the slide's 
background, text shadows, fills, 
accents, and links. 
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Step 1: Starting from Scratch 
Specify a Design If you're the kind of Power Point pro that Microsoft executives collectively dream 

about at night, then you might be inclined to design your slide show from scratch, 
beginning with a blank, white screen. To do this in the Project Gallery, click the 
Blank Documents category, and then double-dick PowerPoint Presentation. Or, if 
you're already in Power Point, choose File~New Presentation (3C-N). 
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Either way, you're now facing the New Slide dialog box, from which you can choose 
a layout for your first slide (see Figure 15-4). To make your slides look less boring, 
you can use PowerPoint's various text and drawing tools to build each slide from 
scratch (see Figure 15-3 ). Although designing slides this way involves a lot more 
work than just choosing a template, you'll be rewarded with a presentation that 
doesn't look like it came out of a can. 

POWER USERS' CLINIC 

Addi11g 'I~~'- :omrTemplates 
In many corporations, PowerPqint slide 5l1ows:-are an ev" 
eryday occurrence, In such situations; you may even 'be 
asked to use an approved PowerPoint template .. designed 
by your company, as tile basis for any slide shows ym.1 
give. (RE:mind your superiors thal such lemp·l~t~ fro~ ihe 
Windows vt-rs.ion of PowerPoint work just fine 9n ye>~r­
Mac.) 

It's easy enough ta make one oHhe.s~ templ~tes-sho~: YP 
in your P_roj~ct Gallery, ready ·rpr e_asy ac~e~s eaih tjme-_ 
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you begin to create a slide show. Just drag the template 
file (or even a regular PowerPointfile) into Mfcrosoft Office 
20-0l➔Templates➔M.yTemplates folder. It'll show up in 
the Project Gallery under the My Templates folder. 

When y_ou open ii, you'll get a blank copy of thatfile (called 
"Presentation 1," for example), even if it wasn't a PowerPoint. 
template per se. PowerPoint is smart enough to figure: "If 
JrsJn the Templates folder, I'm probably supposed Lo treat 
. if as a_te_mplate:" 

[I OK D 
I C;mcel j 

Text & Chart _ .. 

- -- -

Figure 15~4: 
When you add a new slide to 
your presentation, you'll be 
presented with the New Slide 
window, from which you can 
choose one of 24 different 
layouts. These layouts make it 
easy to add elements to your 
slides by providing placeholders 
for buffet lists, charts, artwork, 
tables, and even movies. 



The New Slide Dialog Box 
When you create a new presentation, whether by using the Project Gallery or by 
choosing File➔New Presentation, you come face-to-face with the New Slide win­
dow (Figure 15-4). This window offers 24 slide designs in a scrolling list, each with 
a place for text, a picture, a table, a chart, or a media file-or some combination of 
these elements. Each has been predesigned with centered text, neatly framed graph­
ics, and so on. When you choose a layout and click OK, PowerPoint creates a new 
slide with those elements. 

Which slide form you choose for each slide depends on what you want to do with 
that slide, as shown in Figure 15-4. 

Tip:You can always change a slide from one of these canned layouts to another by choosing Format➔Sl ide 

Layout. The equivalent of the New Slide dialog box reappears so that you can choose a different layout. 

Step 2: Writing the Outline 
Using one of the built-in PowerPoint starter slide shows saves you a few minutes of 
design effort. But sooner or later, you'll actually have to write the words that will 
appear on your slides. One great way to go about this is to use PowerPoint's Outline 
View, which appears whenever you choose View➔Normal ( or click the Outline View 
button at the bottom of the screen). Outlining your presentation helps you organize 
your thoughts. 

Figure IS-5: 
You can drag slides 
into a different order 
as you build your 
outline, just by 
dragging its tiny slide 
or bullet icon. A 
horizontal line 
indicates where 
PowerPoint thinks you 
want to place it when 
you release the 
mouse. As you work 
on your outline (left), 
you get to see the 
matching slide in the 
main window. 
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Step 2: 
Writing the Outline 
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The basics of typing an outline are simple: Each time you type something and press 
Return, you create a new slide. What you've just typed becomes the title of the slide, 
which will appear (as the preview shows you) in big, bold type. 

Most slides offer additional text, however, such as a handful of supporting points 
denoted by bullet symbols (•).You create these as subheadings in your outline; Fig­
ure 15-5 shows the correspondence. You can even create sub-subheadings. 

You can also change your mind at any time, choosing to turn a slide title into a 
subheading or vice versa; different amounts of indentation indicate what level you're 
using. To promote or demote headings, as this is called, you can drag the little slide or 
bullet icons to the right or left. Or, if the Outlining tool bar is open ( choose 
View~Toolbars~Outlining to make it appear), you can dick the Promote and De­
mote buttons on it. 

Tip: You can also drag a heading up or down in the outline (including to an entirely different topic) by 
dragging it up or down, as shown in Figure 15-5. 

If you create more than an occasional PowerPoint show, you'll make your life much 
easier if you master a few of these key combinations: 

Keystroke 
Tab 

Shift-Tab 

Return 

Option-Shift-right arrow 

Option-Shift-left arrow 

.option-Shift-plus ( +) 

Option-Shift-minus(-) 

Option-Shift-down arrow 

Option-Shift-up arrow 

Option-arrow (any direction) 

What it does 
Demotes a heading 

Promotes a heading 

Creates a new heading at the same level 

Demotes a heading 

Promotes a heading 

Expands the points below the current heading 

Collapses the points below the current heading 

Moves a heading down by one line in the outline 

Moves a heading up by one line in the outline 

Moves the cursor one word or line in that direction 

Both for space reasons and for clarity purposes, keep your main topics to a mini­
mum, and keep your points short and sweet. And don't include too many subtopics 
on a given slide. 

If you type your slide show's outline in the new three-pane view, you can watch the 
slide being built in the main window as you type-handy feedback to avoid typing 
too much text for a bullet. There's a drawback, however-you have to type relatively 
slowly to avoid outracing Power Point, which takes a moment per letter to build the 
slide as you type. 
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Step 2: Tip: If the sluggishness of PowerPoint's Normal view makes you feel like you're jogging through quick­
sand, there's a sneaky solution: Use the secret Outline view instead of Normal view. It's not sold in stores, 
not listed in the View menu; you get to it by clicking the second tiny icon at the lower-left corner of the 
document window. 

Writing the Outline 

The slide image shrinks down to a corner-of-the-window thumbnail, but at least your typing won't be 
shackled to a slug. 

Using a Word Outline 
The Power Point outliner isn't the only outliner in Office 2001. If, having cuddled up 
with Chapter 6 for several evenings, you're already proficient with the outliner in 
Word 2001, you may prefer to write up your slide show in Word. Fortunately, you 
can easily import such an outline into PowerPoint. 

To do so, launch PowerPoint and choose File~Open to bring up the Open dialog 
box. Select All Outlines in the Show pop-up menu, and then select the Word outline 
that you want to import. The Office Assistant asks you if you want to open the 
outline in Word or import it into Power Point; choose PowerPoint. PowerPoint now 
converts your outline into the basis for a slide show; each top-level heading be­
comes the heading of a new slide, and lower-level headings become body text in 
bullet points on each slide. 

Tip: You can perform this trick from inside Word, too. With the outline open in Word 2001, choose 
File➔Send To➔Microsoft PowerPoint. PowerPoint opens (if it's not already open) and converts the out­
line into a presentation automatically, saving you several steps. 

POWER USERS' CLINIC 

Typing Diredly into Your Slides 
Not everybody uses the outliner to hash out the shape of a 
presentation. Some people prefer to type their text directly 
onto the slides themselves. 

If you fall into that category, begin the slide show by choos­
ing only a design template, not a content template as de­
scribed at the beginning of this chapter. Then, each time 
you want to add a slide to your show, choose lnsert➔New 

Step 3: Building the Show 

Slide (ag-M) or click the New Slide button in the Standard 
toolbar. 

The New Slide window appears (Figure 15-4). Double-dick 
the slide type you want; you return to Slide view. Now you 
can fill in the details by clicking the various text or graphics 
placeholders and then typing or importing text to fill those 
placeholders. 

It's much better to show blank white slides containing an effective message than 
fancy graphics that don't say anything. That's why it's an excellent idea to begin your 
presentation planning with the outliner. 
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Step 3: 
Building the Show 
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Once the outline looks good, it's time to start thinking about the look of your slides. 
Power Point's tools make it easy to adapt your design ( or Microsoft's design) for all 
the slides simultaneously. 

Using Masters 
A master item is a background element that appears on every slide-a logo or a 
background, for example. When you add, delete, move, or replace a master item, 
you see the change reflected in aJl of your slides. For example, if you want to change 
the background color of all of your slides, just change the background on the slide 
master; PowerPoint updates all the slides instantly. 

In fact, Power Point offers four different categories of master items: slides, titles, hand­
outs, and notes. Here's how they work. 

Slide master 
The slide master-or, as most people vmuld call it, the master slide-is a special 
slide whose background, font size and style, bullet style, and footer ( whatever ap­
pears at the bottom of every slide) determine the look of these elemenls on every 
slide in your show. 

Editing the slide master 
To look at and change the slide master, choose View~Master~Slide Master. Now 
you're face-to-face with the slide masler itself (see Figure 15-6), which comes with 
these elements: 
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Figure 15~6: 
The Slide Master has a 
number of automatically 
generated elements that 
you can change here; 
those changes wifl be 
reflected in every slide in 
the presentation (of the 
same type). The Slide 
Master also has a small 
too/bar of its own with two 
buttons. Click the Slide 
Miniature button to 
produce the miniature 
image of on actual slide in 
the presentation, which 
lets you see how your 
changes to the master 
slide offed it, like pidure­
in-pidure on a TV. The 
Close button just takes you 
back to whatever slide you 
were viewing. 



• Title area. It usually contains some dummy text, a placeholder for the real text 
that will appear in your slides; the title area is surrounded by a fine white dotted 
line. 

Step l : 
Building the Show 

• Object area. The settings of this area determine how the body of your slides­
text, charts, pictures, and media clips-will look and where they will sit. 

• Footers. These white-dotted-line boxes at the bottom of the slide master show 
where the date and time, slide number, and miscellaneous footer text will appear 
on each slide. 

By changing the font size, style, color, and placement of these items, you can change 
where PowerPoint puts those elements when using its canned design templates. 

Note: In View➔Master➔Slide Master mode, the placeholder text (such as "Click to edit Master title 
style") is irrelevant. Don't bother editing it; doing so has no effect on your actual sl ides. 

For example, if you want all of your slides' titles to be in 24-point Gill Sans Ultra 
Bold with a shadow, just click once inside the placeholder text to select the box; then 
use the Formatting Palette to change the font to 24-point Gill Sans Ultra Bold. Now, 
any existing slides that have titles (and any new slides you make) display the title in 
24-point Gill Sans Ultra Bold. 

POWER USERS' CLINIC 

Expressing a Slide's Individuality 
If you're feeling a little oppressed by the idea that slide 
masters dictate how every slide in a presentation looks, 
take heart. It's true that you can't edit text or graphics on 
an individual slide if they began life on the corresponding 
master. But you can make the design of an individual slide 
differ from the master slide in a number of ways. 

To change the background of an individual slide, for ex­
ample, choose Format➔Background and make the 
changes you want in the window that pops up. (For more 
information on backgrounds, see page 537.) 

To hide a background graphic that's been supplied by the 
slide master, choose Format➔Background and then turn 
on "Omit background graphics from master." Click Apply. 

PowerPoint also lets you use multiple slide masters, so that, 
for example, ten of your slides may be based on one mas­
ter design, while ten of them are based on a different one. 
(Note, however, that this feature makes life more compli-

cated; now, when you want to make a change to a slide 
master, you have to remember which one serves as the 
design basis tor a particular slide.) 

To turn on this feature, choose Edit➔Preferences➔ 

Advanced tab. Turn on "Enable multiple designs per pre­
sentation," then click OK. 

Now go to the Slide Sorter view by choosing.View➔Slide 

Sorter. Select the slide or slides to which you wa nl to apply 
the second design template. (You can select multiple slides 
by Shift-clicking them.) Then choose Format➔Apply De~ • 
sign Template. 

After a moment, PowerPoint shows you its complete list of 
design templates, like the ones described at the beginning 
of this chapter. Double-click the design template yo~ want, 
making sure that "Apply to selected slides" is selected. Click 
OK; you'll now find that the selected slides have taken on 
the look of the second master slide design. 
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Adding new elements to appear an every slide 
The title, bulleted text items, and various footers revealed on your slide master can 
appear on every slide. But if you need some additional text to appear on each slide 
(such as your department or project name), you can create additional default text 
blocks on your slide master. 

To do so, use the Text Box button on the Drawing toolbar, which usually floats at the 
left edge of your screen. (If it's not there, choose View➔Toolbars➔Drawing.) If you 
can't figure out which icon is the Text Box tool, point to the icons without clicking 
until a yellow tooltip balloon appears. Click the slide where you want the new text 
box to appear, type some dummy placeholder text, and then use the Formatting 
Palette to change its font, color, and style to match. 

You should also feel free to draw or paste graphics onto the slide master~your cor­
porate logo or a background graphic, for example; anything you place here will ap­
pear on every slide in the presentation. 

Title slide master 
The title slide master is a special kind of slide master. It controls the layout of only 
one kind of slide: the title slide, usually the first one your audience sees. To view and 
edit to the title master, choose View➔Master➔Title Master. 

Once you understand that this master design applies only to title slides, you can use 
this slide master exactly like the slide masters described above: elements that you 
put on the title slide master show up on all title slides. 

Handout master 
You can read more about handouts on page 570; for now, it's enough to know that a 
PowerPoint handout is a special page design that lets you place several slides on a 
single sheet for printing and distributing to your audience. 

You set up the design of your handouts by choosing View➔Master➔Handout Mas­
ter, and then adding or editing the elements you want. 

Notes master 
In Power Point terminology, a Note (see page 570) is another form of handout- one 
that features a miniature slide at the top half of the page, and typed commentary at 
the bottom. Once again, you can specify the basic design of your notes printouts by 
choosing View➔Master➔Notes Master, and then editing the design you find here 
(such as altering the font or adding graphics); once again, those changes appear on 
every notes page in the presentation. 

View Controls 
To get the most out of Power Point, you should become familiar with the program's 
View controls, which are in the lower-left corner of the PowerPoint window (see 
Figure 15-1). These five buttons let you switch between Power Point's five view modes: 
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• Normal view is the standard three-pane view, as illustrated in Figure 15-l. Step 3: 

• Outline view expands the Outline pane so that it dominates the screen, shrink­
ing the Slide pane down to make room. You may prefer this view when you're 
working up the contents of your talk, when you're still fiddling with the wording; 
as noted earlier, typing up your outline ( the typing itself) goes much faster in 
this view than in Normal view. 

Building the Show 

• Slide view shrinks the Outline pane down to a sliver, just big enough so that you 
can still easily navigate your slide show; and it gets rid of the Notes pane entirely. 
You'll probably prefer this view when you're putting the finishing touches (such 
as the charts and graphics) on your slides, after the outlining process is complete. 

Tip: In any of these views, you can drag the thin gray boundaries between the panes to make individual 
panes larger or smaller. (A tiny row of dots in the center of these lines denotes a draggable boundary-but 
you don't have to put your cursor on the dots themselves.) 

• Slide Sorter view displays thumbnail images of all of the slides that you've cre­
ated, so that you can rearrange them by dragging (either single slide or several at 
once; Shift-dick them to select more than one). Figure 15-7 shows the vertical 
"your slide will go here" line that appears when you drag selected slides, plus 
some other Slide Sorter tricks. 

You can use this view as a handy navigational aid; double-clicking a slide in Slide 
Sorter view opens the slide in Slide view for full-size viewing. 
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Slide Sorter view by selecting 
them and then pressing Delete 
(or choosing Edit---;Delete 
Slide). You can also work with 
transitions (page 550) in Slide 
Sorter view; a transition is 
represented by a small icon 
below a slide, shown here on 
slides 5, 6, and 7 . Click the 
icon to see a miniature 
preview of your transition. 
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• Slide Show. If you click this button, PowerPoint actually begins the slide show, 
filling your screen with the slides you've designed; see page 554 for more detail. 
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Navigation 
No matter which view you're using, moving among the slides in your show is easy. 
For example: 

• Normal view or Outline view. The outline is always on the left of the slide; all it 
takes to move from slide to slide is a click on the corresponding outline heading. 
If, for example, you want to go to the fourth slide in the presentation, just click 
the fourtl1 element. Power Point displays that slide on the right side of the win­
dow. 

• Slide Sorter view. In the Slide Sorter view, you can move from slide to slide by 
clicking the slide, or by using the arrow keys to move the selection rectangle 
around. As noted above, if you double-dick a slide, PowerPoint switches to Slide 
view, where the slide is visible at full size. 

• Slide view. The Slide view shows a single slide, filling the screen. To move to the 
next slide in the show, you can click the scroll-down arrow, click the Next Slide 
button in the lower-right corner of the window, or press the Page Down key. To 
move to the slide before the current slide, click the scroll-up arrow, dick the Pre­
vious Slide button (also in the lower-right portion of the window), or press the 
Page Up key. 

• Slide Show. When you're in slide-show mode, each individual slide takes up the 
entire screen- no menus, no scroll bars, no controls. There are lots of key com­
binations that help you move around while in Slide Show mode (see page 557); 
for now, you can use the right- or down-arrow key to move to the next slide in a 
slide show, or the left- or up-arrow key to move to the previous slide. 

Manipulating Your Slides 
As you construct the show, new ideas will inevitably pop into your head; topics you 
originally expected to fill only three bullet points on a single slide may expand to 
require several slides- or vice versa. Fortunately, it's no problem to m assage the 
slide sequence as you go. 

Inserting new slides 
Inserting a new slide into the lineup once you've created a few is easy. Just click the 
slide before tl1e spot where you want the new slide to appear, then choose Insert➔New 
Slide (~ -M) . The New Slide dialog box appears, as described on page 529. 

Tip: In Outline view, creating a new slide is even easier. Just click after an existing heading and press 
Return; the new heading represents a new slide (unless it's indented, of course). 

Inserting old slides 
You can also recycle slides from other presentation files just by choosing Insert➔Slides 

from File. The Choose a File dialog box appears; locate and single-click the old 
Power Point file whose slides you want to import. At the bottom of the dialog box, 
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Step 3: choose "Import all slides" or "Select slides to insert" (if you want to hand-pick the 
slides worth importing). Then dick Open; if you chose "Select slides to insert," you 
now see a dialog box offering miniatures of the slides. Shift-dick the ones you want, 
and then click Insert. 

Building the Show 

When the new slides arrive in your show, PowerPoint automatically substitutes the 
design template you've selected for the current file, to avoid a design dash with the 
older slides' master design. 

Deleting a slide 
Easy one: Click the slide and then choose Edit➔Delete Slide. 

Moving slides around 
The easiest way to rearrange your slide sequence is to use Outline view (by dragging 
the tiny slide "handles" up and down) or Slide Sorter view (by dragging thumbnails 
around). In either case, the Cut, Copy, and Paste commands work. (The trick in 
Slide Sorter view is, before pasting, to select the slide just before the spot where you 
want the pasted slides to appear.) 

How to Build a Slide 
The outliner is an excellent tool for building the overall flow of your slide show. But 
sooner or later, you'll probably want to visit the actual slide pictures themselves-to 
add charts or other graphics, to edit a certain conclusion slide when new data be­
comes available five minutes before the meeting, and so on. 

UP TO SPEED 

Return of the Formatting Palette 
Other than its groundbreaking plastic CD-case packaging, 
the greatest single improvement to Microsoft Office may 
be the Formatting Palette. This magical palette changes its 

1 shape and design to accommodate whatever you happen 
to be working with, such <1s text or pictures. Of course, the 
Formatting Palette is also available in Word and Excel, but 
it's especially critical in PowerPoint, where the look of your 
slides is very important. 

Using Backgrounds 

Some of the Formatting Palette controls are designed to 
affect text, and work exactly as they do in Word-all the 
controls in the Font and Alignment, Bullets and Number­
ing, and Spacing sections, for example. 

Many more are unique to PowerPoint- Animation, 
Hyperlink, Presentation, and so on; you can read about 
them in the appropriate sections of this chapter and the 
next. 

Creating an individual slide is a bit like painting a canvas in the real world: You first 
paint the background and work your way to the foreground, layer by layer. 

For example, Power Point lets you set a background color, gradient, pattern, or graphic 
for your slide. You can also add shapes and import graphics to create a backdrop. 
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Changing backgrounds 
Every slide begins life with a backdrop, courtesy of its slide master. If you'd like to 
override or enhance that backdrop on a particular slide, however, choose 
Format➔Background, which brings up the Background window (Figure 15-8). In 
this window, you see a sample slide with the current color theme. At the bottom, a 
pop-up menu lets you choose, from a swatch of eight coordinated colors, a new 
background color. 
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Note: The technique described here overrides the background specified by the slide master, just for a 
single slide. To change the background for all of the slides, choose View➔Master ➔Slide Master, and then 
edit the background of that master slide. Doing so changes the backgrounds of all corresponding slides­
except for those that you've changed yourself. 

.... l:ladcoround _ Figure IS-B: 
The Background window shows how your background looks when 
put on a slide with the current color scheme. (If you feel confident 
overriding Microsoft's professional color groups, choose More Colors 
from the pop-up menu; the standard Apple color picker dialog box 
appears, offering access to any color under the sun via several 
different Color Pickers; see page 600.) 
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Fill Effect!!i_. 

If you want something more than a solid background color, choose Fill Effects from 
the pop-up menu, which brings up the Fill Effects window. This window lets you 
choose one of four effects by clicking one of the four tabs along the top: Gradient (a 
smoothly shifting color blend), Texture (a photograph of some natural material, 
such as wood grain, marble, or burlap), Pattern (simple, two-color patterns, such as 
stripes and dots), or Picture (a graphics file from your hard drive). See page 600 for 
much more on these special tabs. 

Tip: Be careful with this feature; textures can make your text very difficult to read. (On the other hand, 
depending on the news you have to share with your colleagues, that may be exactly what you were 
hoping.) 

Working with Text 
Adding text to your slides is an easy matter; there are two ways to go about it. First, 
if your slide master includes text placeholders, as shown in Figure 15-6, you can 
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click the individual placeholder text items ( which typically read something like "Click 
to Add Text"), and then type in your own text to replace the dummy text. These 
placeholders are linked to the slide master, and therefore reflect the font characteris­
tics of the slide master. 

But you're also free to add new text boxes (with no corresponding placeholders on 
the master) to a particular slide. To do so, click the Text Box button on the Standard 
toolbar (Figure 15-9), and then click the slide where you want to add text. Power Point 
adds a text box to the slide, in which you can type any text you like. 

Editing and formatting text 
Adjusting the type characteristics of any kind of text box is easy. First, click the 
Select Objects tool (see Figure 15-9), and then click the text that you want to adjust. 
You've just activated the text box; now you can select part or all of the text to change 
its font, size, or style, using the Formatting Palette or the Format menu. 

Note: In general, editing text on a slide changes it in the outline, and vice versa; the outline and text on a 
slide are just different representations of the same text. The one exception: When you add a text box to a 
slide by using the Text tool, your outline doesn't know anything about this new text, and doesn't display 
the new text. 

Figure 15-9: 
The 5e/ed Objects tool 
(an arrow tool by 
another name) lets 
you select text, 
pictures, and other 
items on a slide. The 
too/tip here identifies 
the Text Box tool, 
which was used to 
create the new text box 
shown here. To move 
the text box, position 
the cursor over its 
border so that the 
cursor becomes a tiny 
hand, then drag; to 
reshape it, drag one of 
the tiny white handles. 

Select Objects tool An added text box Reshaping handles 
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' Formatting bullets 
Since bullet-point lists play such a big role in business presentations, learning how 
to format the bullets is a key skill. • 

To change the bullet style, put the cursor in the text in which you want to make the 
change; open the Bullets and Numbering section of the Formatting Palette; and 
then choose a bullet style from the Style menu you find there. 

WORKAROUND WORKSHOP 

Shutting Off Two Annoying PowerPoint Features 
If, as you add text to a box, you notice that the words and 
paragraphs are shrinking, don't be alarmed. Pow~rPoint is 
just trying to make your text fit into· the placeholder text 
box. PowerPoint makes the text spill over onto another line 
only if shrinking the font size and line spacing fails. 

Another favor PowerPoint tries to do you: When you click 
a word to edit it, PowerPoint highlights the entire word, 
not just the part you dicked or selected. (This feature may 
sound familiar; it's also available in Word.) 

This.behavior can be frustrating when all you want to do is 
get rid of anerrant suffr.<. To turn this feature off, choose 
Edit->Preferences➔Edit tab; turn off "When selecting, 
automatically select entire word." Now you can select as 
much or as little of a word as you like. 

You can turn this sometimes annoying behavior off by 
choosing Edit➔Preferences➔Eclit lab.1.n that window; turn 

' off ''Auto-fit text to text placeholder"; you've just disabled 
the autosizing; 

Graphics as bullets 
You don't even have to be content with the stultifyingly common round dot ( •) as 
your bullet symbol; you can choose any character from any font by choosing Char­
acter in the menu. You can even use a little graphic as the bullet, such as a JPEG file 
that shows a pointing hand, a checkmark, or your boss's head. 

To specify a graphics file on your hard drive that you want to use as a bullet, proceed 
like this: 

1. Highlight the text attached to the bullet that you want to modify. Then choose 
Format~Bullets and Numbering. 

The Bullets and Numbering dialog box appears. 

540 

2. Click the Picture button in the lower-left portion of the window. 

The Choose a Picture dialog box appears. 

3. Navigate to, and double-click, the graphic you want to use as a bullet. 

You return to your slide, where the image automatically replaces the bullet at the 
same size of the text. (You can adjust this size by entering a new percentage in the 
"Size % of text" box in the lower-left corner of the Bullets and Numbering win­
dow. You can also use the Color pop-up menu in the same lower-left corner to 
give the bullet a custom color.) 
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Other charaders as bullets 
To use a single character from the currently selected font, choose Format➔Bullets 
and Numbering, and then click the Character button. A dialog box shows you all of 
the characters in the current font, from which you can choose a font symbol to use 
as a bullet; see Figure 15-10. 

Figure 15• ID: , 
Top: The Bullets and Numbering 
section of the Formatting Palette 
lets you control how your bullets 
appear by choosing the style, 
color, and size of the bullets. 

Bottom: This window contains o 
pop-up list of dingbat fonts (fonts 
mode up of nothing but small 
symbols). Browse through these 
fonts to find just the right bullet 
for the point you're making. 
Once you've done so, click OK to 
dismiss the window. 
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Adding Graphics, Charts, and Tables 
Text and backgrounds aren't the only things that you can put onto a slide. You can 
also place graphics, movies, tables, charts, and other specialized objects in your pre­
sentations. For example, you may want to insert a video clip of your company presi­
dent explaining why this year's sales numbers aren't quite what they should be. Or, if 
you want to include a picture of your product when giving a marketing presenta­
tion, you can import it into your slide. Here's how to go about using these special­
ized objects. 
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Graphics 
PowerPoint gives you lots of options for bringing graphics into your slides via the 
Insert menu-from Office's clip art, from a file on your hard drive, from a Word 
table, from a scanner, and so on. Chapter 18 describes these options in detail. 

Microsoh Word tables 
If you've mastered (or even toyed with) the flexible table-making tools in Microsoft 
Word, here's an instantaneous return on your investment; Power Point stands ready 
to teleport you into Microsoft Word, wait while you design a table for your slide, 
and then slurp the result into the PowerPoint slide. It works like this: 

1. Choose Insert➔Picture➔Microsoft Word Table. 

The Insert Table dialog box appears. 

2. Type the number of rows and columns you want, then click OK. 

Strangely enough, you're no longer in Power Point; you've been deposited in Mi­
crosoft Word, in a window called Document in Sales Pitch (or whatever your 
Power Point file is called). You can use all of the table tools described on page 155. 

3. Design your table. When you're finished, dose the Word document. 

You return to PowerPoint. Your Word document vanishes, but the table itself 
materializes on whatever Power Point slide you were editing. 

PowerPoint tables 
If you don't have the patience ( or your Mac doesn't have the memory) to flip into 
Microsoft Word every time you want to slap a table onto a slide, you may prefer to 
use PowerPoint's own table-making tools. They're not as flexible as those in Word, 
but more than adequate for most modern slide shows. 

When you choose Insert➔Table, a small window lets you specify how many col­
umns and rows you want in your table; when you dick OK, Powei:Point inserts the 
table into your slide. Or, for even less fuss, use the Table pop-up button on the Stan­
dard toolbar, shown in Figure 15-11. 

Once the table appears, you can adjust its size by dragging the resize handles at each 
corner, and you can move it or rearrange its interior by dragging the table's borders 
(see Figure 15-11). 

Tip: You can also draw a table directly on your slide by calling up the Table tool bar (View➔ Tool bars➔ Tables 
and Borders) and using the Draw Table tool. It works just like its Word counterpart, detailed on page 155. 

Inserting a table also bdngs up the Table toolbar. It contains just enough tools to let 
you make changes like these to your Power Point table: 

• Change border lines. To change a border's style, width, or color, make your selec­
tions using the Border Style, Border Width, and Border Color buttons in the 

OFFICE 2 001: T HE MISSING MANUAL 



upper part of the toolbar, and then click the borders you want to change using 
the Draw Table tool (the upper-left tool on the tiny toolbar shown at the bottom 
of Figure 15-11). 

How to Build 
a Slide 

• Change text alignment. To change how text is aligned in a cell, select the cell or 
cells; then click the Text Alignment buttons in the toolbar, which let you align 
text at the top, center, or bottom of the cell. (You can also use the text-alignment 
buttons in the Formatting Palette to do this job.) 

Figure rs-,r: fil (: Edit View Insert Format Tools Siicte Show Winclow Help 
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Top: You can create o 
table very quickly using 
the Table pop-up button 
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including line weight and 
color. 
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• Merge or split cells. By erasing the line between two cells using the Eraser tool, 
you can tear down the barrier between them, creating one long cell. (Alterna­
tively, select the cells that you want to merge by Shift-clicking them, and then 
click the Merge Cells button.) 
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On the other hand, you can also split a cell in two. Click the Draw Table tool and 
then drag to "draw in" the new border; alternatively, select the cell you want to 
split and then click the Split Cell button, which vertically divides the cell. 

544 

• Add or remove columns and rows. The commands in the Table pop-up button 
(see Figure 15-12) let you insert columns and rows as well as delete them; they 
also let you merge and split cells, change borders and fill colors, and so on. 
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Figure 15-12: 
In addition to its too/bar buttons, the Table too/bar has a menu of 
commands that let you insert and remove columns and rows as 
well as split and join cells. You con also se/ed a row or column or 
an entire table using this menu. 
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Movies and sounds 
These days, showing your colleagues a bunch of still pictures isn't very flashy (if 
indeed flashiness is what you're after). Via the Insert menu, PowerPoint can import 
movies and sounds from the Clip Gallery, from files, and from CD audio tracks; you 
can also record your own sounds directly into PowerPoint. 

• Movie from Gallery. Microsoft's Clip Gallery has lots of animated GIF files (short 
cartoons) that illustrate typical business situations, such as a stock ticker and a 
checklist. To insert a motion clip from the Gallery onto one of your slides, choose 
Insert➔Movies and Sounds➔Movie from Gallery. Use these animated GIFs spar­
ingly; they can quickly turn an otherwise fine presentation into something tacky. 

When, during a slide show, you arrive at a slide containing a movie from the 
Gallery, it plays automatically, looping until you move on to the next slide. 

Tip: From within the dialog box that appears when you choose lnsert➔Movies and Sounds➔Movie from 
Gallery, you can visit Microsoft's clip-art Web site to search for more animated GIFs. Just click the Online 
button, which automatically takes you to the appropriate Web site. 
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• Movie from File. The Insert➔Movies and Sounds➔Movie from File command 
lets you select a movie of your own to import into your presentation. It brings up 
an Open File dialog box, in which you can choose a Quick.Time-compatible movie 
(see Figure 15-13). 

When you insert a movie, Excel asks if you want it to play automatically when the 
slide comes up during the slide ~how. If you click No, the movie won't play until 
you dick it. 

In either case, the Movie toolbar now appears; its buttons let you insert a movie, 
play a movie, show its controller scroll bar, make the movie loop over and over, 
specify the movie's poster frame (which frame of the movie serves as its icon), 
and bring up the Format Picture window. 

Tip: Be careful when you embed movies in your PowerPoint presentation. These movies are not saved 
inside your PowerPoint presentation; rather, the presentation maintains a \ink to the movie on your hard 
drive. If you copy your presentation to, say, your laptop, but forget to copy the movie file as well, you'll be 
in for a rude surprise when the conference-room lights dim; the slide will appear showing the "poster 
frame" icon of the movie, but nothing will happen when you click it. 

Figure IS-fJ: 
The small filmstrip icon in the lower-left corner of on embedded movie 
(left) is actually a switch that, when clicked, reveals the movie's controller 
scrollbar (right). This controller hos a volume control, a ploy/pause 
button, a time/ine, a rewind button, and o fast-forward button. (Quick­
Time 5 is shown; if you hove an older version, the scrollbar looks slightly 
different.) 

ifuick1 

How to Build 
a Slide 

QuickTime 

• Sound from Gallery. The Insert➔Movies and Sounds➔Sound from Gallery com­
mand opens the Clip Gallery and lets you browse for the appropriate sound clip, 
much as though you're browsing for motion graphics in the gallery. These em­
bedded sound files show up as small speaker icons in your presentation; to play 
one, just click its icon. 

Because these sound clips don't take up much space, PowerPoint generally em­
beds them directly in the Power Point file; this time, you don't have to worry about 
bloating your presentation or moving it to another hard drive and losing the link 
to the sound file. (If you choose Edit➔Preferences➔General, you'll see that you 

CHAPTER 15: BASIC POWERPOINT 

1 ◄I i It 

545 



How to Build 
a Slide 

can specify the sound-file threshold for automatic embedding; for example, sounds 
smaller than lOOK are made part of your Power Point file, but larger ones are left 
as files on the hard drive, like the movies described in the previous tip.) 
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Note: If your version of Office doesn't have many (or any) sounds or motion clips in the Gallery, install 
the Multimedia portion of the Clip Art package by using the Value Pack installer (see page 619). 

• Sound from File. Choosing Insert➔Movies and Sounds➔Sound from File lets 
you choose your own audio file to import-an MP3 file, for example. This pro­
cess is almost identical to inserting a movie from a file; for example, Power Point 
asks if you want the sound to play automatically when its associated slide appears 
during your slide show. 

Note: Planting a sound file on a slide is like planting a movie there: you're actually installing a link to the 
sound file on your hard drive, not the file itself. This feature keeps the size of your presentation much 
smaller, but it also means that you have to remember to move the sound file when you move the piesen­
tation to another machine. Otherwise, you'll find yourself with a soundless presentation. 

• Play CD Audio Tiack. Although the record companies may not particularly ap­
preciate it, you can also grab a song from a music CD to serve as a soundtrack for 
your slide show (Figure 15-4). When you choose Insert➔Movies and Sounds➔ 
Play CD Audio Track1 PowerPoint lists the songs on the currently inserted CD; 
when this slide appears during the show, the song will play automatically (or 
when you click it, at your option). Note that the music won>t play unless the 
actual audio ,CD is inserted in your Mac at the time of your presentation. 

• Record Sound. The Insert➔Movies and Sounds~Record Sound command lets 
you record your own sounds that are then inserted into the presentation. 

To record a sound, first visit your •➔Control Panels➔Sound control panel; 
choose the Input panel and make sure that your Mac's microphone is selected. 

Play Options 

Play CD audio tr-act 

Start: ,-----, End: 

Track: I• ·- _ II§ Track: ~I 1_4 __ ~1~<....1: 
At: I :OO: □o I~ At: ~I :o_z_:4_1 - ~'~ 

D Loop unt il stopped 

Total playingtime: :31 .18 

! Cancel I (I OK J] 
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Figure 15·14: 
In this window, you can choose which CD tracks are 
induded and what portion of the first track is played; 
perhaps you only wont fifteen seconds of the Rolling 
Stones' "Satisfnction. " You con also tum on "Loop until 
stopped," which causes the track to repeat until you 
cf;ck or move to o new slide. 



Now, in PowerPoint, choose Insert➔Movies and Sounds➔Record Sound. Pow­
erPoint presents the Mac's standard Record Sound window. Click the Record 
button, speak or sing or squawk into your Mac's microphone, and then click 
Stop. You can play back the sound by dicking Play to make sure it's just what you 
want. If so, click Save; you'll be asked to name your new sound. 

Once you've named it, you'll find a little speaker icon on your PowerPoint slide; 
click it during a presentation to hear your recording. (Unlike imported sounds 
and movies, these sounds are part of the PowerPoint file rather than links to 
separate files on your hard drive. Be aware that sound files can greatly inflate the 
size of your PowerPoint document.) 

Charts 
If your presentation is just crying out for a chart-and what presentation isn't?~ 
just choose Insert➔Chart to launch Microsoft Graph, the grandnephew of Excel; 
it's described on page 610. 

Tip: If you want a full-fledged chart, or you've already created one in an Excel workbook, just copy and 
, paste it from the workbook or use the lnsert➔Object command, described next. 

Other objects 
The Insert➔Object command is the first step to importing (or creating and im­
porting) several other kinds of visuals onto a PowerPoint slide-from such other 
Office programs as Equation Editor, Excel, Microsoft Graph, Organization Chart, 
or Word. (See Chapter 18 for details on the lesser-known Office programs.) 

As shown in Figure 15-15, the resulting dialog box lets you either choose an existing 
document to install onto your slide, or create a new one. 

Tip: The trick to using this dialog box is the sequence of clicks. First click the kind of document you want; 
then click either "Create new" or "Create from file"; then turn on "Display as icon," if you want that option 
turned on (described next). Finally, click OK. 

If you choose a new document, the corresponding program launches, memory per­
mitting. After building your equation, graph, or whatever, choose File➔Close & 
Return to [Your PowerPoint File's Name], where the new document appears. 

You may reasonably scratch your head at the prospect of placing an entire Word or 
Excel document onto a slide, especially if it's a document (as most are) that's larger 
than the slide itself. Indeed, PowerPoint displays only the first Word page or Excel 
worksheet, shrunken to fit the slide; double-clicking it opens the document in the 
corresponding application for editing. 

But the beauty of this feature isn't placing the actual document onto your slide-it's 
the <'Display as icon" checkbox shown in Figure 15-15. When you turn on this op­
tion after selecting a Word or Excel document (for example) to embed, you wind up 
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Advanc:ed 
PowerPoint 

Building individual slides in PowerPoint can be lots of fun, if that's your idea 
of a good time. But the real muscle of the program lie-S in its ability to pull 
those images together into a running slide show. Although good taste some­

times suffers as a result, you can dress up your slide presentations with flashy cin­
ematics, music, sound effects, and voice narration. You can rehearse your shows to 
work out the split-second timing; and you can also make printouts of your master­
pieces for those who missed the presentation. You can even save your slide shows as 
QuickTime movies, then edit them later using PowerPoint. 

This chapter shows you how to harness these potent Power Point features. 

Making a Slide Show 
Chapter 15 describes building slides and finding your way around Power Point. Now 
it's time to dig in and look at the big picture-to learn how to bring those images 
together into a complete slide show with all the trimmings. 

UP lO SPEED 

Avoiding the' Cheese, Fador 

CHAPTER 

16 

PowerPoinl ma.kesjteasy t_o !Qa~ up . yoµ_r pr~sentations 
with funky tram;ilion$, sou_nd~, a~d 9th~r cheesy gimmicks. 
B_ut with power comes.responsibility. While you rn~y .be 
tempted to· show off aU · the program's entertaining . fea· 
tures in a siriglepreseritation, bear in mind that old design 

adage: Less is mqre. ll's usually best to keep your tia.nsi~ 
,i;n? ands~Unds.sirpple and your designs pa_s.k:J,hf ,~iYi 
VOL! wonldistract:the aud!ence fro.m the impo~~ri,t p~~ rjf ·,, 
-the ptesentalion-yo.ur mess<lge-:-With a bunc~ ~t4azzlfng . 
sewgaws. 
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Transitions 
Power Point gives you broad artistic license in the way you switch from one slide to 
the next. By varying the transitions-between-slide special effects-you can create a 
sense of movement, or put some zip into otherwise lackluster material such as tables, 
flowcharts, and scenes from your Cancun honeymoon. PowerPoint transitions range 
from simple cuts ( one slide quickly replacing another) to fancier effects such as 
dissolves (where one slide melts into the next) and checkerboard wipes, in which 
slides transmogrify with a moving checkerboard effect. (Even with all this variety, 
though, it's a good idea to rely mostly on simple transitions and use the pyrotech­
nics sparingly.) 
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How transitions work 
Transitions, as the term implies, appear in the spaces between images in a slide show. 
To add a transition in PowerPoint, you first need to specify the location by selecting 
the slide that begins the switcheroo. If, for example, you want to insert a transition 
between the fourth and fifth slides in a show, select slide four: 

• In Normal view, click in the outline heading. 

• In Slide view, summon the slide. 

• In Slide Sorter view, click the slide thumbnail. 

After selecting a slide, you can add a transition in any of several ways: 

a 

jrmrs H~ 
B l U Si A' A, 

-A. A. Ceklr · • 

t..llon 

Cunent Slide 

uyout: §,11t1od Li>t I-I 
Tr~nsition: o Tr.)h.:Ji\ k)f'\ _ 

Theme ✓No Transition 

Ot-slgn Quicklime, Tr•nsition 
Color K S•leot QuiokTim• Transition 

Blinds Horizontal 
Blinds \lerlical 
Box In 
Box Out 
Checkerboard lloross 
Checkerboard Down 
Cove-r Down 
Cover Left 
Cover Right 
Cov,r lip 
Cut 
Dissolv• 
f ad• ThroU<Jh Block 

~ .:;;:_ Slide Transition ~ -- ·-c - - -

Effect 
l 

I Checkerboara AcroM ;- J 
1 

0 Slo1o1 0 Medium ® Fast 

Advance 

@on moU3ecllck 
D Autometlcally efter 

[::=J seconds 

! [No Sound] 

f Apply to 1111 I 
[I Apply I] I 

j Cancel I 
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Figure 16• r: 
Le~: Choosing a 
transition from the 
Formatting Palette is 
the quickest and 
easiest way to add a 
transition to a slide 
show. 

Right: For more 
complete control 
over your transitions, 
though, use the Slide 
Transition dialog 
box; it lets you 
specify a sound 
effect to accompany 
the transition, set up 
an auto-advance 
timer, and so on. 



• On the Formatting Palette, scroll down the Transition pop-up menu and pick the 
transition you want ( see Figure 16-1). 

• Choose Slide Show➔Slide Transition, or Control-dick a slide or outline topic 
and choose Slide Transition from the contextual menu. 

The Slide Transition window appears, offering a pop-up menu with a list of tran­
sitions. Scroll down the list and make your choice, then click Apply. 

• In Slide Sorter view, use the Slide Sorter toolbar that automatically appears; it 
offers a Transitions pop-up menu. 

Kinds of transitions 
Although you'll probably end up using simple cuts and other tried-and-true favor­
ites over the course of your slide-show career, PowerPoint dangles before you a 
mouth-wateringly long list of special effects. They fall into two general categories: 
PowerPoint transitions (those that come with the program) and QuickTime transi­
tions, which are part of Apple's QuickTime movie software. The method used for 
retrieving them is slightly different, but in practice, Power Point and QuickTime tran­
sitions work the same. 

Tip: If the provided transitions don't adequately express the inner you, try downloading and installing the 
Buena Quick Time Effects Packs (www.buena.com)-three shareware collections. You can try them at no 
charge; if you wind up making them part of your everyday transition diet, the honor system suggests that 
you pay $30 each ($70 for all three). 

Power Point gives you a total of 40 transitions, grouped into twelve basic types ( de­
scribed here by their visual effects): 

• Blinds. The first slide opens like a set of blinds, either horizontally or vertically. 
As that image moves out, the next one emerges in its place. 

• Box. The incoming slide wipes over the previous image with an expanding or 
contracting box, opening from either the center or the edges. 

• Checkerboard. The first image breaks up into a pattern of adjacent squares, which 
turns into the next image as it sweeps across or down the screen. 

• Cover. The new slide scoots in from off-screen to cover the previous image with 
a framed, three-dimensional effect. The eight variations in this group match the 
directions from which the incoming slide can enter: top, bottom, left, right, and 
the four corners. 

• Cut. The next slide in the show pops in place of the previous one. No frills, no 
fireworks. This is the most basic, and therefore the most useful, of all the transi­
tion types; it's also the "transition" you get if you don't specify any transition. 

• Dissolve. One slide fizzles out and morphs into another in an impressionistic, 
"pi.xellated" fashion. Think of Captain Kirk beaming up and you've got the idea. 
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Cross Fade 
Explode 
Gradient Wipe 
f.IDiW ec 
Ir is 
Matrix Wipe 
Push 
Radial 
Slide 
Wipe 
Zoom 

• Fade Through Black. Here, the first slide fades out to black, then the next one 
materializes in its place. This transition is similar to Dissolve, but without the 
granulated, melting-in-acid effect. 

• Random Bars. Irregular horizontal or vertical slats appear across the image, which 
quickly disintegrates and gives way to the next slide. 

• Split. The first image splits into doors that open either horizontally or vertically 
to reveal the next slide. 

• Strips. As seen in countless old movies, the incoming image wipes across the 
screen diagonally from one comer to the opposite corner. 

• Uncover. The existing slide moves off screen to expose the next image lying be­
hind it. Shrewd readers will recognize this as the reverse of Cover. 

• Wipe. In an effect that's similar to Cover but with more of a squeegee effect, the 
incoming slide moves vertically or horizontally into view as it wipes away the 
previous slide. 

QuickTime transitions 
Apple's QuickTime software offers even more variety-eleven basic transitions, each 
of which can be modified to your liking. To add a QuickTime effect to your presen­
tation, go to the Formatting Palette and choose Select QuickTime Transition from 
the Transition pop-up menu. (You can also get there by choosing Slide Show----)Slide 
Transition; from the Transition pop-up menu, choose Select QuickTime Transition. ) 
This brings up the QuickTime Select Effects window shown in Figure 16-2. Here 
you can choose a QuickTime transition by clicking in the left panel, then adjust its 
settings in the· panel on the right. 

Percentage: ~I=====> to • ~ 
0

•;. 

I I I I I I I I I I 
0 25 50 75100 0 25 50 75100 

. Implode Center: 

X: =cw= to ====Q9=== 
I I I I I J I I I I 

-20- 1 0 0.0 IO 2.0 -2.0 -1 0 0.0 1.0 2 0 

Y; =@== to ==Q==== 
I I I I I I I I t I 

-2.0-1.0 0.0 1 ,0 2 ,0 -2.0 -1.0 0 0 1.0 2 .0 

Figure 16-2: 
QuickTime transitions are 
versatile little eff eds that can 
be tweaked and molded to 
create many more variations. 
(These, by the way, are the 
same transitions that 
QuickTime uses with video in 
other programs.) For 
example, you can adjust the 
intensity and timing of each 
transition. 

[ Load ... ] I Save ... I I Cancel ) (I OK I] 
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Customizing your transitions 
Once you've chosen -a t ransition effect, if you've got some time left before the big 
pitch) you can tinker with its settings to add variety or to make them conform to 
your presentation's overall style. Of course, customizing transitions is also a good 
way to set your slide show apart from the efforts of less-creative PowerPoint users. 
Using the Slide Transition dialog box (Slide Show➔Slide Transition), you can con­
trol just about every aspect of how transitions behave. Here's a look at some of the 
things you can manipulate in this window. 

• Effect. This pop-up menu lists all the available transitions. It also features a pic­
ture of a cartoon dog, which looks suspiciously like a black-eyed pit bull. 

Be calm; he is your friend. Once you've selected a transition. you can preview its 
effect by clicking on the pooch. As Fido changes into a drawing of a key, Powe.rPoint 
shows you exactly what the transition does when it switches from slide to slide. 
This is an e>..ireme]y useful feature, because most transition types have several, 
sometimes subtle, variations; and the names of some transitions give few clues to 
their function. 

Three buttons nearby let you choose the speed of your transition-slow, me­
dium, or fast. Some of the more intricate effects, like Cover and Checkerboard, 
look more impressive at slower speeds. 

• Advance. Here•s wheTe you tell Power Point the method you want to use for ad­
vancing to the next image in your slide show. You have two basic choices: ad­
vance when you click the mouse) or advance automatically after a number of 
seconds that you specify (the preferred choke of trade-show booth personnel 
worldwide). You can also instruct the program to do a little of both-to change 
slides after a number of seconds unless you click the mouse first. 

• Sound. In the gratuitous bells-and-whistles-deparnnent, nothing beats the Sound 
section. Using this pop-up menu, you can add a sound effect to your transition: 
applause, breaking glass, a car driving by, or anything else you find in your 
Microsoft Offi.ce➔Office➔Sounds folder. 

Tip: If you find the list lacking, you can use one of your own sound files by choosing Other Sound from 
the pop-up menu and then navigating to the sound you want to use. You can also add your own sounds 
(provided they're in System 7 snd format) by dropping them in the Microsoft Office➔Office➔Sounds 

folder. From now on, those sounds will show up in the pop-up menu. 

The occasional e:>..'Plosion or whoosh can bring comic relief> help you underscore 
a point. or draw special attention to an image. But for the sanity of those viewing 
your slide show, go easy on the noise. Don't apply sound to every transition, or 
the next sound you bear will be the silence of an empty auditorium. 

Tip: Don't use these files for background music; for that purpose, insert a sound object in a given slide 
(using l nsert➔Slide as detailed on page 544) or use a CD as a sound track, detailed on page 567. 
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Putting On the Show 
Now that you know how to build individual slides and insert transitions, it's time to 
start getting ready for making the presentation itself. 
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ShOY type 

Setting up 
Before you slick your hair and strut out on stage, the first preparatory step is to 
choose Slide Show➔Set Up Show. In the dialog box that appears (see Figure 16-3), 
you can choose the mode, or the kind of presentation you want it to be-a typical 
full-screen slide show, a small show for an individual reader to browse, or a self­
running kiosk-style show that keeps playing until you ( or the police) shut it off. 

Set Up Show Figure 16-J: 

@ Pre,ented by a ,peaker (ful I !creen) 

O Brw,ed by an individual (windw) 

0 Browsed at a kiosk (full screen) 

The Set Up Show window also lets you choose which 
slides to use and how you wont them to be advanced 
(manually, with a mouse dick, or automatically, using 
preset timings). The window's Pen Color pop-up menu 
gives you o choice of colors for on on1 screen writing tool 
that allows you to scrawl arrows, drdes, cartoons, or 
quaint Latin expressions on your slides to underscore a 
point or keep yourself entertained while the audience is 
napping. 

D Loop continuously unti I 'Esc· 

D Show without narration 

D Shov1111lthout animation 

Slidell 

@All 

; 0 from: 11$) To : c:::J~ I 
0 Custom !1.;ho;;v1;;: ~l ..... ~T=he=S=ho=r_t- S=h_o=w~=========== I 

Adva nee slides 

0 Manually 

1 ® Using t imings, if present 

Pen color 

·-- ----l 

Cancel j [I OK ij 

Rehearsing your presentation 
As P-Day (Presentation Day) draws near, you can use Power Point's rehearsal mode 
to run through the slide show and work out the precise timing. It can be very helpful 
to know bow long it takes to show each slide, especially if you have a tight presenta­
tion schedule. This handy feature even aJlows you to factor in sufficient time for the 
laughter to subside after your well-rehearsed "off-the-cuff" jokes. 

To begin the rehearsal, choose Slide Show➔Rehearse Timings. The screen fills with 
the .first slide, and Power Point shifts into presentation mode. A timer appears in the 
lower-right comer of the slide, ticking off the number of seconds you spend on a 
given slide; each time you advance to a new slide, the timer resets itself to z.ero and 
begins the count anew for t~at slide. 
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When you've gone through the whole show, PowerPoint asks if you want it to re­
member those timings for use later in an automated show. If you answer yes, Power­
Point logs the timings automatically in the Advance portion of the Slide Transition 
window. And if you record the times, the program also asks if you want it to write 
those timings down in the Slide Sorter view, as shown in Figure 16-4. You may as 
well do this; it's pretty handy to see those time allotments, even if you decide to 
ignore them and advance the slides manually. 

Figure J6w4: □ 
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timing run, PowerPoint 
marks the slide 
duration beneath each 
slide in Slide Sorter 
view. But note that the 
duration of transitions 
isn't factored in. So if 
you've chosen some 
slow, fancy transitions, 
be sure to take their 
lengths into account 
when calculating the 
timing of your show. 
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If you choose Edit➔Preferences➔View tab, you'll find some useful preference set­
tings that affect the look of the show you're about to give. Near the bottom of the 
dialog box, for example, you'll find a pop-up menu with these choices: 

• Pop-up menu button. Although you'd never guess it, this option means: "When 
you twitch the mouse during your slide show, PowerPoint will make a subtle 
toolbar appear in the lower-left corner. Clicking it gives you the same pop-up 
menu of useful controls (Next, Previous, End Show, and so on) you'd usually get 
only by Control-dicking the screen." 

• Navigation bar. If you choose this option, then you'll see, during your slide show, 
a peculiar, detached scroll bar floating near the bottom of your slide. You can use 
it to navigate your slide show; click the end-of-bar arrows to advance or retreat 
through your slides, or use the center handle to jump around in the show. 

The Preferences➔ View tab also offers an "End with black slide" checkbox, which is 
well worth turning on; it ensures that when you reach the end of your slide show, 
you won't awkwardly drop back into the disorganized world of icons and menus 
that will shatter the illusion of tidiness you've so carefully projected. 
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Presenting on screen 
Your formal wear is clean and pressed. Now the moment has come-it's time to run 
your show. Once you have it loaded and ready to go, PowerPoint gives you three 
ways to put your show up on the little screen. 

Any one of the following options starts the slide show: 

• Click the Slide Show view button in the lower-left corner of the presentation's 
window. (It looks like an old-time home-movies screen-the rightmost icon.) 

• Choose Slide Show➔ View Show. 

• Choose View➔Slide Show. 

At this point, the program fills the screen with your first slide. Unless you've chosen 
to use preset timings (see the Note below), the first slide stays on the screen until 
you manually switch to the next slide (by clicking the mouse or pressing the Space 
bar, for example). 

PowerPoint gives you several ways to move around: A simple mouse click or a press 
of the Space bar moves you to the next slide, as does pressing the down arrow or 
right arrow key. ( One exception: If you've set up an animation on a slide, these 
advance keys trigger the animation instead of summoning the next slide; more on 
animations later.) 

After you've reached the end of the show, PowerPoint returns you to its normal 
view. 

Note: If you rehearsed your slide show and chose to save your timings, the show will play automatically 
to the end, displaying each slide for the predetermined number of seconds. 

While your slide show is running, you can Control-click anywhere on the screen to 
bring up a contextual menu that offers such self-explanatory navigation options as 
Next> Previous, and End Show. It also gives you some less obvious options that are 
worth pointing out: 

• Meeting Minder opens the Meeting Minder floating window. In this window 
you can enter minutes of your meeting or "action items" (the next steps to be 
taken by the attendees as a result of your meeting). 

Later> you can export these notes and minutes to Word for printing, distribution, 
and follow-up. (To do so, choose Tools➔Meeting Minder; click the Export to 
Word button.) 

• Pointer Options, as you might imagine, lets you pick the kind of on-screen cur­
sor you want to use- Automatic, Hidden, Arrow> or Pen. (Automatic gives 
PowerPoint the authority to choose a pointer for you; Hidden makes the pointer 
go away; Arrow is the standard Mac arrow-shaped pointer; and Pen turns the 
pointer into a writing tool; see Figure 16-5.) 
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• Finally, the Screen submenu's commands let you pause a running slide show ( that's 
otherwise on autopilot) , put up a black screen during a discussion, or erase any 
graffiti that you made with the aforementioned pen tool. 

Figure 16-5: 
Top: The contextual menu 
that appears during a 
slide show offers a 
number of useful 
controls. 

Bottom: For example, a 
simple Control-click 
during a running 
presentation can summon 
the Pen tool, o mightier­
than-the-sword writing 
implement that lets you 
scribble circles, arrows, 
underlines, and other 
real-time doodles on your 
slides during the 
presentation. 

·Controlling the show 
Here's the rundown on helpful keystrokes you can use while the slide show is run­
ning: 

Keystroke 
Mouse click, Space bar, 
Return, N, Enter, right arrow, 
down arrow, page down 

Left arrow, up arrow, 
page up, P, Delete 

Sor+ 

~-period, hyphen, Escape 

A number and then Return 

Home 

End 

B, period 

W, comma 

What it does 
Next slide (or start an animation) 

Previous slide or animation 

Pauses/resumes an auto-advancing slide show 

Ends a slide show 

Jumps to a certain slide number (out of sequence) 

Jumps to the first sl ide 

Jumps to the last slide 

Displays a black screen (or returns to the show 
if a black screen is currently displayed) 

Displays a white screen (or returns to the show 
if a white screen is currently displayed) 
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Putting Controls on Slides 
If you don't feel like memorizing a bunch of keystrokes, you can embed a host of 
useful command buttons (for advancing slides, jumping to the end of the show, and 
so on) right on the slide when you're preparing the show. 
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Start by switching into Slide view (View➔Slide View), which makes the Drawing 
toolbar appear at the left side of your screen (if not, choose View➔Toolbars➔ 

Drawing). On the Drawing toolbar, use the AutoShapes pop-up button to choose 
from the Action Buttons submenu (see Figure 16-6). 

On the Action Buttons palette are twelve buttons. The four in the middle of the 
palette help you jump around during the show: Previous Slide, Next Slide, First 
Slide, and Last Slide. 

ttt1 J'l.c:tlon Se.ttlngs - Figure ,,.,: 

Mouse Cl1ck V Mo~OVer \ 

,.... Action on cl icli: _ -
Using the "Hyper/ink to" pop-up menu, you con 
spedfy that a click on this button jumps to another 
slide, a Web site, or even another Macintosh file. 
"Run program" makes another Moc application 
open when this button is clicked; "Play sound" lets 
you create o button that when clicked, plays the 
thunderous applause the occasional heartless 
audience may not provide. 

I 
0 None I @) Hyper l inK to: 

I ( ~x:l Slide ~ I I 
I 

0 Run progrBm: 

I I I ~(!leCL- ·l 
·~~, Run ma<;ro: 

I I ; _] 

::, Object ~•: ·ion 
I 

t : I 
-~------- - ----- ---- l . 

[if Play sound: 

I Jlppleuse :) 
6':J Hi9hlight c li c~ 

I Cancel I [I ·OK ll 

UP TO SPEED 

. . 
.. Using a. Projedo_r 
I~~- 'f~e sq~ei:i qn ·Apple's PowerBook G4 may be big, but it's or S-video input (Older iBool<s arid iMac.s.lack this jack.) 
~ stlllnoi big enough for a conference room full of your col-
l ,;, . • .•• "C.• • . • . . ' 

~ )eag'i~· .~ny_PowerPoint slide shows, therefore, a're des-
;' ( lir.i.~ .t~{be d_ispl~yed by special projectors thatthrow those 
': ii ides onto a large 'screen. 

I • ,.[very f~~~nt PowerBook, iBook, and iMac model has a v/deo 
• .. _ou,(<;onDect9..r,on;:lhe back or side panel, which lets you 
·con:ned tl1e laptop:to a projector that can take .either VGA 
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To put an Action Button on your slide, click the button you want. (Alternatively, 
choose a button name from the Slide Show➔Action Buttons submenu.) Then drag 
diagonally on the slide as though using one of PowerPoint's drawing tools. Power­
Point draws the button for you, then opens up the Settings window shown in Figure 
16-6. 

Making a Slide 
Show 

In this window, you can specify exactly what your newly created button will do. The 
proposed settings are fine for most purposes; you can generally just click OK. It's 
worth noting, however, that you can use these controls to make your button do 
much fancier tricks, as described in Figure 16-6. 

Tip: By default, your action will be triggered when you dick the corresponding button. But if you click the 
Mouse Over tab, you can also specify that something happens instead when you just point to it (mouse 
over it). 

Later, when the slide show is running, press the A key to make the arrow cursor 
appear, then click your newly created button to trigger the associated event. (Press­
ing the A key also brings up a small menu in the lower-left corner; you can use this 
menu to navigate your slide show just as you use the contextual menu that pops up 
when you Control-dick.) 

You can put any of eight other Action Buttons on your slides: Custom lets you cus­
tomize your own action button (by running a macro or launching a program); Home 
zips back to the first slide in the show; Help lets you create a link to a Help slide that 
you've designed; Information creates a link to an Information slide that you've added; 
Last Slide Viewed takes you back to the last slide you saw ( which, if you've been 
jumping around, isn't necessarily the slide before this one in sequence); Document 
launches a Macintosh file or program that you specify; Sound triggers a sound; and 
Movie starts rolling a movie that you've set up beforehand. 

If you want to change the appearance of an Action Button-or any other Au­
toShape-double-click the button to bring up the Format AutoShape window. 

POWER USERS' CLINIC 

J 

Using ffyperlinks . 
. One custom:button ·action-Jhat's especially useful is.one 
, for. linkj ngJ~. olh~r. slicles~th~-J1exl· OT ·. pr~~io~s-sfides in 

the slide.shtiw; .lhe}irs_t or, last slid~, or ~ven a specific 
slide. But they can also li_nk to a Web page (if:your presen° 

. t~tiOn 1Mac is connected, to the Internet),. another 
PowerPoint presentation,. or even another . file or· program 
on.your Mac 

You do all this by turning your button into a·hyperlink. To 
.set up a hyperlink, select the button and then choose Slide 
Show➔Action Settings lo bring up the Action Settings win­
dow. Click the "Hyperlink to" radio button and select an 
action for the slide from the pop-up menu. Click OK; your 
button is ready to roll. (See page 270 for more details on 
the kinds of things hyperlinks can do for you.) 
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Tip: You don't have to use one of the predrawn shapes on the Custom Actions palette as your visible 
buttons; PowerPoint can turn any graphic object into a ~utton. Just Control-click it and choose Action 
Settings from the contextual menu, then proceed as described in the preceding paragraphs. 
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Recycling Your Presentations 
PowerPoint lets you create multiple custom shows in a single document. This fea­
ture comes in handy if, for example, you want to have both long and abbreviated 
versions of the same show, or if you want to tailor some material you've used before 
to a different audience. 

Suppose, for example, you're going to address two groups on the topic of deer. You 
have lots of great slides on the topic. But there's a good chance the group from the 
Bambi Fan Club wouldn't sit through the show you've got planned for Hunters 
Anonymous. You could easily solve this moral dilemma by creating a customized 
show for each group, one whose slides are a subset of the other. 

To build such a custom show, choose Slide Shows➔Custom Shows. The resulting 
dialog box (Figure 16-7) gives you four choices: New, Edit, Remove, and Copy. 

When you click New, a window pops up that lets you choose the slides you want to 
include in the custom show. You can also reorder the slides in your custom show 
and give your custom set a name. 

Then, when it's time to give the actual presentation, choose Slide Shows➔Custom 

Shows to bring up the Custom Shows window, which lists the custom shows you've 
built. Click the one you want to present and then click Show; your custom show 
now begins. 

=-=-- Define Custom s11ow -=-- =z Figure 16· 7: 
Using the Define Custom 

SI i de show na me: I ~ T_he_S_ho_rt_S_ho_w _ ____ __, Show window, you can choose 
a subset of slides from the 
currently open slide show and 
reorder those slides any way 
you want to create a 
customized presentation. 

SI ide~ i n presentation: 

1. Why I Need A New Bike 
1 2 0vervie111 

3 Benefits of s Bike 

1 

4. Drawbacks of e Bike 

5. But t hat doesn 't matter! 

6, The Pro, and Cons 
7. Lookatthe9raph ! 

Sl ides in custom sho\/1: 

1. Wiry 1 Nted A Ne..., Bi 1:e 
2. TIie Pro,elld Con, 

r- -- "3. Look et the9reph! Atld >> ; ~ . 
~ 

( Remove) 

[ Cancel j {( OK I] 
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Hiding slides 
If you have a slide that you want to hide in your presentation, there are a couple of 
ways to go about it. First, you can select the slide you want to hide and then select 
Slide Show➔Hide Slide. You can also use the Slide Sorter view to hide slides by 
selecting the slides you want to hide and then clicking the Hide Slide button in the 
Slide Sorter toolbar. If that toolbar isn't visible, choose View➔Toolbar➔Slide Sorter. 
Hidden slides won't be shown in the slide show. 

Multimedia .Effeds 
Power Point puts at your disposal a Spielbergian selection of special effects. In addi­
tion to the transitions you insert between slides, the program lets you animate par­
ticular elements in an image. It also allows you to add a soundtrack or voice narra­
tion to your slide show-features that are especially us~ful if you want to save the 
presentation as a stand-alone movie. 

Adding Animations 
One of the simplest ways to jazz up a PowerPoint presentation is to animate an 
element in a slide-be it text, an image, or even a movie. Animated objects whisk 
into view when triggered by an advance key, then dart away the next time you press 
the advance key. You can control the animated object's path of motion and also 
whether its action is accompanied by a sound effect. 

As always, these effects do nothing to make up for lack of a meaningful message in 
your presentation, and seem primarily designed for making glitzy demos of 
PowerPoint at trade shows; use them sparingly and with good taste. 

Tip: You've been warned: Animations may not show up when you export your PowerPoint presentation 
as a QuickTime movie, as described on page 565-especially if you've also created transitions between 
slides. 

Standard animations 
To animate an object using one of PowerPoint's ready-made special effects, first 
select the object you want to animate--for example, clic.k inside a block of text or 
click an image. 

Note: Not all standard animations work with all kinds of objects. Laser Text and Typewriter, for instance, 
affect only text, not graphics. If a particular effect can't be applied to the object you've selected, that option 
is grayed out on the Animations menu. 

Then choose an animation style from the Slide Show➔Animations submenu, which 
offers fourteen different animations (plus an Off option to remove an animation). 
A few examples: 
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Multimedia Effects • Fly In. The selected object shoots in from the left with a swish sound and comes 
to rest at its rightful spot in the layout. 

• Fly Out. The selected object pops off the slide and exits to the right with the same 
swish. 

• Fly In/Out. The selected object flies onto the slide from the left and lands in its 
proper position> then> with another press of the advance key, rockets off to the 
right. An audible swish accompanies both motions. 

• Drive-In/Out. The selected object enters the slide from the right and, with the 
sound of a car motor and screeching tires> skids into its resting place. Another 
press of the advance key sends the object off the slide to the left with the same 
infernal racket. 

• Flash Once. No sound here. The selected object simply flashes once in a silent, 
subliminal kind of way. 

• Dissolve. The selected object gradually materializes before your eyes, a few pixels 
at a time. 

• Appear. In this, the simplest of all PowerPoint's animations, the selected item 
just pops into its predetermined spot on the slide. 

Tip: To preview an ,mimation, choose Slide Show➔Animation Preview. A little window pops up, showing 
you just how the animation looks when it kicks in (although in this preview, you don't have to click the 
mouse or press a key to trigger each phase of the animation). 

Custom animations 
If none of the preset animations suits your fancy, you can fiddle with them to create 
an effect you like better. The Custom Animation window (Figure 16-8) is the shop 

FREQUENTLY ASKED QUESTION 

Bullet by Bullet 
I've seen these really tall, sman, goad-looking people do 
presentations where their bullet lists don't show up all at 
once. Instead, each point whooshes onto the screen on 
command. Con I do that too? 

It's easy to animate the arrival of your bullets. Choose Slide 

Left," by far Jhe most popular choice among tall, smart, 
good-looking people). 

1 Show➔Animations--),,(ustom, click the Effects tab, and 
then select the text object (the one that contains your bul­
lets) in the box to the left. From the "Entry effect" pop-up 
menu, choose an animation style (such as "Fly In From 

If you dick OK, your bullet points will now Hy in one at a 
time, each time you dick the mouse (or press an advance 
key). If you dick the Order and Timing tab, you can specify 
instead that they appear a certain number of seconds apart; 
and if you click the Options tab, you can choose the bullet 
level that you want to group together-something that will 
make sense only if you've actually created bulleted lists 
within bulleted lists. 
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where you soup up animations and control multiple animations on the same slide. 
To open this window, choose Slide Show➔Animations➔Custom, or click the Cus­
tomize button in the Animation section of the Formatting Palette. 

In the Custom Animation window, you can exercise control over almost every as­
pect of an animated object, such as how it enters or exits a slide and what sounds it 
makes. This is also where you let PowerPoint know which animations to trigger if 
you have more than one per slide. 

The left side of the Custom Animation dialog box shows a list of all the text boxes, 
graphics, and other objects on the slide. To animate one of these objects or adjust 
the animation style you've already applied, click the one you want to work with. 
Below that list is a preview pane with Stop and Play buttons; use these, if you wish, 
to show how your adjustments have affected the animation. 

The Custom Animation window has three tabbed sections: Effects, Order and Tim­
ing, and Options. Here's an overview of their functions: 

•Effects.Using the five pop-up menus in this section, you can choose what ani­
mated effect Power Point uses to whisk an object on or off the slide, and whether 
an effect happens with or without sound; you can choose from among the 
program's sixteen preset sounds or select one from your hard drive. The Effects 
tab also lets you add a color effect to an animated object after it has made its 
grand entrance on screen-that is, after a new bullet point has flown onto the 
screen in brilliant orange to get the audience's eye, you might decide that it should 
settle down into a more demure color to match the other bullet points that have 
already arrived. 

Figure 16-B: 

Select to enl mate: 

Multimedia Effects 

The Animation Effects window is 
animation headquarters, your 
personal Dreamworks studio. Its pop­
up menus give you access to a wide 
variety of animation effects-for more 
than the paltry fourteen presets 
available through the Animations 
submenu. A word to the wise: Go easy 
on these effects, lest you drive your 
audience nuts. 

1 @.!TLtte 1 

• -':S>.!Text 2 r
-Entry uni motion and saund --····- ________ ··•·--·. 
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I
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Exit sound: 
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I Cancel I [I OIC I) 
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• Order and Timing. When you have more than one animated object on a slide, 
use this tab to specify their arrival order. (You see a list of all animations sched­
uled for the slide; after clicking a white area of the list to deselect them, you can 
drag an animated object's name up and down to rearrange it, or click one and use 
the up/down arrows to achieve the same end.) Come here, too, to tell PowerPoint 
how you want the animations to be triggered-either with a click of the mouse, 
or automatically after a given number of seconds. 

• Options. This tab lets you set options for any other programs or media that you've 
selected to use as part of your presentation. For example, if you're planning to 
show a QuickTime movie clip, here's where you can tell Power Point whether to 
pause or continue the slide show while the movie is playing, and also whether to 
show the movie just once or to loop it continuously until you tell it to stop. If you 
have text selected for animation, use this tab to choose whether it appears on the 
slide all at once, one word at a time, or one letter at a time. 

Once you've customized your animations, click OK to close the window. 

Narration 
If you're worried about laryngitis on the day of your presentation, if you're creating 
a self-running "kiosk•' show, or if you have an unnatural fear of public squeaking, 
you might want to record voice narration for your slide show ahead of time. That 
way, you can sit back and relax while your confident, disembodied voice plays along 
with the show. 

To add recorded narration to your presentation, you need a Mac with a microphone, 
of course; PowerBooks and iMacs have built-in mikes1 USB microphones are avail­
able for Power Macs, Cubes, and iBooks, and older Power Macs came with a smaU 
plastic microphone and corresponding jack. You might want to visit the • ➔Control 
Panels➔Sound control panel's Input tab to make sure that you've selected the cor­
rect microphone for input. Quit all other sound-recording programs, if any are run­
ning. Then: 

1. Choose Slide Show➔ Record Narration to bring up the recording window. 

This window shows the current recording settings, including the amount of space 
your narration will take up on your hard drive, along with your maximum re­
cording time, based on your free hard-drive space. Since sound files can be huge, 
the "Link narrations in" checkbox lets you save your narration files to any loca­
tion you like, such as an external hard drive with plenty of free space. 

Warning; If you don't link your narrations, the sound will be included in the presentation, swelling the 
file. If you do link the presentation, the narrations are saved into a separate sound file in the location 
indicated in the Record Narration window. You'll have to make sure that you move those files when you 
move the presentation to another machine, or you risk breaking the links. 
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2. Click OK. 

PowerPoint starts running through your presentation. AB you advance through 
the presentation, PowerPoint attaches the audio you recorded as a sound object 
on each slide. There's no easy way to re-record just one flubbed slide; for most 
purposes, it's simplest to start over with a new"take." (And if you're really having 
trouble, you can always record individual sound files for each slide, which you 
can then attach as described on page 545.) 

Note: These voice clips override any other sound effects in the slide show, so if you're using a recorded 
narration, embedded sound effects (including transition sounds) don't play. 

3. Record whatever you want to say on each slide; advance the slides as you nor­
mally would (by clicking the mouse, for example). 

When you reach the end of the slide show, Power Point asks if you want to save 
the timings {to record the amount of time you spent on each slide) along with 
your narration, just as described on page 554. If you click No, Power Point saves 
only the narration. If you dick Yes, it saves the timings along with the narration, 
overwriting any existing timings. 

Narration is stored as an embedded sound file on each slide. If you choose not to 
include the timings, each sound will play when you manually advance to a given 
slide; that way, you can let the narration play and then have some discussion with 
each slide, moving on only when you're ready. 

Waming: Voice recordings can eat up a lot of disk space, so be sure you have enough room on your 
hard drive to hold the sound. If not, consider saving your voice files to an external hard drive or some 
other industrial-strength storage area. 

Once you're done recording your narration, you've got a self-contained slide show, 
suitable for parties or board meetings. 

Saving Presentations as Quicklime Movies 
With Power Point 2001 comes a great new feature: the ability to save presentations as 
QuickTime movies. This is a nifty idea for two reasons: Anyone with QuickTime 
installed-Mac, Windows PC, whatever- can play these movies even if they don't 
have PowerPoint; a great way for your associates and underlings to give the same 
kinds of pitches you give without having to spring for a copy of Office. Also, a pre­
sentation movie thus converted can be opened and edited in Power Point as if it were 
a PowerPoint file. 
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Multimedia Effects Note: PowerPoint Viewer 98 is a utility for playing PowerPoinl presentations on computers that don't 
have PowerPoint installed. You can download it from Microsoft's Web site. 
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The Viewer still plays many PowerPoint 2001 presentations, but it doesn't handle exit animations, graphic 
bullets, Quick Time Transitions, or animated GIFs; in general, the Save as Movie option described on these 
pages is far more flexible and compatible with far more computers. 

To turn an open PowerPoint presentation into a QuickTime movie , choose 
File➔Make Movie. This brings up a standard-looking Save dialog box, which you 
can use to name your movie file and choose a folder location for it. 

Before clicking Save, however, you may want to :fine-tune some settings in your movie. 
To begin, click the Adjust Settings radio button. The Save button turns into a Next 
button, which, when clicked, opens the Movie Options window shown in Figure 16-9. 

Movie Option! ~ ---- -1 Figure 16-9: 

Size and Quality - --

This dialog box lets you specify the size of the Quick Time 
movie; 640 x 480 won't fill most of today's 75-inch or 
larger screens. Using the "Background soundtrack" pop­
up menu, you can choose on MPJ file or another file to 
ploy during the whole slide show-a handy option in 
self-running, demo situations. 

Optimization: l Automatic (Normal) 

Movie Dimensions· 

@) 640 X 480 O Current screen size 

Media Settings 

Slide transition3: [ Fol 101,1 Slide Sho1,1 seUlf19$ : I 
Backqround soundtreck: [.,_I_No_ne""'J ______ :..,.J 

D Loop movit 6ifShow hyperl inks 

[i3 Sho1o1 movie player controls (i3Show ani matioM 

Save 

[i3 Include orig I nal presentation date ( i ncreas~ f i le size) 

O Apply these settings to all nev presentations 

® Appl y these set t i ngs to the cur rent pre,entetion 

I cancel JI OK ] 

The most important settings worth examining here are Movie Dimensions (see Fig­
ure 16-9) and the Optimization pop-up menu. The latter lets you specify which of 
these often mutually exclusive traits you value more as Power Point saves your movie: 
compact file size, smooth playback of animations, or picture quality. If you want the 
highest quality animations, for example, the file won't be very small on your hard 
drive, and the quality of animated photos may suffer. 
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Tip: After you've saved your slide show as a Quicklime movie, you may notice your PowerPoint transi­
tions acting a little flaky. If you're having these behavior problems, try using Quicklime transitions instead. 

This dialog box aJso lets you jmport a sound file to use as a soundtrack. Tread care­
fully, though, to avoid crossing that fine line between "entertaining" and "annoy­
ing." These background sound files can be in any number of formats, including 
AIFF, QuickTime audio, WAV, and MP3. 

To add a background soundtrack, choose Select Soundtrack from the Background 
Soundtrack pop-up menu. PowerPoint asks you to locate a sound file, which it then 
attaches to your presentation when you click OK. PowerPoint willmix the soundtrack 
sound with any embedded sounds, including voice narration. 

Finally, the Movie Options window lets you decide whether PowerPoint adds the 
presentation data to the movie file. If you choose this option, you or your colleagues 
will be able to reopen the movie file right back into PowerPoint for further editing­
but you'll make the resulting movie file much bigger on the disk. 

Tip: Because movie files and sound files are so big, PowerPoint doesn't embed them right into your slide­
show file if they're over, say, 100 Kin size (a threshold you can change by choosing Edit➔Preferences➔ 

General tab and adjusting the "Link sounds with file size greater than _ KB" number). Remember, 
however, to bring such files along with your PowerPoint file when you transfer it to another Mac! 

Saving Presentations for the Web 
The latest edition of Power Point lets you create presentation files that are formatted, 
coded, and ready to be posted on the Internet. With just a few mouse clicks, you can 
save your slide show as a Web page, complete with some nifty JavaScript program­
ming that gives viewers a new level of control over how they watch your show. 

Before you move your presentation onto the Web, you'll first want to see how it 
looks after the conversion. To preview your presentation as a Web page, choose 
File➔Web Page Preview. PowerPoint generates all the necessary graphics, HTML, 
and JavaScript coding, then transfers the whole enchilada into your browser. You 
can then use your browser to click your way through the presentation, which actu­
ally looks very much as it would if you were viewing it in PowerPoint's Normal 
( three-pane) view. To end the preview, just quit your browser to return to Power Point. 

To save your presentation as a Web page (or rather, a set of them), choose File➔Save 
as Web Page. PowerPoint asks where you'd like to save your show. Clicking Web 
Options opens a window that lets you tell the program such things as what colors to 
use, where to place navigation buttons, how to encode images, and how you want 
files to be updated. Once you're satisfied, click Save. Power Point automatically ren­
ders your presentation as HTML files (complete with embedded JavaScript) and 
Web-ready graphics files; you wind up with an index file (a home page) and a folder 
full of HTML files, graphics files, and sound files. You can upload these files to your 
Web server as you would any other Web page files (see page 580). 

CHAPTER 16: ADVANCED POWERPOINT 

Multimedia Effects 

567 



Multimedia Effects Saving Slides as Graphics 

568 

Among its many other gifts, PowerPoint allows you to save individual slides-text 
and all-as graphics files. This can be a handy little feature if, for example, you want 
to make sharp-looking, high-resolution images of your presentation to pass along 
to your friends and your agent. 

To save a Power Point slide as a graphic file, first open the slide you want to convert, 
then follow these few steps: 

1. Choose File➔Save As. 

A dialog box appears, offering several options. 

2. From the Format pop-up menu, select a graphics file format. 

JPEG is a great choice for photos; PICT is) too, but it's a Macintosh-only format. 
Use GIF or PNG (see page 268) for smaller files, especially if you intend to use 
the resulting still images on a Web page. 

3. Click Options. 

At the bottom of the resulting Preferences window, you can choose the file reso­
lution, its dimensions (an important setting; you don't want your monitor to 
chop off part of the slides), whether to compress the file (smaller files, worse 
quality), and whether you want PowerPoint to save all the slides in the show as 
graphics or just this one. 

Tip: You don't need to set up these options time after time; you can set up your preferred settings only 
once, on the Edi~➔Preferences➔Save tab. There you'll find the identical graphics-saving options, which 
affect the proposed values for all your subsequent graphics-saving exploits. 

4. Change the settings as desired, click OK, then name the still image and click 
Save. 

If you opted to save all of the slides, Power Point automatically creates a folder 
bearing your file's name. Inside the folder are the individual graphics files, with 
names like Slidel.jpg, Slide2.jpg, and so on. 
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Printing Your Presentation 
Although PowerPoint is primarily meant to throw images onto a monitor or projec­
tor, you can also print out your presentations on good old-fashioned paper-which 
is especially useful, of course, for printing handouts, overheads, and notes. What­
ever the format, all printing is done through the same basic procedure: Open the 
presentation you want to print, make a few adjustments in the Page Setup dialog 
box and the Print dialog box, then fire away. 

Page Setup 
Before printing your presentation, you should pop open the hood and take a peek at 
the Page Setup dialog box (see Figure 16-11). After all, this all-important window is 
the engine that controls the size of your slides, whether they're for on-screen view­
ing or printing. Be sure to make any size adjustments early in the game; if you fiddle 
with the knobs in Page Setup after the slide has been made, it'll stretch to fit, possi­
bly giving the image a warped or distorted look, or knocking certain graphics off of 
the edge altogether. 

You can use the settings in this dialog box to morph your slide show into something 
appropriate for another format-such as going from an overhead projector to a 
Web banner. This is the primary place in the slide show to control the size of your 
presentation. If you want to send your presentation out for printing, you can adjust 
its resolution by clicking the Options button in the Save dialog box. 

To open the Page Setup dialog box, choose File➔Page Setup. Doing so brings you 
face-to-face with Microsoft's version of the Page Setup box, which presents you with 
a pop-up menu offering preset slide sizes: On-screen show, US letter, US ledger, A3, 
A4, B4, B5, 35 mm slides, overhead, and Web banner. If you have a custom slide size 
in mind, you can set its width and height here as well. 

Tip: If you'd feel more comfortable using the familiar Mac OS Page Setup dialog box, you can get there 
quickly by clicking Options in Microsoft's version of the Page Setup dialog box. 

Printing Your Slides 
When you're ready to commit your presentation to paper, choose File➔Print (00-P) 
to bring up the Print dialog box. Here's where you tell PowerPoint exactly what you 
want to print-slides, handouts, notes, or an outline. 

In the Print dialog box, find the General pop-up menu in the upper-left corner of 
the window. Select Microsoft PowerPoint in that menu to reveal the print settings 
window (see Figure 16-10, bottom). Here, you can select which chunks of your pre­
sentation you want to print (slides, handouts, notes, or the outline); from this spot 
you can also choose to print a custom show (if you created one earlier). When you,re 
ready, click Print to send your document to the printer. 
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Notes and Handouts 
Every PowerPoint slide can have notes attached to it: written t idbits to help you g~t 
through your presentation> or to clarify points for your audience. As you build your 
presentation, the Notes pane in PowerPoint.'s Normal view provides a place to type 
notes for each slide. (These notes even show up on PowerPoint-exported Web pages.) 
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Handouts are printouts of your slides> usually featuring multiple slides per page; 
they spare your audience from having to take notes during the meeting. (Both Notes 
and Handouts have master pages, which work the same as slide masters; see page 
532 for details.) 

To print your notes and handouts, choose File➔Print (3€-P) and then choose Mi­
crosoft PowerPoint from the General pop-up menu. This brings up the settings 
specific to PowerPoint. In the Print What pop-up menu, you ciin choose to print 
notes or handouts in layouts that contain 2, 3, or up to 16 slide miniatures per sheet. 

Figure 16-10: 
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Customizing Office 

Microsoft desperately wants the approval of Mac fans; its programmers seem 
willing to do almost anything to make Office for the Mac a hit. For ex­
ample> its software design seems to subscribe to the theory, "If you don't 

like something, change it yourself." 

Sure enough, very few elements of the way you make things happen in Office are set 
in stone. Word, Excel, and PowerPoint each let you redesign the toolbars and even 
rework the menus; in Word, you can also choose different keyboard equivalents for 
commands. (Entourage, on the other band, is off-the-rack software; you can't work 
it over in the same ways.) 

Even if you•re a novice, this customization feature is worth exploring; there will 
almost certainly come a day when you wish you could choose an easier keystroke for 
some function than. the one Microsoft chose. With this chapter as your guide> you 
can. 

Customizing Your Toolbars 
One way to customize your toolbars is to drag them around the screen and change 
their shapes to fit your whims (and your monitor shape). To move a tooJbar, just 
drag it, using its skinny title bar (next to the close box) as a handle. 

You'll soon discover that toolbars are sticky-that is, they like to snap against the 
sides of the monitor> other toolbars, the Formatting Palette, or to the Office Assis­
tant. 
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Tip: This snappiness is designed to help you keep your screen tidy, but if you press Shift while dragging, 
you stifle your tool bars' social tend~ncies. 

You can also reshape your toolbar by resizing it as if it were a window: just drag the 
diagonally striped area in the lower-right corner, as shown in Figure 17-1. 
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Cllstornizc: ... 

Showing Other Toolbars 

Figure 11-I: 
Bottom, middle: The too/bar turns into an 
outline as you drag its reshaping corner. As 
you drag diagonally, it goes from a vertical 
too/bar to various incarnations of a 
rectangle, ond finally to a horizontal 
too/bar-or the other way. Don't forget that 
you can rearrange the buttons on any 
too/bar by :JC-dragging them. 

Top: If you Control-click any empty gray 
space in a too/bar, you get a pop-up menu 
of all too/bars. Choose a too/bar name to 
make it appear or disappear. 

Excel, PowerPoint, and Word each comes with a toolbar or two that pop up when 
the program opens; but that's just the beginning. In fact, \-\ford has 24 toolbars, 
PowerPoint has 17) and Excel has 23, each dedicated to a certain purpose (such as 
graphics work, Web design, or reviewing comments). Some appear automatically 
when you use a related command or open a related editing area; the others you can 
summon or dismiss as you need them. 

You can go about opening and closing toolbars in any of three ways: 

• Control-click any open toolbar or palette. As shown in Figure 17-1, you get a 
pop-up menu of what Microsoft considers to be the most useful toolbars; choose 
the name of the one you'd like to open or close. 

• Choose from the View➔Toolbars submenu; here again, you see over a dozen of 
the most important toolbars. 

• Choose Tools➔Customize➔Toolbars tab. Now see a list of all of the toolbars, 
even the obscure ones. Click a che,ckbox to make the corresponding toolbar ap­
pear or disappear instantly. (Because you don't even have to dose the dialog box 
between experiments, this is the fastest way to have a quick look at all the avail­
able toolbars.) Click OK to close the dialog box. 
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Creating Custom Toolbars 
The likelihood of Microsoft perfectly predicting which buttons you'd like on which 
toolbars is about the same as finding the shoes you want, in your size, at the first 
shoe store you visit. Fortunately, ifs very easy to delete or add buttons on Excel, 
PowerPoint, or Word toolbars; or create entirely new toolbars that contain nothing 
but your own favorite buttons. (If you use Word's styles, as described on page 129, 
for example, it's a no-brainer to create a palette of your favorite styles, so that apply­
ing them takes a single click.) 

To move a button or delete it from a too/bar 
To move a button, just 3€-drag the button to a new spot on the toolbar-or even to 
another toolbar. The button assumes its new place, and the other buttons rearrange 
themselves to make room. 

To get rid of a button completely, 3€-drag it off the toolbar, anywhere else in the 
document window. (You can always reinstall it by opening the Customize dialog 
box, as described below.) 

To add a button, or design a new too/bar from scratch 
Every now and then, you'll wish you had a one-shot button that triggers some useful 
command-for inserting the current date into your document, for example. 

To add a button to an existing toolbar, choose Tools➔Customize➔Commands tab, 
which presents a list of command categories (grouped by menu), and the actual 
commands that you can use. It's a staggeringly long list of almost every command in 
the program. You'll notice that Office's commands are a tad user-hostile; no spaces 
are allowed, and you tend to see the name of the command run together with the 
menu that usually contains it (such as ToolsSpelling). You'll also notice that each of 
your Office programs offers hundreds of commands that don't appear in the regular 
menus. 

Tip: You can choose a category of commands by typing the first couple of letters of its name. Then press 
Tab to highlight the list of commands within that category, and once again type the first couple of letters to 

scroll this list 

You can drag any of the commands in the window onto a toolbar, as shown in Fig­
ure 17-2. Some of them even take the form of pop-up menus, such as Font Color, 
which then become part of your toolbar. (In fact, if you drag the command at the 
bottom of the Categories list called New Menu onto a toolbar, it turns into a pop-up 
menu that you can fill with any commands you like. You might decide to set up 
several custom pop-up menus filled with small lists of related styles~ne just for 
headings, for example-for quicker access and better arrangement. You can rename 
your homemade pop-up menu as described in the tip below.) 

Weirder yet, look at the top of your screen-there's a duplicate menu bar there. Click 
to open one of these phony menus; now you can drag any menu command right off 
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the menu onto your new toolbar, where it will be available for quicker access. Once 
buttons are on the toolbar, as long as you don't close the Customize dialog box, you 
can drag your buttons and commands around to different places, or you can even 
drag them off of the toolbar to get rid of them. 
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Figure 11-2: 
Adding commands to 
a custom too/bar is 
as easy as dragging 
them from the 
Commands section 
of the Customize 
window to the 
too/bar. The button 
appears where the 
thick black line is 
when you drop it. 
Once you let go, feel 
free to drag it or its 
too/bar-mates 
around into a more 
pleasing arrange­
ment, or drag the 
lower-right corner of 
the too/bar to 
reshape it. 



Tip: If you double-click a toolbar button or pop-up menu while the Customize window is open, you 
summon the Command Properties window, in which you can specify how you want the command to look 
in the toolbar: as a little icon, as a plain-English word, or both. You can also opt to add a vertical separator 
line to the button's left by turning on "Begin a group." 

Customizing Your 
Toolbars 

You can even perform this kind of button editing when the Customize window isn't open-in the middle of 
your everyday work. The trick is to Control-click the button; choose Properties from the contextual menu. 

Designing a completely new toolbar works much the same way. Choose Tools➔ 
Customize--)Toolbars tab, and then click the New button. You'll be asked to name 
your new toolbar. which then appears as an empty square-a toolbar jast waiting 
for commands that you can provide. Now click the Commands tab and begin popu­
lating your new tool bar with commands and buttons, just as described above. Click 
OK when you're finished. 

Attaching Custom Toolbars to Documents 
In general, a toolbar you've created or edited is stored in the Normal template (see 
page 188). so that it will be available for use in any new documents you create. But 
after spending 20 minutes hand-crafting the world's most brilliant toolbar, the last 
thing you want is to confine it forever to your own Mac. 

Fortunately, you can pass on your brilliance to other people just by attaching the 
custom toolbar to an Excel workbook or a Word document (PowerPoint lacks this 
feature, alas): 

• In Excel. Choose Tools➔Customize➔Toolbars tab. Click a toolbar's name in the 
pane on the left side of the Customize window> and then click Attach. The Attach 
Toolbars window appears; it works exactly like the Organizer, described and il­
lustrated on page 192. Use it to select the destination document and copy the 
toolbar into it. 

POWER USERS' CLINIC 

Making Custom Toolbar Sets 
Calling all toolbar aficionados: Sure, you can make your 
own toolbars. But you can also make Excel memorize lheir 
size, shape, and placement, so that you can quickly recall 
lhem on another Mac or another day. 

Here's how you do it: Open Excel. Make s.ure that the 
toolbars you want are showing and placed and shaped the 
way you like them. Then, quit Excel, find lhe Excel Toolbars 
(9) file (It's in System Folder--)Preferences->Microsoft) and 
give it a memorable name (like Frank's Too/bar Setup). 

(You can also put it wherever you want). 

Next time you open Excel. choose File➔Open and open 
your renamed toolbar preferences file. The toqlbars pop 
back into their previous custom arrangement. You can use 
this method to save any number of custom toolbar arrange:; 
ments that you like. 

Unfortunately, this little trick doesn't work in PowerPoint 
or Word. 
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• In Word. Choose Tools➔Tcmplatcs and Add-Ins; click the Organizer button. Use 
the Organizer described on page 192 to copy any toolbar into any document or 
template. 

Note: When you open a Word document in which someone has embedded a homemade toolbar, a 
dialog box offers a word of caution. It lets you know that the toolbar could conceivably contain a macro 
virus (see page 520). 

Redesigning Your Menus 
Not only can you build your own toolbars in Excel, Power Point, and Word, you can 
also twist and shape the menus of these programs to suit your schemes. You can add 
and remove menu items from the various menus, and you can even move the menus 
themselves so that they appear in different places on the menu bar. More than one 
Excel owner, for example, has found word processing happiness by stripping out 
over half of the default commands that he found he never used; conversely, you're 
missing out in Word if you don't add commands to the menus that you usually have 
to trigger by burrowing through nested dialog boxes. 

As noted earlier, choosing Tools➔Customize doesn't just open the Customize dia­
log box; it also opens a strange-looking duplicate menu bar just beneath the real 
one. If you click a menu name on this Menu Bar "toolbar," the menu opens, reveal­
ing all of the commands in that menu. 

Rearrange your menus 
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Figure 17-J: 
Once you've chosen 
Too/s-;Customize, 
you get the 
duplicate, editable 
menu bar. By 
dragging menus 
and commands as 
shown here, you 
show Office how 
you want to modify 
your real menu bar. 
Here, a Meeting 
Minder command is 
being added to the 
Slide Show menu in 
PowerPoint. The 
black line shows 
that the menu item 
will appear at the 
end of the menu 
when dropped . 



Adding a command 
To add a command to a menu, choose Tools➔Customize, and click the Commands 
tab. Find the command that you want to add (by clicking the appropriate category 
on the left side :first, for example). Then click the menu name (on the duplicate 
menu bar, as shown in Figure 17-3) to which you want to add the new command. 

Note: Excel has two menu bars-a Worksheet Menu Bar and a Chart Menu Bar. They're listed individually 
in the Tools➔Customize➔ Toolbars tab. That's because Excel's Data menu changes into a Chart menu 
when a chart is selected. These menu bars are independent, so if you make changes to the Insert menu 
item on the Chart Menu Bar toolbar, those changes won't be reflected in the Insert menu item on the 
Worksheet Menu Bar. 

When the menu opens, drag the command out of the dialog box and onto the menu. 
A black. line shows you where the new command will appear when you release the 
mouse, as shown in Figure 17-3. 

np: You can even rename your newly installed menu command: Control-click it, and choose Properties 
from the contextual menu. In the resulting dialog box, type the new name and press Return. 

Removing a menu command 
Suppose that you never use the Dictionary command in Excel's Tools menu; the 
only word you need to know is "Profit.'' Getting rid of a menu command- whether 
you put it on the menu or not-is easy. Choose Tools➔Customize to make the 
strange· duplicate menu bar appear, as shown in Figure 17-3. Now click the menu 
title (in the duplicate menu bar) that contains the offending command, and then 
drag the command itself off of the menu. 

Tip: In Word only, there's a faster way to remove a menu command, one that doesn't even involve the 
Customize dialog box: Just press 88-0ption-hyphen (on the main keyboard, not the number pad). The 
cursor is now "loaded," as reflected by its status as a big, bold - sign. Now just choose the menu com­
mand, using the regular menus, that you want to nuke. When you release the mouse, the command is 
gone, and your cursor returns to normal. 

Removing commands from menus doesn't delete them from the program> of course. 
To restore a command you've removed from a menu, reinstall it as described in the 
previous section. 

Adding a menu 
You can do more than just add commands to existing menus; you can also create 
completeJy new menus, name them whatever you please, and fill them with any com­
mands you like, in any order you like .. 
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To do so, choose Tools➔Custornize; click the Commands tab; scroll to the bottom 
of the Categories list; and click New Menu. Drag the New Menu command from the 
Commands list (right side of the window) to the Menu Bar toolbar. Put it anywhere 
you want-between the File and Edit menus, for example. 

With the new menu still selected, Control-click your new menu and choose Proper­
ties from the contextual menu (or, alternatively, click the Modify Selection button 
in the Customize dialog box). Type a name for your new menu into the Name field. 
Finally, press Return. ( Control-dicking also offers the Begin Group command, which 
inserts a separator line into your menu-under-construction.) 

Your new menu is installed. Now you can add to it any commands you want, using 
the same technique described in "Adding a command," above. 

Removing a menu 
You don't have to stare at Microsoft's complex menus if you rarely use one of them. 
If you never use tables in Word, for example, by all means get rid of the Table menu. 

Doing so couldn't be easier. Choose Tools➔Customize to make the phantom double 
menu bar appear. Point to the name of the menu you no longer need and drag it 
directly downward and off the menu bar (Figure 17-3); once it's gone, the other 
menus close up to fill its space. 

Moving whole menus, or specific commands 
Even the order of menus on the menu bar isn't safe in Office 2001 . If it occurs to you 
that perhaps the Fonts menu should come before the Edit menu, choose 
Tools➔Customize. Now you can start dragging around the menu titles themselves 
(on the bogus, duplicate menu bar) around until you've reached an arrangement 
that you like. 

While you're at it, you can also drag individual commands from menu to menu; as 
shown in Figure 17-3, start by choosing Tools➔Customize. Then bring the menu 
command to the screen by opening its current menu (in the duplicate menu bar). 
Then drag the command to the name of a new menu, which opens automatically; 
without releasing the mouse, drag downward until the black line is positioned where 
you want the command to reappear. Let go of the mouse. 

Resetting everything back to normal 
When you delete a command, it's not gone from Office; you've just removed it from 
its menu or toolbar, and it's easy enough to put it back-a handy fact to remember 
whenever you'~e made a mess of your menus through overzealous exploration. 

Open the Customize window (by choosing Tools➔Customize); click the Toolbars 
tab. In the list at left, click Menu Bar, and then click Reset. You've just restored your 
menus and commands to their original., factory-fresh condition. 
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Reassigning Key Combinations-
A staggering number of Office commands can be triggered by pressing an equally 
staggering number of keyboard shortcuts. The only problem ar1ses when you dis­
cover that Microsoft has chosen something bizarre (like $ -Sh.ift-R for Thesaurus) 
instead of something more natural (like 3C-T). 

Reassigning Key 
Combinations 

The good news is that you can reassign key combinations for any menu command­
in Word, anyway. You can't fiddle with the keyboard commands in Excel, Power Point, 
or Entourage-a real shame in Excel's case, in light of the fact that Microsoft reas­
signed many familiar Excel 98 key combinations. 

To begin, choose Tools➔Customize. In the Customize dialog box, click the Key­
board button. 

Now the Customize Keyboard window appears (see Figure 17-4). It works a lot like 
the toolbar-editing dialog box described earlier in this chapter: At left, click a com­
mand category; at right, click the name of the command you want to reassign. ( Once 
again, you can jump to a particular category or command, after clicking or tabbing 
into one of these lists, by typing the first couple letters of its name.) 

After highlighting the command for which you'd like to change or add a key combi­
nation, click in the box beneath the "Press new shortcut key" field . Now press the 
keys you'd like to use as the new key combo, using any combination of the Shift, 3C, 
Option, and Control keys along with a letter, F-key, or number key. 

If that keystroke already "belongs,, to some other Word command, the Customize 
dialog box shows you which command has it, as shown in Figure 17 -4. To reassign 
that keystroke to the new command anyway, just click the Assign button. To keep 
the current setting, press Delete, and then try another keystroke. 

Rgure 11 .. ,: == ~ --==· C'ustomTze Keyboard = 

Cat~orles: Commands: 

FIie .... Toolsffevlslon~rbPrw ... l Edit ~ T ool,Revl,lonMar ksReject --, 

:rrc = * i 

OK J 

Here, the Spelling command is 
being changed from :JI-L to #· 
Option-s. Word warns that :JI. 
Option-S is already in 11se by 
another command ("DocSplit,, 
which splits the document 
window into two pones); if you 
don't care, just click Assign. 

Vlw 
Insert 
Form6t 

~ ToolaRevl sionMar ks Toggle 
( RentAll-) ToolsRevl3iOIIS 

~ 

1
Tool$Spel1loo -= l'ooia ..... T OOl$Spel 11 npR-ectleckDocumenl = Table ... ToolsSoel lSelection ,.., 

Current keys: r·~ ... , ~ 
I Remove - -
[I ~sign I) 

Pre8 nev ol\Ort~ul ~ : Current ly a,sfgned to: 
! command•Option+S I DocSplit 

Dl!3Criptien - - Save eh;,nge, In: Cheoks the sptllin~ in th9 iCtin do~um.nt 
{ Nori1181 -!] - - - - ---- -
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Reassigning l<ey 
Combinations 

Obviously, you can't have two commands linked to a single keystroke. However, you 
can create more than one keyboard shortcut for a single command. 
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Tip: If you find yourself frequently triggering some command awdenta!IY, you may want to remove its 
assigned keystroke. To do so, cl ick the command name in the list, highlight the keystroke in the "Current 
keys" field, and then click the Remove button. Click the OK button to save the changes. 

If you don't like the key combinations that you've edited, you can always reset them 
by clicking the Reset All button in the upper-right portion of the window. 

GEM IN THE ROUGH 

Faster Keyboard Reassignment in Word 
Word offers a shortcut for assigning a keyboard shortcut 
to a menu: Press@3€-0ption-+ sign. The pointer changes 
into a boldface+ sign. 

Now click the toolbar button, or choose the menu corn-
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rnand, for which you want to set up a keystroke. A special 
keyboard-reassignment box appears, looking something 
like the one in Figure 17-4; just press the keystroke you 
want as described above. You've just saved yourself sev­
eral steps. 



The Graphics Programs 
of Office 2001 

0 ffice comes with Word for text, Excel for numbers, PowerPoint for slides, 
and Entourage for email and scheduling. From reading the box (if there 
even were a box), you might conclude that Office is therefore missing one 

of the cornerstone Macintosh programs: graphics software. 

In fact, however, Office comes with a minor army of graphics programs. Microsoft 
Graph, Equation Editor, the Clip Gallery, AutoShapes> WordArt, and other tools are 
built right in, and shared among Word, ExceJ, and Power Point. (They're not avail­
able in Entourage.) 

Inserting a Graphic 
You can drag, paste, or insert a picture into a Word, Excel, or PowerPoint document. 
To insert a graphic, choose Insert➔Picture (or click the Insert Picture button on the 
Drawing toolbar) and then choose one of the following from the submenu: 

• Clip Art opens the Office 2001 Clip Gallery, as described on the next page. 

• From File opens a dialog box where you can choose any graphics file on your Mac. 

• Horizontal Line (Word only) is a quick way to put a horizontal line between 
paragraphs without opening the Borders and Shading dialog box. These lines are 
actually GIF files> and are more decorative than standard lines and borders. 

• AutoShapes are an expanded, elaborate version of tbe familiar circles and squares 
tba t you create with drawing tools. For instance, AutoShapes include arrows, cubes, 
banners, and talking balloons (see page 590). 
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Inserting a Craphic • Organization Chart opens Microsoft Organiza tion Chart, a specialized 
miniprogram that creates corporate charts showing how executives, managers, 
and assistants relate to one another (see page 606). 
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• Word.Art is a combination of text and drawing object. After typing the text, you 
can stretch, color, and distort it using Office's drawing tools (page 591 ). 

• From Scanner or Camera lets you import directly from one of these devices con­
nected to your Mac-sometimes. Its success depends on your model of digital 
camera or scanner. 

• Chart creates a chart from any Excel file on your Mac. (See Chapter 13 for full 
detail on charts.) 

• Microsoft Word Table (PowerPoint and Word only) opens a dialog box to start 
building a spreadsheet-like table (see page 542). 

UP TO SPEED 

Pidures and D,:awings 
There are two distinct kinds of graphics in the computer 
world, which, in Office, are known as pictures and draw­
ings. 

Piaures ind ude what's known as bitmap files, raster graph~ 
ics, painting files, JPEG or GIF images, photographs, any­
thing scanned or captured with a digital camera, anything 
grabbed from a Web page, and Office 2001 dip art. What 
all pictures have in common is that (a) they're composed 
of individual, tiny colored dots, and (b) yo~ can't create 
them using the tools built int9 Office. You can ma~e pk: 
lures larger or smaller, but if you stretch something larger 
than original size, it may wind up looking blotchy. 

The Clip Gallery 

Drawings in~ude Auto Shapes, WordArt, and any graphics 
y9:uJreate u~ing Qffic~'s own drawing tools. Drawings, also 
kl}O)Nn a_s V?ctor 9r obiecL::<>riented graphics, are stored by 
tlie tv,tac a_?mathematii:al.~quc1tions that describe their size, 
shape, and other'characte·nstics; that's a fancy way of say­
ing that you .can resize, rotate, squish, or squeeze draw­
in·gs'as·rni.ich as you:lil<e without ever worrying that they'll 
pnnl jagged:or blotchy. . . ; . ~ . 

K,eeP,lng ihese .distinctions in mind may help you under­
stana:'why:.your Office. programs do what they do when 
you·w·ork witn graphics .•• 

Clip art refers to a canned collection of professionally drawn, cartoonlike illustra­
tions designed for use in a wide variety of documents. Designing a Christmas card? 
You can count on finding a Santa head or snowflake in any self-respecting clip-art 
collection. Need a sketch of an airplane taking off for a newsletter article about 
business travel? Off you go to the clip-art collection. 

Fortunately, Office comes with about 200 pieces of ready-to-use art, in a collection 
called the Clip Gallery. To look them over, choose Insert➔Picture➔Clip Art The 
Clip Gallery opens, as shown in Figure 18-1. (Clicking the Insert Clip Art button 
near the middle of the Drav-ri.ng toolbar opens it, too.) 
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Categories 
The Categories button in the Clip Gallery window opens a dialog box where you 
can delete categories from, or add categories to, the Clip Gallery. Neither process 
deletes or adds any actual pictures-· they stay where they always were) in the Microsoft 
Office 200 l ➔Clipart~Core folder; you're just deleting or adding categ.ory names 
for putting them into. 

The Clip Callery 

Figure 18-1: 
Click a category in the list at 
the left to see thumbnails of 
the available clips, one of 
which is Search Results ( aher 
you've done a keyword 
search, as shown here). Click 
a thumbnail and then click 

, Insert (or just double-click the 
thumbnail) to place the full­
size version in your 
document. (Turn on the 
Preview box to see the f u/1 
size image in a separate 
window.) You then have to 
click Close to ditch the dialog 
box. 
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Online 
Clicking the Online button launches your Web browser (after asking your permis­
sion) and connects to the Microsoft Clip Gallery Live Web site, which offers thou­
sands of additional clip-art files in a searchable database. You can download them 
individually or in groups by turning on their boxes. 

Best of all, when you click the "download clips" link in Clip Gallery Live, Word 
automatically impo.rts the new clips into the Clip Gallery and opens it to display 
them. New clips arrive in the category called Favorites, as well as into other existing 
categories based upon their keywords; to move them around, see "Properties," be­
low. 

Adding Your Own Clips 
You're not limited to clip art from Microsoft. Not only can you bring your own 
images into any Word document with the Insei:t➔ From File command, but you can 
also make them part of the Clip Gallery. This gives you the opportunity to use the 
Clip Gallery's search function and organizing features and see thumbnails of your 
own clip art, too. 
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The Clip Gallery To do so, choose Insert➔Picture➔Clip Art to open the Clip Gallery; click Import. 
Use the Open window in the Import dialog box to navigate to the graphics files on 
your Mac that you want to bring into the Clip Gallery. (Make sure the Show menu 
shows "Clip Gallery Images"; the kinds of images you can import are JPEG, TIFF, 
PICT, GIF, PNG, or Photoshop files, as well as clip art from Microsoft.) 
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~ ~ 

~ -

/ De~cription \ 

Use the radio buttons at the bottom of the dialog box to indicate whether you'd like 
Word to store a copy of the clip (leaving the original in place), move the original 
from its current location into the Clip Gallery, or just place an alias of the original 
file in the Clip Gallery. Since it's possible to delete clips from the Clip Gallery (see 
below), this alias method is the most prudent. It also saves on disk space. 

Click to select the image (Shift-click to select multiple images); click Import. The 
Properties dialog box opens, giving you a chance to rename the image and assign 
categories to it. 

Deleting Clips 
If you want a clip out of your life forever, click it in the Clip Gallery and choose 
Edit~Clear. Word asks for confirmation before nuking it. 

Properties 
Every image in the Clip Gallery is associated with a list of properties that identify 
and define it. Some, like file size, you can't change, at least not from within the Clip 
Gallery. Other properties, such as Description, Category, and Keyword, you can 
change, and thereby control how the Clip Gallery is organized. These bits of de-

~ ~ Properties - ·-
----, - Figure 18-2: 

Categori e, \/Keywords\ 

Select one or more categor ies i n which to make this clip appear. To add 

~ 
Be sure to visit all three 
tabs-Description, 
Categories, and 
Keyword-when setting a 
clip's properties. All your own, click New Category 

D Maps ... -
D2f Metaphors 

D Music 

13 Nature 

D Navigation Contro l~ 

□Office -
~ 

0 People -
0 People at Work 

0 Photographs 

@Places 

0 Plant~ -;- I New Category ... 
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To work with a clip's properties, click it in the Clip Gallery and click Properties. The 
Properties dialog box appears, as shown in Figure 18-2. 

• Description. The description you enter here becomes the name that the Clip 

Gallery uses for the image. The file information on the rest of Jhis tab shows the 
real file's name and where it's located on your Mac. 

• Categories. Turn on the boxes for a.ll the categories where you may expect to look 
for this clip later. There's no limit to how many you can choose. You can even add 
new categories to the Clip Gallery by dicking New Category. 

• Keywords. Each clip has its own unique list of descriptive keywords; again, there's 
no limit. These words pull up the clip when you search for them. Thus, if you're 
adding a clip of a dolphin swimming, you maywant to give it keywords such as 
fish, ocean, wildlife, mammals~ animal.s, marine life, water, and Flipper. 

The Properties dialog box is also the place to "delete" a clip from a certain category. 
When you uncheck a box on the Categories tab, the clip will no longer appear on 
that category's panel. 

Search 
When you enter a word in the Search box at the top of the Clip Gallery and click 
Search, Word finds all the clips that match (or are related. to) that keyword. For 
instance, if you type in automobi.le, Word pulls up all the dips that have "automo· 
bile" as keywords. Cooler yet, it also finds clips with "car» or "vehicle» as keywords­
it relies on the Office 2001 Thesaurus to figure out which possible keywords mean 
the same thing as what you typed! 

Working with aip Art 
Once you've placed a piece of clip art into your document, you can click it to pro­
duce eight tiny square handles at its perimeter. By dragging these handles, you can 
resize the illustration in various ways: 

• Drag a handle to resize the figure in that dimension-drag the top one to make it 
taller, a side one to make it wider, and ;,o on. 

• Shift-dragging a corner handle keeps an object in its original proportions as you 
resize it. 

• Option-dragging any handle resizes the object from the center outward in the 
direction you're dragging. (This method does not maintain proportion.) 

• Option-Shift-dragging a corner handle resizes an object from the center out­
ward and maintains its proportions. 

• H-dragging any handle overrides the drawing grid (see page 596). 

You can also move a graphic around the screen by dragging it freely. 
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AutoSbapes and WordArt 
There are two kinds of drawings in Word: those you make yourself using Word's 
drawing cools (see page 586) and those Word makes for you, such as AutoShapes 
and WordArt. 

AutoShapes 
An AutoShape is a ready-made drawing object. Like the simple circle, square, and 
triangle of times past, you drag to size and place them in your document- but you 
have many more choices. The AutoShapes in Office 2001 include a smiley face, callout 
balloons, flowchart boxes, and all manner of star shapes. 

To use an. AutoShape in your document, click the AutoShapes button on the Draw­
ing toolbar. (If it's not already open, ch6ose View➔Toolbars➔Drawing or click the 
Drawing button on the Standard toolbar. If you>re going to be working with 
AutoShapes, you'll need it.) 

As shown in Figure 18-3, each AutoShape menu gives you a palette of choices. Click 
one, then release the mouse; now drag .in your document to place the AutoShape­
you can always resize or move it later. 

Note: In Word, adding an AutoShape flips you automatically into Page Layout mode; that's because Word 
treats such shapes as objects rooted to a certain spot on the printed page, not embedded into the text. In 
fad, if you return to Normal view, the AutoShape doesn't appear at all Many's the Word fan who's grown 
alarmed, thinking that the carefully modified shape has disappeared forever. 

You can convert the new AutoShape so that it flows with your text, however; see page 153. 

□ 

0 A_!!!OSh•pu- _ 8 . a 

11-
0 ~ W ~ r\ 

0 

□ 

Figure 18-J: 
left: The four drawing tools on the 
Drawing too/bar give you (f ram top 
to bottom): straight lines, redangles, 
AutoShapes, and other assorted 
Jines. If you use AutoShapes a lot, 
you can keep o minipalette (bottom) 
of them open by choosing Insert--) 
Pieture~utoShapes. 

Right: The diamond is called the 
adjustment handle; it lets you 
reshape the AutoShape without 
actually resizing it. 

Like other drawing objects> AutoSbapes can be grouped (see page 594) and com­
bined with other drawing objects, such as lines. For ex.:ample. you can combine the 
Flowchart AutoSbapes with arrows to create a flowchart. (See Power Userl cHnic on 
page59 l for details on adding text to your flowchart.) 
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Tip: As you drag to create an AutoShape, press Shift to keep the shape in equal length-to-height propor­
tions. For instance, select the rectangle shape and Shift-drag to create a square, or select the oval and Shift­
drag to create a perfect circle. As noted earlier, you can also press Shift when dragging to resize such an 
object without distorting its original proportions. 

If you change your mind, there's a quick way to swap one AutoShape for another 
without deleting one and creating a new one. Just click the AutoShape with which 
you're dissatisfied, dick the More Buttons arrow at the bottom of the Drawing toolbar, 
click Change AutoShape, and choose a new one from one of the palettes. 

WordArt 
Like an AutoShape,. a piece of WordArt is a type of ready-made drawing object; in 
this case1 it's llSed for special te>,..'1 effects- 3-D1 wavy, slanting, colored, and various 
other permutations-that would be just right on a movie poster (but should be 
used sparingly in other situations); Figure 18-4 shows some examples. 

To create some WordArt, choose Insert➔Picture➔WordArt. (Alternatively, you can 
dick the Insert WordArt button on the Drawing toolbar, which looks like a three­
dimensional A). Then proceed as shown in Figure 18-4. 

When you click a piece of Word.Art, the Word.Arttoolbar appears (Figure 18-4,lower 
right). Most of the tools on it take you to dialog boxes for formatting Word.Art. 
CJicking Edi t Te.xt takes you back to the Edit WordArt dialog box; double-clicking 
the WordArt itself does the same thing. There are also buttons for the Word.A.rt 
Gallery and the Format➔ WordArt dialog box. 

The bottom row contains tools for formatting the actual text of your Word.Art­
spacing and alignment► for example. The most interesting button here is the first 
one, Sarne Letter Heights: clicking it stretches the nonascending and descending 
letters of the selected Word.A.rt so that all letters line up, top and bottom. 
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Select a WordArl style: 
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Note: As with AutoShapes, adding WordArt to a Word document fl ips you into Page Layout mode. Again, 
if you return to Normal view, the WordArt may seem to vanish. See page 149 for instructions on making 
text wrap around the graphic, if that's what you want 

Hello 

[ Cancel I ([ Ok I) 

Figure IB-4: 
Top: In the WordArt 
Gallery, choose a text 
design that strikes your 
fancy, and then click. OK. 

Middle: Now the Edit 
WordArt dialog box opens. 
Here's where you type the 
words you'll want in your 
spedacular text banner 
and choose a typeface for 
them; dick OK when you're 
finished. 

Lower left: Your new 
WordArt instantly appears 
in your document shown 
here before and after 
applying Same Letter 
Heights. 

Lower right: The WordArt 
too/bar. If you can't find the 
WordArt too/bar, it's 
probably not open; click a 
WordArt object or choose 
View~ Too/bars ~wordArt. 

Although most of the features ofWordArt are the same as for other drawing objects, 
some of the features are unique: 

• Free rotate. When you click the Free Rotate button on the Word.Art toolbar and 
drag the round green handles, you rotate either the word itself or its shadow, if 
any. 

• Changing color. To change the color of Word.Art, don't use the Font Color tools 
in the Formatting Palette; they don't work. Instead, use the Fill Color control on 
the Formatting Palette (page. 97) to change the color of the letters. 

[n most cases, Word.Art letters also have a line around them; you can use any of 
Word's line formatting tools (such as on tbe Formatting Palette) to change the 
letter border's color and even its thickness. 
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• Changing shape. :ou can alter the shape ~fa Word.Art when you drag its sizing 
handles> but theres also a way to change its shape altogether: click the Word.Art 
Shape on the W~:miArt toolbar (see Figure 18-4) and select one of the overall 
patterns from the palette. When you let go of the mouse, the selected WordArt 
changes shape automatically. 

Lines and Shapes: The Drawing Toolbar 
Even with the immense variety of AutoShapes and Word.Art, some days you just 
need to unleash your creative spirit. With Office's drawing tools, you can draw 
freeform lines and shapes and combine them with arrows and AutoShapes to build 
your own masterpieces. 

Rgare IB·S: 
When o too/bar menu hos o strip ofdotted lines ot the top, you con '\ 

drag it off the toolbor (left) to create o floating palette (right). The Lines □ 
palette contains tools for straight Jines, arrows, double arrows, curved ~ 
lines, freeform shapes, and scribbled lines. 

~ - -,- r.. "- .._' -s 0 ' ~ 

~··1 _# . -
To get started, summon the Drawingtoolbar by choosing View➔ Toolbars➔ Drawing. 
Click the Line, Rectangle, or Line.s toolbar icon, as shown in Figure 18-5. Choose a 
line type from the Line Style pop-up menu; then drag in your document to place the 
line, rectangle, or shape you,ve selected from the Lines pop-up button. (As with 
AutoShapes and Word.Art, lines lie on top of text in Word-and are invisible in Nor­
mal view-unless you wrap it around them, as described on page 149.) 

If you've opted for the Lines tool, you'll find that each of the options in its pop-up 
button menu works a bit differently: 

• Line. Drag for the position and length of the straight line you want; the cursor 
turns into a tiny cross. You resize the newly drawn line by dragging the handles 
on each side, or reposition it by dragging the line itself ( at which time the cursor 
turns into a hand). 

• Arrow and double arrow work just like lines. When you draw a single arrow, the 
point appears where you stop dragging; a double arrow automatically springs 
points on both sides. 

• Curve. Unlike lines, you draw curves by clicking> not dragging. Click to create a 
starting point; as you move the mouse> the curve follows. When you click a sec­
ond time, the line gently curves from the first point to the second. Continue in 
this manner; the curve tool works best for wiggles and waves rather than closed 
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shapes. When you're done, double-click to finish off the curve. To enclose the 
shape, click as close as you can to your starting point. 

• The Freeform tool is a two-in-one special. When you drag with it, the cursor 
turns into a pencil and works like a pencil-you can draw lines with any bend 
and direction without the limitations of the Curve tool. The instant you let go of 
the mouse button, the cursor turns into a cross and becomes a line tool. You now 
draw a straight line when you click the mouse again, just as with the Line tool. 
Hold down the mouse button again to go back to freehand drawing. (Nobody 
ever promised that Office is a simple program.) 

• The Scribble tool is like the Freeform tool without the straight-line feature. You 
drag it to draw a freehand line; the line ends when you let go of the mouse but­
ton. 

To change the color and thickness of lines and the shapes you've drawn with them, 
use the Line formatting tools on the Formatting Palette or Drawing toolbar. 

Tip: When you dick one of the Drawing toolbar icons, you've loaded your cursor with just one line or 
shape. After you've dragged in your document window, Office switches you to the Select Objects (arrow 
cursor) tool automatically. If you plan to make several lines or shapes in a row, you'll quickly grow fed up 
with the necessity to reselect your desired tool after each shape. 

The workaround: Double-dick a too\bar icon. Now your selected tool remains in force, no matter how 
many times you drag in your document, until you select a different one yourself. 

Grouping the Parts 
Every now and then, you may want to combine various drawing objects-arrows 
with flowchart boxes, callouts with AutoShapes, text boxes with lines-and keep 
them together. With Office's grouping features, you can combine drawing parts and 
then move, resize> even format them, as a unit. 

To group objects, first select the ones you want to combine: Using the Select Objects 
(arrow) tool on the Drawing toolbar, click any one of them; Shift-dick the others 
one by one. The objects can be overlapping or completely separate. (To remove one 
of them from the group, dick it again.) Then, on the Drawing toolbar, dick 
Draw➔Group. From now on, when you move or resize the drawing, or use any of 
the formatting tools described in the next section, it acts like a whole new drawing, 
with no clue that it was ever once made from separate parts. 

If you do wish to work on just one element of the grouped object, dick it and select 
Draw➔ Ungroup on the Drawing toolbar. The individual objects appear with their 
own handles. If you want to regroup them when you're done, just click 
Draw4Regroup; you don't have to reselect them all first. Word will regroup the 
objects that you most recently ungrouped. If you have more than one set of objects 
ungrouped, click any one object in the set that you want to regroup. 
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Stacking Objects 
In Word or Excel, you may use graphic objects only occasionallyi in PowerPoint, 
graphics may be more of a primary weapon. Either way, you may sometimes wind 
up with several graphics on the screen at once. Using the Office stacking commands, 
you can control which is in front of another, covering it up, shuffling your various 
graphics as though they're on separate sheets of dear plastic. Once you understand 
the commands, you can create intricate layers of text and objects. 

First, ungroup the objects you're working with. Then use the commands described 
below to arrange the layers. 

Tip: In Word, you have another layer to contend with: the one that contains your text. Word offers elabo­
rate control over how graphics interact with the text-for example, how the text wraps around graphics on 
the page. When you're stacking objects, you can even have one object below the text, and another object 
( or grouped object) directly on top of it, and have the text flow over the bottom object to wrap around the 
top one. Just select each object and choose its text wrapping style separately (see page 149). 

• Stacking with text (Word only). To layer drawing objects and text (whether it's a 
text box or text on the page), select the object. Then, from the Draw pop-up but­
ton on the Drawing toolbar, choose Arrange➔Send Behind Text or Bring in Front 
of Text. You can also choose Format➔Object➔Layout tab and choose "Behind 
text" or "In front of text." 

Note that the text layering commands operate independently from the Bring to 
Front/Send to Back and Bring Forward/Send Backward commands. 

Tip: It's possible to move and format a drawing object while it's layered behind text, although you may 
have difficulty'selecting it. To switch from the text selection tool (which looks like an I-bar) to the drawing 
selection tool (which looks like an arrow cursor), dick the arrow icon on the Drawing tool bar; you can then 
click to select the object. 

• Bring to Front/Send to Back. This pair of commands comes in handy when you 
are layering more than two objects. On the Drawing toolbar, choose Draw➔ 
Arrange➔Bring to Front or Send to Back to send the selected object all the way 
to the bottom or bring it all the way to the top of your stack. It also works on two 
-objects, when there's only one layer to travel. 

• Bring Forward/Send Backward. When you choose Draw➔Arrange➔Bring For­
ward or Send Baclnvard on the Drawing toolbar1 Word moves the selected object 
forward or back cme layer. Fot instance, if you have three stacked objects and 
send the top one backward, it becomes the meat in the middle of the sandwich. 

Tip: To make a quick copy of a drawing object, Option-drag it. When you let go of the mouse button, an 
exact duplicate of the object appears. 
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Aligning Drawing Objects 
When you have multiple drawing objects on a page, you may want them to be equally 
spaced apart or evenly aligned by their top edges. Instead of working out the mea­
surements and aligning them yourself, use Word's built-in alignment features. 

To do so, select the drawing objects that you need to line up or arrange (press Shift 
as you click them one by one); then choose one of the following options from the 
Align or Distribute menu of the Draw pop-up button (on the Drawing toolbar). 
Use the tiny icons on this menu as a visual clue as to their functions: 

• Align Left, Center, or Right. These commands bring the selected objects into 
perfect vertical alignment by their left or right edges, or centerlines. 

• Align Top, Middle, or Bottom. These commands bring the selected objects into 
perfect horizontal alignment by their top or bottom edges, or centerlines. 

• Distribute Horizontally or Vertically. Use these commands when you want to 
spread out your drawing objects, either across the page or from top to bottom, 
with an equal amount of space between each one. 

You can also use the above commands on a single object, to place it at either side or 
the center of a page. 

Tip: If you choose Draw➔Arrange or Distribute➔Relative to Page before using any of the alignment 
commands, Office includes the page itself as one of the alignment objects. Choosing Align Top, for ex­
ample, moves the objects so that their top edges are flush with the top of the page. 

The Drawing Grid 
Even without using the alignment commands, you may have noticed that it's fairly 
easy to pull objects into alignment with one another just by dragging. That's be­
cause each Word page has an invisible alignment grid that objects "snap to," as if 
pulled into line by a magnetic force. 

To see the grid, choose Draw➔Grid on the Drawing toolbar. Turn on "Display 
gridlines on screen" in the Drawing Grid dialog box, specify a gridline separation in 
the "Horizontal every" box (and the "Vertical every" box too, if you like), and then 
click OK; now you can see the grid's faint gray lines superimposed on your docu­
ment. 

Now that you know what the grid looks like, here's how to use it: 

• To turn the grid off so that you can drag objects around with no spatial restric­
tion whatsoever, turn off the "Snap objects to grid" box. 

Tip: When the grid is turned off, you can ~-drag an object when you do want it to snap to the grid. 
Conversely, when the grid is on, ~ -dragging a graphic moves it exactly where you put it, without snapping 
to the grid. (This ~ -dragging business works the same way in Finder windows, of course.) 
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• You can use the "Snap objects to other objects" box with or without snapping to 
the grid. When this box is checked, a dragged object snaps into alignment with 
the edges of the closest nearby object. If the grid is on, the nearest object over­
rides the grid. 

• Change the default grid spacing (an eighth of an inch) by changing the measure­
ments in the "Grid settings" boxes. 

• The "Grid origin" settings govern where the grid begins, measuring from the 
upper-left corner of the page. For instance, you can start the grid l" froin the 
upper-left by setting the horizontal and vertical origins each to l". 

• Check "Use margins" to limit the grid to the area within the margins, using the 
margins as the guide; this option ignores the page edges and makes the area within 
the margins a world unto itself in terms of alignment. This is a good option if the 
margins are not exactly centered on the page, but you want everything within the 
margins to be centered within the margin area. 

Click OK to apply the grid changes to your document. 

Rotating drawing objects 
There are two ways of rotating drawing objects: freely with the mouse, or using 
commands to rotate them in precise 90-degree increments. 

• To Free Rotate, click the object and, on the Drawing toolbar, click the rotation 
tool (a curved-around arrow). The handles on the object become green dots. Drag 
any dot to rotate the object on its own axis; the object is set in place when you let 
go of the mouse button. ( Option-drag to rotate the object on its end instead.) 

CHAPTER 18: T HE GRAPHICS PROGRAMS OF OFFICE 2001 

lines & Shapes: The 
Drawing Toolbar 

595 



lines & Shapes: The 
Drawing roolbar 

• To rotate in 90-degree increments-, click the object and, on the Drawing toolbar, 
choose Draw➔Rotate or Flip➔Rotate. Left or Rotate Right. Repeat the process to 
<;:ontinue rotating the object a quarter turn at a time. 
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• To flip a drawing object, click the object and, on the Drawing toolbar, choose 
Draw➔Rotate or Flip➔Flip Horizontal or Flip Vertical. Flip Horizontal reverses 
the object from side to side; Flip Vertical turns it head-over-heels. 

Formatting Pidures and Drawings 
Once you've placed a graphic into a document, you can touch it up in a number of 
ways, from fixing a scanned photo to fattening up an arrow you've drawn. 

Microsoft offers these image tools in triplicate, just to make sure that you can't pos­
sibly miss them: 

Contrast Brightness Figure IB-6: 
Top: The Picture too/bar is a quicker 
route to many of the settings that ore 
unique to pidures. ld For , P IOtvN .. 

l'it Plo • W .ots l C . - - Bottom: The Format Pidure dialog box 
offers the some controls, and more. Note 
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• The Formatting Palette. When you click a picture or drawing, whatever sections 
you're used to seeing there (Font, Borders and Shading, and so on) vanish, to be 
replaced by an arsenal of graphics controls (Fill, Line, Size, and so on). 

• The Drawing or Picture toolbar appears on your screen whenever you dick a 
graphic of the corresponding type. The formatting controls available to you are 
different for each kind of graphic (drawing or picture; see page 586). 

• The Format dialog box. When you double-click a drawing or picture in Word or 
Excel, this massive, multitab dialog box appears (see Figure 18-6). Its various 
panes let you specify every conceivable aspect of the selected graphic. 

The following discussion focuses on the Format dialog box because it's the most 
complete. Most of the choices described in this section also appear, however, in the 
Formatting Palette and the appropriate toolbar. 

The Colors and Lines Tab 
On this tab of the Format dialog box, you can specify a color, picture, or pattern that 
will fill in the interior of your picture or drawing. 

Note:This option is designed to fill in the background of drawing objects and Office clip art. It may have 
no effect on other kinds of pictures. 

Fill Color: Standard palette 
Office comes with a standard palette of 40 colors (see Figure 18-7); click a swatch to 
open the palette, and then click the color you want. 

Figure IB-7: Color Picker 
The HSV (shown here) and 
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Fill Color: More Colors 
If none of the 40 meets with your artistic standards, Word offers six ways to mix 
your own electronic paints. To open the Mac1s Color Picker dialog box, choose More 
Colors from the Fill Color pop-up menu. 

Apple has provided six different ways to mix the elusive shade you're looking for. 
Icons at the left side of th.e Color Picker dialog box represent · them. Here are the 
various color pickers you can try: 

• The CMYK (Cyan, Magenta, Yellow, Black) picker has a slider for each of these 
four color elements (which match the four ink colors used in the printing busi­
ness). Cyan is a shade of blue, magenta of red-in other words, you may remem­
ber using something like the CMYK system to mix colors in first grade. 

• The Crayon Picker is the easiest one to use, as easy as picking a crayon out of a 
box. (The names are lots of fun, too.) 

• The HLS {Hue, Lightness, Saturation) picker is a circle controlling three clements 
of color. The hues (pure colors) are located around the edge of the circle-0 de­
grees for red, 60 for yellow, and so on; as you go toward the middle of the circle, 
the saturatio11 (amount of hue) gets Jess and less, going down to zero in the middle. 
The lightness, controlled by the slider at the bottom of the pane, is the amount of 
white mixed w:ith the hue: zero for all black and 100 for all white. Every color can 
be named by the percentages of Hue Angle. Saturatfon> and Lightness shown at 
the lower left. (Most of the time, no one will quiz you on these numbers.) 

• The HSV (Hue> Saturation> Value) picker works much the same way as HLS. In­
stead of a lightness slider, it has a value slider that controls the amount of black 
mixed -with the Hue, without adding in any white. Thus, you can make a wider 
range of darker shades with the HSY picker. 

• The HTML picker is the same as the RGB picker (see below), ex.cept its sliders 
show you the HTML code for the color you're choosing (and limit you to colors 
that reproduce consjstentJy in Web browsers). If you save your document as a 
Web page, these nwnbers will go into your source code to tell browsers what 
color to display. (The actual color varies depending upon the browser and moni­
tor on which the page is viewed.) 

• The RGB (Red, Green, Blue) system is most familiar to people who work in TV 
and theatre lighting; it measures the way colored light is mixed. For example, you 
make yellow with an RGB color picker by mixing red and green. 

Fill Color: Fill Effects 
If you choose Fill Effects from the Fill Color pop-up menu, you get the secret dialog 
box shown in Figure 18-8. It offers four tabs of its own, each offering a dramatic way 
to fill in the background of the selected dra\Ying object. 

• The Gradient tab lets you apply smoothly shifting colors within the interior of 
the object-rainbowlike, shimmery effects. 
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• The Texture tab is your personal Home Depot for marble, granite, burlap, and 
other building materials. When you need to dress up, say, a title or heading by 
«mounting it" on a stately, plaque-like rectangle, these squares are just the ticket. 
( Click Other Texture to choose a graphics file on your Mac that you'd like to use 
instead as a tiled, repeating background pattern.) 

• The Pattern tab offers a variety of two-color patterns; using the pop-up menus at 
the bottom of the dialog box, you can specify which is the dark color and which 
the light one. 

• Finally> when you click the Picture tab, you,ll :find no pictures to choose from­
at first. Click Select Picture to choose any picture file on your Mac> including but 
not limited to Word Clip Art. Click Insert to bring the picture into the Picture 
tab, where you can see what it will look like. Click OK. 

Figure 18-B.: 
When you dkk the Colors radio buttons on 
the Gradient tab, you can use any of Word's 
color pickir,g tools to choose the colors to 
apply to the gradient eff eds. The Preset 
choice gives you a list of preinstolled custom 
color combinations with poetic names such 
as late Sunset and Fog. Use the bottom 
controls to indicate the direction of shifting. 
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Turning on this box changes whatever color you've chosen into a translucent ver­
sion; the text or objects layered abov-e or below it remain visible through the color. 

Line pop-up menus (Drawing objects only) 
In the Line section of the Colors and Lines tab, you can choose colors, dash and dot 
patterns, styles (single, double, and so on), and weight or thickness; all of it applies 
to the lines that compose the selected drawing. (Weight is measured in points, to the 
nearest .25 point.) 

As you'll soon discover, this option is dimmed for picture objects like dip art and 
digital photos. 
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Pick Line Color/Pick Fill Color 
Choosing this eyedropper tool on the line or .fill color palettes (not the Format clia­
log box) lets you click to pick a color anywhere on your Mac's screen. It can be in any 
open window, such as a Web page in your browser. When you click a color with the 
eyedropper, the line or fill takes on that color to match. That color is added to the 
bottom of all Office color palettes for your future use. 

Arrows (Drawing objects only) 
If you've drawn a simple line (as opposed to an enclosed shape), you can add an 
arrowhead to one or both ends, using the Arrow controls here. 

Size Tab 
You can always resize a picture right in your document by dragging its handles, but 
the Size tab offers some invaluable features. For example: 

• Height, Width. These boxes let you specify precise measurements for the height 
and width of your drawing object, in hundredths of an inch. 

• Rotation. You can rotate a drawing object (not a picture) to any angle. 

• Scale. These controls let you enlarge or shrink a selected graphic by a specified 
percentage. (If you turn on Lock aspect ratio before adjusting size, the drawing's 
original height-to-width proportions remain the same. The Relative to original 
picture size box appJies only to pictures; it lets you use the boxes in the Scale 
section to change the picture's size by a percentage of the original. By changing 
the percentage to 200, you double a picture's size.) 

Tip: Enlarging bitmapped images (like digital photos) is a recipe for blotchiness. And if you intend to print 
such graphics, be aware that their standard screen resolution, 72 dots per inch, is not fine enough to 
produce high-quality prints; for that purpose, use digital images of 150 dots per inch or higher. 

• Reset Word remembers the original size and aspect ratio (proportion of height 
to width). Click this button to restore the picture to its original size and shape. no 
matter how much you've played with it. (This option isn't applicable to drawing 
objects.) 

Layout Tab (Word Only) 
This tab of the Format dialog box lets you choose a text-wrapping option for a 
graphic placed in your text; see page 149 for details. 

Advanced Layout (Word only) 
You can lay out a Word page in a flash-by dragging. However, there may be times 
when you need to be more precise; you may want a certaln graphic to appear exactly 
1.23 inches from the top of the page> for example. For those times, use the Advanced 
Layout options. 
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To open the Advanced Layout dialog box, highlight a graphic in the document; 
double-dick it; click the Layout tab; then click the Advanced button. There are two 
tabs within this inner dialog box: Text Wrapping and Picture Position. 

Text Wrapping 
These advanced text-wrapping-around-graphics options are described on page 150. 

Pidure Position 
Use these controls to specify exactly where the picture lies relative to the page, and 
whether or not the graphic should stay attached to its text. (In other words, if you 
delete some text on an earlier page, should the graphic slide upward?) 

Note: Most of the controls here apply only to drawings, not pictures; there is an exception, however, as 
shown in Figure 18-9. 

• Horizontal. These settings control the horizontal relationship between a draw­
ing object and other parts of the page. Clicking a radio button activates the two 
menus where you choose options for the horizontal setting. 

For example, the Alignment controls let you choose left, right, or centered align­
ment on the page, and most importantly, what to align the object with: page, 
column, character (text), or margin. For instance, choosing "Left relative to Col­
umn'' aligns the left edge of your graphic with the left margin. The image will 
stick to the left margin even when you adjust the margins. 

Figure 18-9: Ad.val\ced Layout 
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The Picture Placeholder option is 
available only for pictures, not 
drawings. Checking this box is a way to 
swap the selected picture with another. 
When you click the pidure alter closing 
the Format dialog box, the Choose a 
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can import any picture file on your Mac. 
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• Book Layout is for wben you're using a two-facing-pages format. You can align 
the object with the inner (gutter) margin or outer mai;gin, or the inner or outer 
page edge. 

• Absolute Position measures the distance in inches from the right of a page Jand­
mark, such as Column, Marg.in, Page, or Character (text). Note that you can use 
the Column setting even if there's onJy one column on the page. 

• Vertical. The Alignment option lets you line up a drawing object with a margin, 
page, or line ( of text)-vertically, this time. For example, "Bottom relative to Page" 
puts the bottom of the object against the page bottom. 

You can choose an absolute position, in inches, below a Paragraph, Margin, Page, 
or Line (of text), always measured from the top. 

• Move object with te~, Lock anchor. Turn on these boxes to keep the object with 
the surrounding text, even if you cut and paste it or edit around it. 

• Allow overlap lets hvo objects overlap (if they have the same text wrapping style; 
see page 149). The text will wrap (or not wrap) around both of them together. 

• Picture Placeholder. As described in Figure 18-9, this option is exclusively for 
pictures; it let$ you swap one image for au.other. 

Picture Tab (Picture Objects Only) 
The tools on the Picture tab, as shown in Figure 18-6, give you a great deaJ of con,­
trol over how your image looks. For example: 

• Use the Crop from boxes to specify, in hundredths of an inch, h ow much you'd 
like to trim off eac.b side of a picture. (There's a crop tool on the Picture tool bar, 
of course, but .it doesn't permit this kind of numerical accuracy.) 

• The Color menu lets you turn your color graphic into grayscale, black and white, 
or watermark (an extremely faint image, light enough that you can still read text 
that _flows over it). These choices affect only the image itself, not the fill; adjust 
the fill on the Colors and Lines tab as described above. 

• Brightness and Contrast are mainly useful for touching up photographs, but 
they do affect clip art and other images. Increase brightness and contrast for a 
crisper look; decrease them for a softer effect. 

If you change your mind about anything you've done to a picture, remember you 
can undo your changes one by one by choosing the Edit➔Undo command. To start 
all over again, click the Reset button here to restore your pie.tore to its original, 
pristine condition. 

Picture Position Tab (PowerPoint Only) 
The Format dialog box offers this tab only in Power Point; its simple contro)s let you 
specify exactly where your graphic appears on the slide, relative to the center or 
comer of the slide. 
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Protedion and Properties Tabs (Excel Only) 
You can lock a graphic independently of the other spreadsheet elements, preventing 
anyone who doesn't have the paSS\'.vOrd from deleting or modifying it; that's the 
purpose of the Protection tab's sole checkbox. (As noted in the dialog box, however, 
you must still lock the spreadsheet itself as a next step; see page 477.) 

The Properties tab controls how your graphic should respond when you move or 
resize the spreadsheet cells on which it lies- whether or not it, too, should move or 
resize in kind. 1t also offers a "Print object" checkbox that, if left off, makes your 
object invisible in printouts. 

The Picture Toolbar 
The Format Picture dialog box described in the previous pages may be overrun with 
features, but when it comes to touching up pictures (scans, JPEG images, Office Clip 
Art, and so on), it's onJy the beginning. The Picture toolbar, which appears auto­
maticaliywhen you dick a picture, offers many more ways to dress up your images. 
(You can aJso summon it by choosing View➔Toolbar➔Picture . ) Move the cursor 
over the buttons on tbe toolbar to see their pop-up labels, as identified here: 

• Picture Effects applies Photoshop-like filters to a photograph, allowing you to 
radically change its look with a single click. You can make it look as if it were 
drawn in charcoal, for example, or made of stained glass. Click the Picture Ef­
fects button to see the full gallery of choices. 

• The Shadow button puts a shadow behind any type of picture, making it look as 
though it's floating just above the surface of your document. Click Shadow Set­
tings to open a toolbar where you can choose a different color for the shadow, 
and nudge it closer to or fuTther away from the picture. 

• When you click the Set Transparent Color button, the cursor turns into an arrow 
pointer. When you click ·that pointer on a solid color in your picture, everything 
of that color turns transparent. When your picture is a photograph, this is the 
way to eliminate the photograph's background and wrap te>...'1 tight against the 
foreground image; it works best if the photograph,s background is a solid color, 
or at least mostly so. (This tool has no effect on clip art pictures.) 

• The Color Adjustment tool works for both photographs and clip art. Clicking it 
opens a dialog box where you can increase or decrease the satim1tion (making the 
image colors appear more intense or w-ashed out), or adjust the amount of red, 
blue, or green in the image. You can do this just for effect, or to correct a photo­
graph that has a distorted tint from improper lighting. 

It's OK if you've never done this before; just click one of the radio buttons and 
watch what happe11s in the preview windows. You can see exactly how much you've 
changed the image. If you click the Reset Settings button, your altered image 
becomes the new "normal;' and you can adjust the color further. (To get back to 
the really original color, use Edit➔U:ndo as many times as necessary.) 
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The Picture Toolbar • Fix Red Eye and Remove Scratch are, of course, special tools for correcting pho­
tographs once you've inserted them in a Word document. 

• The Marquee tools along the bottom of the Picture toolbar are for selecting parts 
of photographs and other bitmap images. Click on one of the tools and drag it 
over the image to select the desired area. (To cancel a marquee selection, double­
click anywhere jn the document .) Now you can click the Cutout button to re­
move that area, or use the Cut, Copy, and Paste commands to place that part of 
the picture somewhere else. 

• The Magic Lasso tool (at the lower right) is the most exciting. It lets you click 
repeatedly around an irregularly shaped item in your picture (a person, for ex­
ample); the shimmering selection marquee hugs the outline of the item. To close 
the marquee and complete the selection, double-click back at the starting point. 

Once you've highlighted a portion of the picture in this way, you can cut out the 
selection, removing your ex-boyfriend from the picture forever. You can also ap­
ply effects selectively to that portion of the picture inside or outside the lasso; 
applying a dry brush effect to the background while leaving the people inside the 
Jasso clear, for example. 

Organization Chart 
MS Organization Chart 2.1 is dedicated to creating that unique artifact of corporate 
culture, the organization chart. These charts detail the hierarchy inside a company, 
noting who reports to whom with a series of boxes and lines. Each employee is 
represented by a rectangle containing his .name> title> and notes. 

UP TO SPEED 

Helper Programs: Organization Chart, Equation Editor, and Ciraph 
Office comes with several helper programs, each of which 
is dedicated to one specific task: organization charts, equa­
tions, and graphs. 

You're not meant to open these programs by double-click­
ing them as you would a normal Mac program; in fact, 
Equation Editor doesn't even have a Save command, and 
Microsoft Graph can't be launched by a double-click. In-

! stead, you open one of these helper programs from within 
another Office application. For example, if you're working 
in Word or PowerPoint, and you want to embed a graph 
(but you don't want to go through the hassle of opening 
Excel to do the job), simply choose lnsert➔Object. 

as Microsoft Graph. Now Microsoft Graph opens; at the 
same time, Office puts a placeholder graphic in your Word 
document, which shows where the graph will appear when 
you quit Graph. Once you're done creating your graph, 
close Microsoft Graph; the graph that you created appears 
automatically al lhe point that you chose-no copy and 
paste necessary. (In fact, the chart or equation appears 
there even if you close the helper program's window with­
out saving changes! Choosing Edit➔Undo is the quickest 
way to get rid of the aborted image from your document.) 

If you've already created an equation, graph, or chart us­
ing one of these applications, you can edit it by double­
clicking the object. The appropriate helper program opens 
automatically. 
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Office presents you with a list of the possible object types 
that Word can insert. Double-click the one you want, such 
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This sometimes cranky program is .in the Microsoft Office 200l➔Office folder, but 
most of the time you,ll open it by choosing Insert➔Object from within Word, Ex­
cel, or Power Point, and then selecting it from the list of objects to insert. 

Organii:alion Chart 

Creating a Chart 
When you first launch MS Organization Chart, you'll be presented wjth an Open 
Chart dialos box, in which you can select an existing chart to work with, or you can 
click the New button to create a new chart. You get a sparse \\fUldow containing an 
area for creating your chart, and a toolbar (see Figure 18-10). 

You start out with a chart showing positions for a manager and three subordinate 
co-workers. You use the toolbar button to add employee boxes to your chart, which 
expands to accommodate new boxes, like this: 

• Select. This arrow-shaped tool lets you select boxes or lines in your organization 
chart, or select text inside a chart item, before copying, cutting, dragging, or for­
matting them. 

• Enter Text. This tool lets you type text snippets directly on your organization 
chart without putting them in an "employee box." 

• Zoom. This tool magnifies or reduces the image of your chart by one degree. 
(With the Zoom tool selected, click the chart itself.) 

• Subordinate. Click this button, then an existing employee box, to get a box below 
the box you click, creating a subordinate employee. 

Tip: If you click the Subordinate button (or one of the other box-name buttons) more than once before 
clicking a box in the diagram, you get that many boxes all at once. For example, click the Subordinate 
button four times, then click a box in your diagram, to give that box four underlings. 

Figure 18-·I0: 
To move someone's box, represent­
ing o promotion or reassignment, 
use the Select (arrow) tool to drag a 
name to a new position. Most ofthe 
time, you'll want to drag a box so 
that it's squarely superimposed on 
another box; at this point your 
wrsor moy change to show where 
the box will appear when you let go. 
Move the cursor to the bottom edge 
of the target box to make the box 
you're moving an underling, or to 
the left edge to make it an equal, 
and so on. To get rid of on item in on 
organization chart, dick it to select it 
and then press Delete. 
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• Left Co-worker, Right Co-worker. These tools add a box for a co-worker to the 
left or right, respectively, of the box you click. 

• Manager. This tool creates a box above the box you click in, which indicates a 
manager for that employee. 

Tip: a€-click the Manager icon to insert a box between a manager box and its subordinates. (Highlight the 
subordinate boxes first.) 

·Assistant.This tool creates a box below and to the side of an employee box, indi­
cating an assistant to that employee. 

Changing employee information 
Each employee box that you create has two lines of text in it: Type Name Here and 
Type Title Here. To edit this info, click the Select (arrow) tool, click a box, and type 
the employee's name. Hit the Tab or Return key to highlight the placeholder for the 
employee's title, and then type right over it. You can also type in two lines' worth of 
comments below each employee's name and title. (If you dick outside the box, the 
<Comment> placeholders disappear.) 

When your company reshuffles, you can drag the boxes around to reflect the new 
corporate structure; as pointed out in Figure 18-10, Chart, when it's had a good 
night's sleep, makes your cursor change as you drag one box on top of another, to 
indicate where it will go when you release the mouse button. The trick often boils 
down to dragging a box in an L shape: directly onto another box, and then down­
ward (to make the dragged box subordinate) or left or right (to make it an equal). 

Tip: Press Shift-Tab to move backward through the lines in an employee's box. 

More tips: 

• ag -drag a box onto its new co-worker or manager to move a box without moving 
its subordinates. 

• Shift-drag a box up or down to move its group up or down. 

• Shift-drag a box in a horizontal group of boxes left or right to change the dis­
tance between it and the box to its left. 

• Drag the topmost box downward to move the whole chart on the page. 

Using different chart styles 
The Styles menu ( see Figure 18-11) lets you set one of three kinds of styles for the 
boxes in your chart: 

• Group. This part of the menu gives you six choices for how co-workers appear 
on an organization chart: horizontally, vertically, and so on. 
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• Assistant. The Assistant style turns the sele t db . h 
ager above it. c e oxmtot eassistantoftheman- Organiiation Chart 

• Co-Manager. For those hellish b usiness situations where an emp.loyee has more 
than one manager, you can apply a co-manager style to an employee box, making 
that employee the co-manager of her co-workers. 

Tip: Along the way, you can use the Text, Boxes, Lines, and Chart menus to specify the fonts, line styles, 
and colors used by your chart. 

When you close the window, you return to your Office document, where the graph 
is now in place. 

Figure 18-11: ........ .,J •1-

These styles govern how boxes are positioned and linked together. To apply a style, select a 
box, or several boxes (by Shift·dicking them), and then choose a style from the menu. 
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Equation Editor 
For the scientifically minded, Microsoft offers the Equation Editor program, which 
lets you create full -on equations worthy of any Ph.D. student at CalTech. 

When, in Word, Excel, or Power Point, you choose Insert➔Object and double-click 
Microsoft Equatfon Editor, you open this program: a window in which you type 
your equation, and a doubJe-row toolbar across the top that's filled with equation 
e]ement templates-fractions, radicals, integrals, summation. and set theory tem­
plates. Each offers a variety of symbols that you can incorporate into equations as 
complicated as you're likely to need. 

Note: Equation Editor isn't part of the regular installation- you have to install it using the Value Pack 
installer, as described on page 619. 

To create an equation, simply type it into the main window ( see Figure 18-12). When 
you run across a symbol that you can't enter via the keyboard (the standard Apple 
keyboard lacks, for example, an integral key), click the toolbar template button that 
contains the symbol you want to enter, and then select the symbol itself from the 
palette that pops up. If the symbol normally contains a few different places for other 
elements (such as a summation symbol), the symbol that you insert has placehold­
ers for the elements that surround that symbol. 
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Equation Editor As you work, you can: 
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• Change views. Equation Editor lets you magnify or reduce your view of the equa­
tion you're building; use the View menu to change zoom level. 

• Change spacing and alignment. When creating an equation> it's important to 
control spacing-especially when creating a matrix. The Format menu lets you 
set how your equation is aligned and how its elements are spaced. 

• Choose a style. Equation Editor lets you choose one of seven typographical styles 
for the equations that you write-Math, Text, Function, Variable, Greek, Matrix­
Vector, and Other {which lets you define your own style). To create your own 
style, choose Style➔Define, which lets you set all kinds of characteristics for ele­
ments of your equations (such as how text, variables, and symbols appear). 

• Change sizes. To quickly swap between normal and superscript sizes, use the Size 
menu, which gives you six options, plus the option of specifying your own size. 

= Untitled 2 ~ Figure 18-12: 
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double-row of symbol 
buttons, Equation Editor lets 
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symbol available. 

p=l 

Stvlo. Math !Zoom· 400\g I 4 I~~ I 

-... 
f­..,. 

Equation Editor has no Save command. When you're finished designing the equa­
tion, close the Equation Editor; the equation lands in the Word, Excel, or Power­
Point document from which you began this exercise. 

Microsoft Graph 
Microsoft Graph (Figure 18-13) is a.stripped-down version ofExcel's charting func­
tions. With it, you can create almost any kind of graph. You're likely to use it most 
often in Word or Power Point; there's little point to using it in Excel, whose charting 
functions are much more highly evolved. 

In a Word or PowerPoint document> choose Insert➔Object. The Microsoft Graph 
window appears, carrying unmistakable echos of Excel. It has four main elements: 
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• Cells. Just as in an Excel spreadsheet, Graph draws the information for its charts 
from its own set of cells. You can't type formulas into them, this time; you must 
type the numbers themselves into each cell. 

Microsoft Graph 

• Graph preview. This window shows you what your graph in progress looks like 
as you work. 

• Standard toolbar. Its commands let you manipulate items in your chart and in 
Graph's spreadsheet. 

• Formatting toolbar. The Formatting toolbar contains formatting commands a 
lot like those in Excel's Formatting Palette, such as text alignment, style com­
mands, and cell formatting commands. 

Entering Data 
To get started in Microsoft Graph, start by plugging numbers into the cells. Navigat­
ing through Graph's cells is similar to moving through an Excel sheet (press Tab to 
move right one cell, Shift-Tab to move left; Return to move down one cell, Shift­
Return to go up). You can also click the cell you want to edit. 

As in Excel, cells are labeled with letters and numbers. Unlike Excel, Graph's spread­
sheet has an extra row at the far left and an extra column at the top; you're supposed 
to type row and column headers into these special dedicated areas. Graph will use 
these cells in the chart for its axes and for the legend. 

Figure 18-IJ: 
The best time to use 
Microsoft Graph rather 
than Excel is when you 
want to whip up o quick 
graph w;thout bothering 
with Excel. ll on the other 
hand, the data you want 
to graph is already in on 
Excel worksheet go 
aheo·d and creole the 
chart in Excel instead. 
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As you work, you can make these kinds of changes to your chart: 

• Change the chart type. Microsoft Graph can produce every chart type that Excel 
can, but it starts out with a vertical bar graph. To change this chart type, choose 
one of the eighteen chart types from the Chart Type pop-up button. in the Stan­
dard toolbar. (If you can't figure out which icon it is, point to the toolbar icons 
without clicking and read the resulting tooltips). (See Chapter 13 for a discus­
sion of which chart type to use with which kinds of data.) 

To use a chart type that isn't present in the Chart Type palette, choose Chart➔ 
Chart Type to open the Chart Type window. This window is nearly identical to 
the Chart Type window in Excel, and it features the same range of chart types. 

• Swap axes. If Graph is showing the data on the wrong axes, click the By Row or 
By Column button in the Standard toolbar; either will swap the horizontal and 
vertical dimensions of the chart. 

• Change element colors. Click the element that you want to change (such as a bar 
or its background) and then select a new color from the Fill Color pop-up button 
( the "pouring paint can" icon) in the Standard toolbar. 

• Move or resize something. You can move the chart's legend by dragging it. Most 
other graph elements are fixed, but you can resize something (such as the legend 
or the chart's plot area) by clicking it and then drag one of the resize handles that 
appear at its corners. If you have a 3-D item in a chart, you can also drag its 
corners to rotate it, just as you can in an Excel chart that contains a 3-D element . 

Tip: If you really want to fine-tune control over a 3-D object, choose Chart➔3·D View, which gives you a 
control window in which you can control the exact rotation of a 3-D object. 

• Change the fonts. You're not stuck using Geneva in your tables. To change the 
font, select the item in question (label, axis, whatever) and then choose 
Format➔Font to bring up the Format window> where you can tweak the font 
size, style, color, underline, and so on. Click OK to save the changes. 

• Add a data table. If you want to include a data table ( which shows the cells used 
to make the chart)> click the Data Table button in the Standard toolbar. It plops 
the data table below the chart. 

Advanced chart options 
Choosing Chart➔Chart Options brings up the Chart Options dialog box, where 
you can control your chart's title, axes, gridlines, legend, data labels, and data table. 
It offers essentially the same as Excel's Format windows (see pages 462-464). 

Tip: If you have some information in an Excel sheet (or another database) that you'd like to import into 
Graph, you can do so by choosing Edit➔lmport File, which lets you import an Excel worksheet, or tab- or 
comma-delimited data, into Graph. 
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Installation and 
Troubleshooting 

Installing Office 
There are two ways to install Microsoft Office 2001 on your Mac: 

• Drag the Office folder from the Office CD-ROM onto your hard drive. This 
method is fast and simple, requires 160 MB of hard drive space, and gives you all 
four primary programs. 

• Run the Office Installer, a more traditional method of installing new Mac soft­
ware. Use this method if you want to control how Office is installed on your Mac 
and specify which components you want. 

Both of these methods are described in the following sections. 

Regardless of the primary installation method you chose, you can also install a few eccentric, optional 
Office components by running something called the Value Pack; see page 619. 

Drag-a.nd-drop Installation 
Microsoft's Macintosh Business Unit-the people responsible for building Mac pro­
grams at Microsoft-have done a lot of research to ·find out what Mac people want 
in their programs. One finding was that, surprisingly enough, people don't like com­
plicated installers. So Microsoft came up with the drag-and-drop installation, which 
set a new world standard for simplicity and speed. (Or, more accurately, it returned 
to an old standard-the way Mac software was in its earliest days.) 

Here's how it works. 
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Installing Office 1. Put the Office 2001 CD into your CD-ROM drive. 
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After a moment, the Microsoft Office 2001 CD window opens. Inside you'll see 
three folders: Microsoft Office 2001, Internet Explorer 5 Folder, and Value Pack 
(see Figure A-I ). 

~ ~ Microsoft Office 2001= 
17 Items, 21 OK available 

EJB Rg11reA•I: 
The major item of interest in this window is the 
Miaosoft Office 2001 folder-to install Office, drog this 
folder onto your hard drive. If you wont to install 
Internet Explorer, you can also drag its folder onto 
your hard drive. ~ 

Microsoft Office 2001 

<- To install Office, jll3t 
<- copy this folde r to your 
<- hard disk . 

<- To install Internet Explorer 
<- copy thi s folder to 

Internet Explorer· 5 Folder <- your hard disk, 

<- Install a variety of 
<- components that enhance 
<- Office 2001. 

Ill 
Warranty Information 

-

UP TO SPEED 

Office 2001 Requirements-and Mac 05 X 
To use Microsoft Entourage 2001, your computer must have 
at least: 

with virtual memory (ranked (in. the Memory 
control panel) to at least 49 MB 

• A 120-MHz PowerPC chip 

• Mac OS 8.1 or later (OS 8.5 or later recom­
mended) 

• 160 MB of disk space (depending on the mod­
ules you install) 

• Monitor that can display 256 grays or colors and 
640 x 480 pi>cels or more. 

• With Moc OS 8. 1 through 8.6: 32 MB of memory, 
with virtual memory cranked (in the Memory 
control panel) to at least 33 MB 

• With Mac OS 9 and later: 48 MB of memory, 
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• With Mac OS X· If you' re running the traditional 
Office 2001 in the Classic emulation mode, it 
behaves just as though you're running it on a 
regular Mac OS 9.1 Mac. Of course, Mac OS X 
itself requires about 64 MB to itself, so you'll need 
128 MB to run Office. 

Of course, Microsoft is planning to release an enhanced 
version of Office:Mac in the fall of 2001. At this writing, 
nobody knows what it will be called. But Microsoft has said 
that the upgrade will cost at least $100 (less if you own 
Office 2001 ), and that it will offer new features not avail­
able in the original Office 2001. When the time comes, 
check wvvw.missingmonuals.com for a free update supple­
ment to this book that covers the new features. 



2. Drag the Microsoft Office 2001 folder onto your hard-drive icon, or into your 
hard-drive window. 

After the Finder has finished copying about 800 files onto your hard drive ( which 
should only take a few minutes), the first part of your installation is essentially 
done. You're ready to run your first Office program. 

3. Open the Microsoft Office 2001 folder on your hard drive. Double-dick one of 
the Office programs-Word, Excel, PowerPoint, or Entourage. 

The first time you launch one of these programs, something called Microsoft 
Office First Run pops up. It's a special program that appears the first time you 
start Office; it's designed to collect your serial number, process your registration, 
and copy various files (such as shared libraries, which are chunks of computer 
·code that the various Office applications can share to avoid duplication) into 
special nooks and crannies of your System Folder. 

4. Fill in your name and (if you like) your organization's name, and then the 10-
digit product code that came with Office. 

You can find this serial number on the back of the first CD sleeve in the Office CD 
case. 

5. Click OK. 

Office shows you a code and asks you to remember it; you'll be asked for it when 
you call Microsoft's help line. (You don't actually need to remember it; you can 
always retrieve it by choosing the About command from the• menu while run­
ning any Office program.) 

First Run now copies the various files that Office needs to do its job into the 
appropriate folders of your System Folder. 

The splash screen for the Office program you double-clicked now appears. This 
first time, the program takes longer than normal to launch, because it has to 
configure the various office components, analyze your Mac's fonts, and so on. 

Next, a window pops up asking you to register Office. It gives you two choices: 
Register Now and Register Later (apparently, Never Register isn't an option.) 

6. Click Register Now or Register Later. 

Register Now opens your Web browser to take you to Microsoft's registration 
Web page, while Register Later dismisses the window and finishes opening your 
program. 

Using the Traditional Installer 
If you're the type who likes using a more traditional installation program, Office has 
you covered. You may want to use this installer if, for example, the drag-and-drop 
approach gives you more, or less, or different software components than you'd like. 
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Installing Office 1. Insert the Microsoft Office 2001 CD in your CD-ROM drive. 

'1 
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After a moment, its window appears. 

2. Scroll to the bottom of that window to reveal the Microsoft Office Installer icon 
(it's not immediately visible). Double-dick it to launch the Office installer. 

When the program launches, you'll see a standard installation window like the 
one shown in Figure A-2. 

3. Choose Easy Install or Custom Install from the pop-up menu in the upper-left 
corner. 

Use the Easy Install if you just want to install Office and don't need- or want­
to specify exactly which Office features you want to install. (You'll get exactly the 
same components you'd have received using the drag-and-drop installation 
method.) 

- ~- ·- Microsoft Office Installer ----==-_·_ :.;-" 06 Fig11reA-2: ----

( Easy Install ~ I 

Recommended for most users. Easy installs all Office applications and 
popular components. 

-- - Microsoft Office Installer ~~ _ 0 el - - -

I Custom Install ; ) [ SelectAII ) 

v ® MlcrosoftWord l!J 
18] Word Program Files II) 

lns:tall I t8l Help for Microsoft Word II) 

Th 181 WiZtll'dS II) 
[==:ldls I> 181 Templates II) 

I> 181 Proofing Tools II) 
lnstal l8l Find all Word Forms II) 

'v (8J Microsoft Excel II) 
- (8J Excel Program Files II) .... 

181 Help for Microsoft Excel II) 
I> [81 Add-Ins 0 
I> f8l Templates 0 

v (8J Microsoft PowerPoint II) 
f8l PowerPoint Program Files II) 
(8J Help for Microsoft PowerPoint 0 
f8l Design Template<; II) -.. 
l8l Content Templates III -.. 
Disk space available : > 2GB Approximale disk space needed : 182,';!56K 

lnsta II Lo cat loft . ... -
Th• folder "Micr osoft Office 2001 " wi ll be created on the 

( Quit I 
I C:J disk "Macintosh HD" 

[I I) ! Install Location1 / Macintosh HD ~1 Install 
I -

-
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(such as the Clip 
Gallery and Microsoft 
Graph), and the various 
starter documents 
(templates, wizards), 
proofing tools (spelling 
and grammar 
dictionaries), and help 
files that accompany 
them. 



Use a Custom Install if you'd prefer to specify exactly what parts of Office you 
want to install. You're immediately offered a list of Office components, as shown 
in Figure A-2. You can click the little I button for a brief description of each 
element, but the basics are clear enough: To save disk space and installation time, 
you can turn off the checkboxes for certain Office software bundles. 

4. Click Install. 

After asking you for your name, organization, and product identification num­
ber (the 10-cligit serial nwnber on the first CD sleeve in your Office CD case), the 
Office Installer starts throwing files onto your hard drive. As it does so, it gives 
you some information about Office 200l's new features. 

Once it finishes up, you're ready to launch an Office application. You won't have 
to sit through the First Run program, as described in the previous Step 5; the 
Office installer has already done that work for you. 

Installing the Value Pack 
When you install Office 2001, either by dragging the Office folder to your hard drive 
or using the traditional installer1 you're not getting everything that Office has to 
offer. And that's why there's the Value Pack Installer. It can install hundreds of mega­
bytes' worth of useful components> including more Assistant characters~ more fonts, 
more clip art, more templates, the Equation Editor, the software you need to syn­
chronize Entourage with your Palm organizer, Unbinder (a utility to split Windows 
Office Binder files into their component Office documents), Word 97-2001 Con­
verter (lets Word 5.1 or 6.0 users import Word 2001 documents),and so on. Most or 
these components are described in the appropriate chapters of this book. 

To install items from the Value Pack, double-dick the Value Pack Installer and choose 
the items that you want to install. If you want to go hog wild, click the Select All 
button, which takes care of the whole enchilada-over 7,000 files. Now that's value. 

Even More Valuable Downloads 
Just after Microsoft released Office 2001:Mac, it also released three useful down­
loads: 

• Entourage Add-ins is a set of AppleScripts for Entourage that lets you quickly 
open a contact, copy a contact to the clipboard, and switch a contact's home and 
work addresses. 

• QuickView is a Control Strip tile that lets you create new Office documents, open 
the Office Address Book, and switch identities with a single click. 

• Remove Office lets you completely uninstall Office 98 (if you had it previously 
installed) or Office 2001 from your hard drive. 

These downloads are available from Microsoft's MacTopia site (www.microsoft.com/ 
mac). That's where you can also find Service Release 1, a free updater released in 
April 2001 that fixes dozens of bugs in all four Office programs. 
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Self-Repair and Troubleshooting 
Once you've installed Office, you're supposed to leave its thousands of software pieces 
where they lie. If you drag Word out of the Microsoft Office 2001 folder, for ex­
ample, it won't work; double-clicking it gives you only a stern reprimand-and a 
suggestion that you put Word's icon back where it came from. 

Tip: Taking a moment to add the Office programs to your • menu or Launcher is an excellent idea; 
nobody wants to burrow into the Microsoft Office 2001 folder to find the Word icon 23 times a day. Or, at 
the very least, 00-0ption-drag the four main programs' icons out of the Microsoft Office 2001 folder and 
onto your desktop, creating aliases that remain convenient for quick launching. 

Unfortunately, the occasional Mac owner still sometimes throws out Office shared 
libraries by accident, movies software pieces around, and so on. After hearing from 
one too many Office user who couldn't open Excel because of some missing System 
Folder file, Microsoft decided to create a feature called self-repair. 

Self-repair means that Office 2001 keeps duplicate copies stashed away of every Sys­
tem Folder file that it needs to function properly. If one of those files ever goes 
missing from your System Folder, Office quietly reinstalls it. All you experience is a 
delay as Office copies the proper file to the System Folder. 

Rarely, though, one of these library files becomes corrupted. If you're experiencing 
strange crashes, investigating that possibility is one of the three general Office trouble­
shooting steps: 

• Give the problem program more memory. 

Start by quitting the program. Then open the Microsoft Office 2001 folder, high­
light its icon, and choose File➔Get Info➔Memory. Edit the number in the bot­
tom box-the Preferred Size. If you've been having trouble with the program or 
getting memory error messages, for example, increase this number by 10 per­
cent. (If the problems persist, increase it another 10 percent.) After changing the 
Preferred Size number, close the Get Info window. The job is done. 

• Try throwing away the Office preferences files. 

That is, open the System Folder➔Preferences➔Microsoft folder; throw away the 
files bearing the name Office, Word, PowerPoint, Excel, or Entourage. (These pref­
erence files occasionally become corrupted.) When you next start the correspond­
ing programs, they'll create fresh, clean copies. 

• If these tactics don't help, try going into the Extensions folder (System 
Folder➔ Extensions). 

Round up and delete the files in this folder that begin with Microsoft or MS. 
Then, launch the offending Office application, which reinstalls the moved files. If 
the problem goes away, it may have been a corrupted shared library; go ahead 
and throw out the desktop folder containing the files you moved. 
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The Office 
Help System 

Microsoft,s electronic help screens may not explain all the burning myster­
ies of life> or even of Office 2001, but they're often enough to get you out 
of a jam. And they're great for showing you different, and often faster, 

ways of doing something or revealing Office features you never knew existed. 

In fact, Office offers two different help systems: Balloon Help and the full-blown 
online help system, for which the animated Assistant character is a front end. 

Balloon Help 
When you choose Help➔Show Balloons, in ti.me-honored Mac tradition, pop-up 
text balloons identify whatever you're pointing to (see Figure B-1). Balloon Help 
seems to be disappearing from most Mac programs these days> but in Office 200 l , it 
works almost everywhere-when your cursor points to menu commands, controls 
in dialog boxes, and buttons on toolbars and palettes. (They alsoi when turned on, 
stand in for pop-up labels in the reviewing and comments features.) 

Note: Although Office's dialog boxes offer Balloon Help, the balloons don't show up if you have a Help 
window open (not counting the Assistant, described next). 

The Assistant 
When you first launch Office and open a document, a little window pops up along­
side your document window, showcasing a Little Mac PJus with feet and a repertoire 
of cutesy mannerisms. This is Max, the Assistant. 
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The Assistant Tip:To witness all of Max's moves, Control-click him and choose Animate! from the contextual menu. Max 
performs a different animation each time. 
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File Edit 

You can make Max's window smaller by dragging the lower-right corner, and col­
lapse or close his window using the boxes at the left side. And of course, as with any 
Word toolbar, you can move Max around on the screen by dragging the bar. 

To the surprise of many, Max was not, in fact, designed purely to annoy you. His 
primary function is to give you access to Office's help screens, like this: 

1. Click the Max window, or choose Help➔Microsoft Help, or dick Help on the 
Standard toolbar, or press the Help key. 

Max's speech balloon opens, asking, "What would you like to do?" 

2. Type a question, or a few key words, into the balloon window and dick Search 
(or press Return). 

Insert Format Font Tools Table Windo, 

Master Document 

formatting Pillette 
Toolbars 
Ruler ~R 
Document Map 
Office Clipboilr(! 

Word 5.1 Menus 

Header and Footer 
footnot e<.. 

Page Layout/Page Break Preview 
(View menu) 

Sw itches ihe active document to 
pag! layout or pag! break prev i!w-, 
which is an ! diting v ie'« that 
displays your docurnenl as; 11 will 
print. Page layout v iew uses more 
system memory, so scrolling may 
be s lower, espec ially if your 
document conta ins many pictures 
or complex formatting. 

FigureB-1: 
Top: Bo/loon help is for more useful 
(and verbose) than Microsoft's own 
too/tips. Balloons don't just identify 
various controls and commands; they 
may sometimes explain why a control is 
dimmed or how to use a certain tool. 
Choose Help~Hide Balloons to turn it 
off. 

What vould you Ii Ice to do? 

Bottom: Max, the Office Assistant doing 
what he's designed to do: Showing 
search results from the Help files. But if 
it's been awhile since you've typed 
anything, he'll start turning himself into 
Rubik's Cube configurations out of 
sheer boredom, and finally keel over 
with a clunk. 

e Over v iew' of addi ng pag~number s 

e, Remove page numbers 

t."I Troubleshoot p8ge numbers ond line nurnoers 

~ Format page numbers 

e Speci fy how to start or restart page numbering 

.,.. See more .. 

I page numbering 

Opllo~ Caooil 

OFFICE 2001: THE MISSING MANUAL 



For example, you might type page margins or How do I make a table? Office searches 
the Help system and displays a list of topics in Max's speech balloon that more or 
less match your query. 

The Assistant 

3. Click the blue button beside a promising-looking topic. 

A Microsoft Office Help window opens to the selected topic. (See «Using the 
Help Index" b~low for more detail on navigating this window.) 

To look at a different topic, click Max. again to bring back the search balloon and list 
of topics; when you click another blue button, the next topic appears in the Help 
window. The Help window has Forward and Back buttons to navigate among the 
help screens you've looked at so far. 

Tip: You can work in your document with the Help window open. If you don't need it anymore, click its 
Close button to dismiss it. 

Assistant Options 
Sometimes, as you're working along, the Assistant chimes and displays a light bulb 
icon. Clicking th.e light bulb displays a tip about the Office feature that you appear 
to be stumbling with. Other times, the Assistant offers to launch a Help topic, such 
as when you start to draw a table, open a wizard, or start to format a letter. 

You can always ignore the tip, or click Cancel if you don,t want to use the letter 
wizard, but it's possible to prevent the Assistant from even suggesting such a thing­
and that's fortunate, because these tips are rarely relevant. The place to control the 
Assistant's behavior is the Office Assistant dialog box; to open it, click Options in 
the Assistant's speech balloon. You can always open this dialog box by control-click­
ing the Assistant and choosing Options from the contextual menu. 

Some of the options are self-explanatory; here are a few that may not be: 

GEM IN THE ROUGH 

More Assistant Charaders 
Why do so many Mac fans react so negatively to the Help 
character? Is it the notion of an onscreen peeping Tom 
who's observing your actions? Or is it Max himself? 

If it's the Mac Plus itself that bugs you, you can choose a 
different Assistant from a set of thirteen other assistants. In 
order to access them, you must first install them from the 
Value Pack on the Office 2001 CD, as described on page 
619. 

Once you've installed the entire gamut of Assistants, you 

can switch among them by Control-clicking the Assistant 
and choosing Options from the contextual menu. The Office 
Assistant dialog box opens, as shown in Figure 8-2. If you 
click the Gallery tab and then click the Back and Next but­
tons, you can view all the Assistants available, and listen to 

a sample sound snippet ofeach. (Hint: The Office Logo is 
the least obtrusive Assistanl) Click OK when you find an 
Assistant that you can live with. 

The Office Assistant dialog box doses and the new Assis­
tant takes Max's place. 
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The Assistant • Respond to Help key. If you uncheck this box, pressing Help will open the Office 
Help system window instead of opening the Assistant's balloon. 

622 

• Help with wizards. When you use a wizard in Office, the Assistant can offer addi­
tional tips as you work. Clearing this box turns this feature off. 

• Display alerts. This option makes Office error messages appear via the Assistant's 
speech balloon. Turn it off to see them in standard message boxes. 

• Include product help in Visual Basic Editor. This option makes the Assistant 
offer help in the Visual Basic Editor, as it does in the other Office programs. 

• Guess Help topics. This option is one of the first things Office veterans turn off; 
it makes the Assistant offer help when you're starting a letter, for example. 

• Show tips about. The three checkboxes on this panel control what kinds of tips 
the Assistant offers while you're working. In reality, tips are few and far between. 

• Show the Tip of the Day at startup. Office can show a different learning-this­
program tip each time you launch any Office program. Usually, they contain use­
ful information ("To repeat most commands and actions, press Command-Y.") 
Occasionally, Microsoft's programmers throw in attempt at humor ("You can 
hurt yourself if you run with scissors.") 

Clicking "Reset My Tips" reshuffles startup tips you've already seen into the pile. 
Office warns you that you may see repeat tips when you click this button. 

Turning the Assistant Off 
Just clicking the Assistant window's Close box makes Max wave and chirp, but he 
may still reappear now and then. If you'd really rather not include him in your Office 
experience, ever, use the new Office 2001 command that has a certain population of 
Mac fans cheering: Help--)Turn Assistant Off. 

Office Assistant 

Gallery Options -------- ------- ----------. 
Assistant capabilities 

g Respond to Help key g Move when in the way 

El Help with wl2c1rds g Guess Help topics 

0 Display alerts D Make sounds 

D Include product help in 'Visual 5asic Editor i Spaa~ ,1lert t f' '- \ 

'ihowtips about 

0 Using features more effectively 

0 Using the mouse more effectively 

other tip options 

D Show the Tip of the Oay at startup 

D Keyboard shortcuts 

ResetMyTips j 

I Can cel I [L OK I) 
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Figure B-2: 
If you're trying to 
sleep and you hear 
your Moc making 
clonking noises, it 
may just be the Office 
Assistant up to his 
usual tricks. Consider 
turning off ''Make 
sounds." 

Click OK to put your 
new settings into 
place, or click Cancel 
to exit the Office 
Assistant dialog box 
without changing any 
settings. 



To get help with the Assistant turned off, use any of the techn· 
iques described next. 

The Help Index 

The Help Index 
The real meat of Microsoft's help-the help screens that are supposed to take the 
place of a real manual in Office 200 I-appears when you use one of these methods: 

• Do a search using the Office Assistant, as described on page 621. 

• Choose Help➔Contents and Index. 

• Turn the Assistant off (as described above), and click the Help button on the 
Standard toolbar, press the Help key, or choose Help➔Microsoft Help 

The Help window opens, as shown in Figure B-3, with three key buttons at the top: 

• The Contents button, which looks like a little house, displays the master list of 
topics in the left pane of the Help screen ( see Figure B-3). 

• Clicking the A-Z Index button changes the contents of the left pane to a list of 
hyperlinks, one for each letter of the alphabet. Clicking a letter shows a list of 
topics that begin with that lener. Click a topic name to see a list of subtopics, 
which are once again links to pertinent Help screens. This method may be the 
quickest when you know exactly what you want to look up, for example, margins 
or tables. 

• Clicking Search opens a text box and a Search button in the left pane. Type a 
question or a few key words into the box and click Search-this approach pro-

FigllRB•J: CJ I .. ,I - '" h .. , .. MS Ward H1ll1 -· . -
• . ~ C:ontent:s .:, ... Index @t Se~rch r 

• 

!l!ffi• me 
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don't need to click the flippy 
triangle) for o list of subtopics. 
Each subtopic is o hyper/ink thot 
opens the topic's Help screen in 
the right pane. 

I> Whal'sNeY Ways to get assistance while you work 

If you can't find the information 
you need in the Help window, 
choose one of the links to 
Microsoft's Mac Web site, where 
you might have better luck. 

I> 
I> 
I> 

'<7 

I> 

I> 

I> 
~ 

I> 

I> 
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Asking for Hel l! frqM Ill!! O!ficeA581St<1nt 
Using Word if You Have = = 
a Disability GeHi ngJk!.11 from the He! 11 menu 
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Suing Documents 
l 
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Typing, Ne.lligaling question In the Assistant- not Just as single word or a 
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The Help Index 

624 

duces the same results as typing into Max's search window. The topics found by 
the search are listed below the Search button in the left pane. As always, these 
topics are links that open the corresponding Help screen. 

, Web-Based Help 
The Microsoft Office for the Mac Web site contains Frequently Asked Questions 
pages, instructional articles, updates for download, and, when all else fails, a gate­
way to Microsoft's technical support department. To go there, choose Help➔Help 

on the Web. Office launches your Web browser and shows you an introductory page. 
It contains hyperlinks to five of the most useful Mac pages on Microsoft's Web site: 

• Visit our Web site at microsoft.com/Mac links you to Microsoft's primary Web 
page for its Mac users: MacTopia. Some pains have been taken to gather every­
thing a Microsoft for Mac user might need in one place, including tips, links to 
news articles, and free downloads like Internet Explorer and Outlook Express. 

The most important things to read on this page are the "Office 2001 News" links, 
which include tip sheets, explanations of problematic error messages, and new 
download announcements. 

• Microsoft Office 2001 for Mac is a link to MacTopia's Office 2001 home base. 
Although much of this page is directed toward selling Office, a list oflinks at the 
left side of the page is helpful to those who have already made the purchase: FAQ 
pages, How-to articles, and news announcements. 

One of the most critical links on this page is the Support link, which takes you to 
a technical-help page. Here you'll learn that you're allowed to call for free Office 
help on two different issues before Microsoft starts charging $35 for each call. 
There's also a link to Microsoft's "Knowledge Base," a vast, searchable collection 
of how-to articles (most of which are about Windows products). 

• Office 2001 How-to Articles is a link to the how-to articles mentioned on the 
other MacTopia pages: illustrated, step-by-step procedures for such Office tasks 
as creating invoices, animating a chart in PowerPoint, and publishing a flyer. 

• Microsoft Product Support Services takes you to a list of links to FAQ pages for 
all Office programs. These pages cover major issues, often helping you take ad­
vantage of Office features (such as configuring Entourage to collect email from 
your Hotmail account) or providing timesaving troubleshooting information 
(such as a list of known extension conflicts). 

• Free Updates and Downloads are free downloadable accessories, like the "Re­
move Office 98" application, a Microsoft auxiliary application called WordSpeak, 
a launcher for Office programs called Microsoft Office Manager, and updaters 
like the Service Release 1 pack of April 2001. You'll also find lists of keyboard 
shortcuts and the AppleScripts described on page 619. None of it came on your 
Office 2001 CD, and all of it may get company as Microsoft adds new utilities. 
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abbreviation expansion see Entourage add-ins, 617 cells, 441-443 
AutoText in Address Book, 360 charts and graphs, 463-464 

absolute references, 424-425 in Entourage, 297 pages, 120 
accounting formatting, 446 Script menu, 392-394 paragraphs, 118-121 
Add-lns,517 appointments see calendar tables, 542 
Address Book (Entourage), area charts, 45 7 breaks 

357-370 arrows, 591-592, 600 column, section, 138 
categories, 390-391 assistant see Max the help paragraph, line, page, 138 
creating a contact, 359- character brightness and contrast, 602 

363 attachments see file bubble charts, 458 
creating groups, 365 attachments bullets 
editing and deleting Auto Web Publish, 483-484 animating on slides, 562 

contacts, 364 AutoComplete, 88-89 automatic unsolicited, 94 
flagging contacts, 363 in Excel, 403 in PowerPoint, 540-541 
importing contacts, 365- AutoCorrect, 3, 84-86 in Web pages,267 

367 overriding, 86 picture bullets, 108 
links to other Entourage AutoFill handle, 406-407 bullets see also lists 

items, 387-390 AutoFilters, 435 business cards (email), 363 
long form vs. short form, AutoFit command, 440-441 buttons see also bullets; 

360 Autoformat, 92-96 toolbars 
Notes module, 370-372 in Excel, 438 adding or removing from 
photos of your friends, automatic backups, 38 toolbars, 575-577 

362 AutoShapes, 584, 588-589 drawing your own, 576 
printing, 370 in Excel, 452 

C using in Word, 3 AutoSum button, 416-417 
Web links in, 370 AutoSummarize, 211-213 calendar (Entourage), 337-356 
window elements, 358 Auto Text, 87-90 see also Palm 

addresses AutoComplete, 88,89 synchronization 
finding, 384-386 creating an entry, 87-88 categories, 390-391 
when sending email, 319- fields, 90 email invitations, 347-350 

321 graphics, 89 editing and rescheduling 
alignment triggering an entry, 87-88 events, 345-346 

click and type, 83 axes see charts and graphs importing holiday file, 350-
columns, 142 

B 
351 

drawing objects, 594 links to other Entourage 
email paragraphs, 324 backgrounds items, 387-390 
equations, 608 for Web pages, 262 printing, 346-347 
outline numbers, 202 for Word themes, 137 recording appointments, 
page numbers, 183 in Word documents, 262 340-345 
pictures, 60 l in worksheets,476 recurring events, 342-343 
tab stops, 116 PowerPoint slides, 537· reminders, 343-344 
tables, 163 538 saving calendar as Web 
WordArt objects, 589 bar charts, 456 pages, 351-353 
paragraph, 110 Base64, 327 switching views, 337-340 

all caps, 103-104 Bee (blind carbon copy) tasks see tasks 
animated text, 137 address, 319-321, 365 captions, 221-224 

for Web pages, 264 binder documents, 482 cartoon Macintosh see Max the 
in PowerPoint, 561-566 BinHex,327 help character 

animations see Power Point birthdays, 370 categories, 390-391 
anniversaries, 3 70 boldface, 101-102 Clip Gallery ( clip art), 585 
annoying cartoon character automatic unsolicited, 95 Cc (carbon-copy) address, 319-

see Max the help bookmarks, 218-220 321 
character as hyperlink targets, 272 CDs as PowerPoint 

AppleDouble format, 327 borders soundtracks, 546 
AppleScript automatic unsolicited, 94 cells (in Excel) 



auditing toolbar, 489-490 Clipboard in data merges, 240-243 
AutoFit command, 440-441 search-and-replace, 70 date formats, 402, 446 

email 

borders, fonts, and colors, clipping files, 5 7 dates 
441-444 color adjustment, 605 appearing automatically, 

changing sizes, 440 color picker, 600 84-86 
copying and pasting, 408- column charts, 455 automatically updating, 

409 columns, 30, 140-142 see also 216-217 
data validation, 508 worksheets definitions see dictionary 
defined, 398-399 adjusting widths, 142 (definitions) 
editing directly in, 399 column breaks, 139 dialog boxes 
entering data in, 399-401 removing breaks, 70 secret keystrokes in, 71 
erasing, 412 comments dictionaries ( spelling), 79-82 
filtering, 506 in Excel, 472, 515-517 dictionary (definitions), 4 
font formatting, 448-449 in Word, 167-169 in Excel, 516 
inserting and removing, navigating, 63 in Word, 30-31 

410-411 search-and-replace, 70 digital cameras, 452, 584 
merging, 450-451 conditional formatting, 439 directory services, 322 
number formatting, 444- conduits (for Palm), 374-379 "Disk is Full" error, 36 

448 cone charts, 458 document formatting, 123-128 
rotated text, 449 contacts see Address Book margins, 123-125 
selecting techniques, 407- Copy command, 53 themes, 136-138 

408 across Excel worksheets, Document Map, 203-205 
sorting, 506 405 button in Word, 33 
text alignment, 449-450 in Excel, 408-409 documents see also saving 

centered text see alignment keyboard shortcut, 60 documents 
change tracking see track cropping graphics, 602 attaching toolbars to, 577 

changes cross-references, 224-227 comparing documents, 
character formatting, 98-10 5 curly quotes see quote marks 175-176 

character spacing, 148 currency formatting, 446 sending as email 
for Web pages, 263-264 curves (drawings), 591-592 attachments, 326-328 

charts and graphs, 453-472 Custom Show option, 560 double-spaced text, 112 
adding more series, 459 custom views doughnut charts, 457 
axes,460 in Excel, 513 drag-and-drop 
data series, 454 in Entourage, 284, 386 in Excel, 410 
data table option, 460 Customize command, 573-582 in Word,56-58 
error bars, 464-465 Cut command, 53 installation, 615-617 
formatting and adjusting, in Excel, 408-409 Drawing toolbar, 591-592 

461-464 keyboard shortcut, 60 drawings see also graphics 
formatting axes and axis cylinder charts, 458 button in Word, 30 

labels,462 D drop caps, 104 
legend,462 
moving or resizing, 462- dashes, 70 E 

463 data forms, 512 email see also Entourage 
one-step shortcut, 464 data merges, 239-254 account types, 289 
rotating, 462-463 envelopes, 252-254 Address Book, 357-370 
selecting the data, 453-454 into a new document, 247 addresses and Address 
styles, 454-458 labels, 249-252 Book, 361 
titles, 460 straight to email,248-249 addressing, 319-321 
trendlines, 465-467 straight to the pr inter, 246 calendar invitations, 347-

circular references, 486 data series, 454 350 
Clear key, 59 adding more, 459 categories, 390-391 
click and type, 4, 83-84 data tables, 498-500 changing addresses, 289 
clicking, 7-8 databases, 490-492 see also composing, 321-323 
Clip Gallery (clip art), 584-591 FileMaker Pro creating hyperlinks to, 275-

in Excel, 452 importing to Excel, 493-494 277 
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email deleting, 303-305 deleting messages, 303-305 signatures, 325 
encoding options, 327 deleting messages specifying accounts, 294 
file attachments, 312-315 automatically, 297 spelling checker, 392 
filters see message rules email icons, 302-303 Tasks module, 353-356 
finding, 384-386 email invitations, 347-350 toolbar, 285 
forwarding messages, 308 email preference settings, window elements, 283-285 
group addresses, 365 333-336 envelopes, 252-254 
HTML formatting, 323-324 filing messages, 309 Address Book, 357-370 
Internet headers, 302 Find Related command, button in Word, 33 
links to other Entourage 387 printing, 44-47 

items, 387-390 finding messages and Equation Editor, 547-548, 606, 
mac.com addresses, 291 information, 384-386 607-608 
message rules, 315-319 flagging messages, 310-311 installing, 617 
Palm synchronization, 374 forwarding messages, 308 erasing cells, 412 
preference settings, 333- HTML formatting, 323-324 error bars, 464-465 

336 identities, 382-384 Esc key, 58 
printing, 309 importing holiday file, 350- Excel, 395-520 see also cells; 
reading and processing 351 charts and graphs; 

messages,300-319 Junk Mail Filter, 318 formulas; worksheets 
receiving and processing, linking, 311-312 #### symbols, 406 

292-319 links, 387-390 absolute and relative 
redirecting email, 308 Mailing List Manager, 317 references, 424-425 
replying to messages, 305- message rules,315-319 Add-Ins, 517 

306 newsgroups, 328-336 see Auto Web Publish in 
sending Word files, 48 also newsgroups Entourage, 297 
sending, 319-328 Notes module, 370-372 AutoComplete, 403 
setting up accounts, 285- online access, 298-299 Auto Fill handle, 406 

292 open file attachments, 312- AutoFilters, 435 
signatures, 325 315 Auto Fit command, 440-441 
Stufflt compression, 327 Palm synchronization, 373- Autoformat, 438 
subject line, 321 382 AutoShapes, 590-591 
vCards (.vcf files), 363 printing email, 309 AutoSum button, 416-417 

End key, 59 progress window, 294 basics, 396-436 
endnotes see footnotes and reading and processing chart styles, 454-458 

endnotes messages,300-319 charts and graphs, 453-472 
enlarging your view see zoom receiving and processing circular references, 486 

control email, 292-319 Clip Gallery ( clip art), 586-
Entourage, 281-394 see also redirecting email, 308 593 

Address Book; reformatting messages, 307 comments,472, 515-517 
calendar; email; replying to messages, 305- conditional formatting, 439 
newsgroups; spam 306 Consolidate command, 509 

Accounts window, 292 restricting download sizes, copying and pasting, 408-
Add-in AppleScripts, 619 300 409 

Address Book, 357-370 see also saving calendar as Web creating toolbar sets, 577 
Address Book pages, 351-353 currency formatting, 446 

adjusting columns, 286 Script menu, 392 custom views, 513 
AppleScript, 297 selecting messages endless customizing toolbars, 572-
automatic reminders, 343- items,304 578 

344 sending email, 319-328 data forms, 512 
calendar, 337-356 see also sending file attachments, data series, 454 

calendar 326-328 data tables,498-500 
categories, 390-391 setting up email accounts, data validation, 508 
checking for mail, 294 285-292 data-entry tutorial, 412-415 
composing email, 321-323 setting up schedules, 295- date formats, 446 
custom views, 386 299 drag-and-drop, 410 
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