
entering data, 399-401 PivotTables, 496-498 Excel data, 506 
fill and Auto Fill commands, printing,467-472 filters see message rules 

404-406 project gallery, 398 finding 
find and replace, 411-412 redesigning the menus and email messages, 384-386 
flag for follow-up, 515 commands, 578-580 Find Related command, 

formatting 

fonts in cells, 448-449 reports, 513 387 
format painter, 438-439 saving as Web pages, 483- finding and replacing 
Formatting Palette, 442-444 484 in Excel, 411-412 
formatting worksheets, scenarios, 501-504 finding files, 16-18 

437-452 selecting cells, 407-408 finding text, 64-67 
Formula Calculator, 418- sharing workbooks, 475- by format, 68 

419 482 Flag for Follow-Up, 3 
Formula Palette, 485-486 sheet tabs, 475 button in Word, 28 
formulas, 415-424 Solver, 504-505 email messages, 310-311 
formulas tutorial, 421-423 splitting windows, 401 in Excel, 515 
fractions, 447 spreadsheet properties, flags 
Full Screen mode, 401 484-485 flagging contacts, 363, 369 
goalseeking,500-501 spreadsheets defined, 397 in email, 310-311 
grabbing data from the spreadsheets in Folder list, 283-285 

Web, 494-495 PowerPoint, 547-548 categories, 390-391 
headers and footers, 470- styles, 451 Font menu, 99 

471 subtotals, 506-507 turning off WYSIWYG, 99 
importing data from template wizard, 509-511 fonts 

FileMaker, 490-492 templates, 483 bold, italic, underlined, 
inserting and removing text alignment, 449-450 101-102 

cells, 410-411 Text to Columns command, character formatting, 98-
iterations, 487-488 508 105 
keystrokes changed, 401 Word Art, 589-591 choosing from keyboard, 99 
kinds of data, 401-403 zip codes, 44 7 color of, 102 
links between worksheets, exponential notation, 447 dialog box, 98-105 

488-489 exporting for chart and graph 
list manager, 425-436 Address Book, 365-367 elements, 464 
locking graphics, 603 Excel files, 482 search-and-replace, 68-69 
macros, 517-520 Word files, 37-38 sizes, 99-100 
manipulating worksheets, extend mode, 51 small caps, all caps, 103-

474 F 104 
memorized window special effects (superscript, 

positions, 513 fields, 213-218 shadow, etc.), 103 
merging cells, 450-451 defined, 213-214 spreadsheet cells, 448-449 
Microsoft Query, 493-494 function, 216-217 footers see headers and footers 
named ranges, 423-424 keyboard shortcuts, 60 footnotes and endnotes, 183-
m:w features in, 4-5 navigating, 63 186 
number formatting, 444- switches, 215 navigating, 63 

448 updating, 218 form letters see data merges 
order of calculation, 420- file attachments Format Painter 

421 opening, 312-315 in Excel, 438-439 
outlining, 513-515 sending, 326-328 in Word,29, 114 
page break preview, 468- Stufflt compression, 327 formatting see also Formatting 

469 FileMaker Pro Palette 
password-protecting importing to Excel, 490-492 character formatting, 98-

worksheets, 477-479 fill colors see borders and 105 
Paste Function dialog box, shading charts and graphs, 461-464 

418 Fill commands (Excel), 404- columns, 140-142 
Paste Special command, 406 conditional formatting, 439 

409 filtering 
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formatting document formatting, 123- Freeform tool, 591-592 stacking, 593 
128 function Keys (F-keys) text wrapping around 

email, 323-324 in Word, 60 graphics, 149-152 
finding by format, 68-69 

G 
Word Art, 589-591 

graphics, 596-603 grayscale graphics, 602 
in Word, 97-128 GIF files, 584 grid, 594-595 
page layout, 139-152 GIF graphics, 267 gridlines in Excel, 471 
paragraphs,109-122 Go To command groups 
section formatting, 125-128 keyboard shortcut, 60 links to other Entourage 
styles, 129-136 goalseeking,500-501 items, 387-390 
styles in Excel, 451 gradients, 601 of graphic objects, 594 
text alignment in cells, 449- grammar checker, 71-82 gutl[:rs, 125 

450 options, 76-77 
H themes, 136-13 8 turning off, 77 

worksheets, 437-452 Web resources, 76 handheld computers see Palm 
Formatting Palelle, 6 Graph (Microsoft Graph), 606 synchronization 

borders and shading, 118- graphics handouts, 533, 570 
121 animating on slides, 561- headers and footers 

defined, 97-98 566 Click and Type, 83-84 
document formatting, 123- AutoShapes, 590-591 in Excel, 470-471 

128 AutoText entries, 89 in Word, 179-183 
Excel, 437-452 captions ( automatic), 221- margins, 124 
fonts in cells, 448-449 224 headings 
for charts and graphs, 464 Clip Gallery (clip art), 584- navigating, 63 
for graphics, 597 591 help, 621-626 see also Max the 
hide/show button in Word, cropping, 602 help character 

32 drawing grid, 594-595 by telephone, 626 
in Excel, 442-444 fill color, 597-599 frequently asked questions, 
in Power Point, 537 filters, 603-604 626 
in Word, 97-128 formats, 267 from Microsoft Web sites, 
lists, 105-109 formatting, 596-603 626 
number formatting, 444- formatting lines, 599 help index, 625-626 

448 grouping, 592 Help key, 59 
paragraphs,109-122 in Address Book, 362 help system, 621-626 

Formula har, 398 in email, 301 updates and downloads, 
Formula Calculator, 418-419 in Excel, 452 626 
Formula Palette, 485-486 in exported Excel Web hidden text, 104-105 
formulas, 415-424 pages,484 highlighter, 168 

anatomy of, 417 in worksheets, 476 search-and-replace, 68-69 
auditing toolbar, 489-490 inserting, 583 Home key,59 
AutoSum button,416-417 locking in Excel, 603 HotSync see Palm synchroniza-
circular references, 486 Magic Lasso tool, 604 tion 
creating, 416-419 navigating, 63 HTML see also Web pages 
defined, 415 Office applications, 583-610 for formatting email, 323-
in Word tables, 165-166 on PowcrPoint slides, 542 324 
iterations, 487-488 page-fixed vs. inline, 153 hyperlinks, 270-280 
linking to other workbooks, pasting text as picture, 53 button in Word, 30 

488-489 pictures vs. drawings, 586 defined, 270 
nested, 485 precise positioning, 601- in PowerPoint, 548, 559 
tutorial, 421-42 3 602 Paste as Hyperlink, 54 

Forward Delete key, 59 redeye removal, 604 selecting, editing, 
forwarding email, 308 resizing, reshaping, 587, removing, 276-277 
fractions, 447 600 to a Web site, 273-275 
frames rotating, 595-596 to an email address, 275-

search-and-replace, 68-69 saving Power Point as, 566 277 
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to another file or program, Fkeys don't work, 60 mac.com addresses, 291 
272-273 for Excel data entry, 400 Macintosh basics, 7-8 

Multiple Users 

to other documents, 271 in dialog boxes, 71 macros 
turning off automatic, 5 in Entourage, 323 in Excel, 517-520 

hyphenation, 142-144 master list of, 60-61 in Word, 254-258 
manual, 144 navigating in Word, 58-59 sharing, 520 

I PowerPoint outlining, 530 viruses in, 520 
reassigning, 581-582 mail merge see data merges 

icons in Entourage, 302-303 
L mail rules see message rules 

identities, 382-384 mailing labels see labels 
Palm sync problems, 378 labels, 249-252 mailing lists, 306, 317 

IMAP accounts, 289 Address Book, 357-370 margins, 123-125 
setting up options, 293 button in Word, 33 adjusting in print preview, 

importing printing, 44-47 43 
calendar, email, address languages Excel documents, 470 

information into Auto Text entries, 89 gutters and mirrors, 125 
Entourage, 288 spell-checking foreign in Excel, 468 

into Address Book, 365-367 language text, 77 Master Documents, 205-210 
tab-delimited files into LDAP servers, 322 master slides 

Excel,495 left-justification see alignment slide masters, 532-534 
indentation, 112-114 line charts, 456 Max the help character, 5, 619-

within spreadsheet cells, line numbering, 187-188 622 
449 line spacing, 110-111 additional characters,617, 

indexing, 232-239 lines, 591-592 621 
inline graphics, 153 formatting, 599 button in Word, 32 
Ins key,59 horizontal lines, 119 options, 621 
installing office, 613-620 in Web pages, 267 turning off forever, 35, 621 

using drag-and-drop, 613- links see also hyperlinks using for searches, 620 
615 in Entourage, 311-312, 387- Meeting Minder, 556 

using the installer, 615-617 390 memory allotment, 618 
Internet addresses see also tasks, 356 menus, 7-8 

hyper links List Manager (in Excel), 425- adding or removing 
automatic unsolicited 436 commands, 579 

formatting, 95 adding or removing rows adding or removing menus, 
don't check for spelling of, or columns, 432 579-580 

77 converting to regular cells, assigning Excel macros to, 
invisible characters see also 436 519 

hidden text custom list filters, 434 making your own, 19 
search-and-replace,69-70 deleting a list, 435 menu by menu (see 

italics, 101-102 List menu, 435 Appendix Cat 
automatic unsolicited, 95 sorting and filtering, 433 www.missingmanuals.com) 

iterations, 487-488 Total row, 434 moving,580 
what it's for, 426 redesigning, 578-580 
wizard, 426-431 resetting, 580 

JPEG graphics, 267,586 List menu, 435 Window menu, 23 
junk mail see spam lists (in Word), 105-109 Microsoft Graph, 608-610 
Junk Mail Filter, 318 auto numbering, 108-109 Microsoft Query, 493-494 
justified text see alignment unsolicited formatting, 95 Microsoft Windows see 

K M Windows (Microsoft 
Windows) 

kerning, 148 MacOSX MIME,327 
keyboard shortcuts, 7-8 next version of Office:Mac, missing manuals.com, 10 

controlling PowerPoint 616 movies see QuickTime movies 
shows,557 visual resemblance to Multiple Users, 383 see also 

Office, 2 identities 
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named ranges N Excel, 395-520 outlining 
named ranges, 423-424 Excel list manager (list collapsing/expanding, 199 
narration, 564-565 maker), 425-436 custom numbering, 201-
Navigation Services, 6 formatting graphics~ 596- 202 
navigation shortcuts 603 in Excel, 513-515 

in Word, 58-64 graphics applications, 583- in PowcrPoint, 529-532 
newsgroups, 328-336 610 in Word, 197-203 

checking on a schedule, 297 help index, 623-624 p 
defined, 328-329 helper programs, 604 
downloading, 330-331 installer, 615-617 page break preview, 468-469 
finding, 331 installing, 611-618 page layout, 139-152 see also 
reading and answering, menu by menu (see text boxes 

332-333 Appendix C at columns, 140-142 
setting up accounts, 329- missingmanuals.com) Page Layout view see views 

330 Microsoft Graph, 608-610 text wrapping around 
Normal template, 194-196 see online help, 619-624 graphics, 149-152 

also templates Organization Chart, 605- page numbering 
Normal view see views 607 in header or footer, 180 
notes Power Point, 521-570 in Tables of Contents, 229 

finding, 384-386 QuickView utility, 617 Insert Page Number 
for PowerPoint presenta- reassigning keyboard command, 183 

tions, 533 shortcuts, 581-582 across sections, 127-128 
in PowerPoint, 570 redesigning the menus and Page Setup 
in the Address Book, 370- commands, 578-580 in Word, 41-42 

372 Remove Office program, in Excel, 469 
links to other Entourage 617 Page up/Page down keys, 59 

items, 387-390 self-repair feature, 618 pages 
number formatting, 402,446 Service Release 1,624 borders, 120 
numbering shared libraries, 618 margins, 123-125 

automatic unsolicited, 92- Templates folder, 15 navigating, 62 
96 updates and downloads, page breaks, 138 

lines, 187-188 626 Palm Desktop, 374-375 
lists, 105-109 Word, 11-280 Palm synchronization, 363, 
spreadsheet printouts, 469 Word Art, 589-591 373-382 

0 
what's new, 7 differences with Entourage, 

Office Clipboard, 3, 33 380 
ODBC databases OLE (Object Linking and email,374 

Microsoft Query, 493-494 Embedding), 547-548 settings, 376-378 
Office 2001 see also Excel; online help see help troubleshooting, 378-382 

Word; PowerPoint; Online Layout view see views value pack installer, 375-
Entourage Open dialog box, 6 see also 376 

Address Book, 357-370 Navigation Services paragraph formatting, 109-122 
AutoShapes, 588-589 Organization Chart, 604-607 borders and shading, 118-
Clip Gallery, 584-591 in Excel, 452 121 
customizing, 571-582 in PowerPoint, 547-548 indentation, 112-114 
customizing toolbars, 572- Organizer, 192-194 line spacing, 110-111 

578 orientation paragraph breaks, 138 
drag-and-drop installation, in table cells, 11 1, 162 paragraph spacing, 112 

613-615 of pages, 111 rotated text, 111-112 
electronic help system, 619- of spreadsheets, 469 search-and-replace, 68-69 

624 of the Word window, 111 tabs, 115-117 
Entourage, 281-394 orphans and widows, 111 text alignment, llO 
equation editor, 609-610 outline style, 103 passwords see protecting 

Outline View see views; documents 
outlining 
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Paste commands, 53-54 on-screen presentations, notes from Entourage, 372 
Paste Function,418 556 only a spreadsheet 
in Excel, 408-409 Outline view, 534-535 selection, 469 
keyboard shortcut, 60 outliner, 529-532 Power Point presentations, 
Paste as Hyperlink, 54 overriding slide masters, 569-570 

rotation 
I 

Paste Special, 53-54 533 Project Gallery 
styled text, 54 Picture Position tab, 604 Excel,398 

Paste Function dialog box, 418 printing, 569-570 Power Point, 524-526 
Paste Special project gallery, 524-526 Word,6, 13-14,90-92 

in Excel, 409 recording narration, 564- protecting documents 
in Word, 53-54 565 Excel worksheets, 477-479 

patterns, 601 see also borders; recycling shows (Custom master documents, 210 
shading Show option), 560 Word files, 20 

in Word documents, 122 redesigning the menus and pyramid charts, 458 
percentage notation, 447 commands, 578-580 

Q pictures see also graphics saving as QuickTime 
toolbar, 605-606 movies, 565-567 QuickTime movies 

pie charts, 456 saving as Web pages, 567 in Excel, 452 
PivotTables, 496-498 saving slides as graphics, on PowerPoint slides, 544-

wizard,436 568 545 
PNG graphics, 267,279,484 setup and rehearsal, 554 on Web pages, 268-270 
POP accounts, 289 Slide backgrounds, 537-538 Power Point transitions, 552 
pop-up buttons, 8 slide masters, 532-534 saving PowerPoint 
Power Point, 521-570 Slide Show view, 535-536 presentations as, 565-

animating bullets, 562 Slide Sorter view, 535-536 567 
animations, 561-566 starting a slide show, 523- setting poster frame, 269 
AutoShapes, 588-589 529 QuickView utility, 619 
basics this is, 522-548 starting from scratch, 528 quote marks 
bullets, 540-541 tables, 542-544 automatic curly ("smart 
charts, 546-547 text (writing and editing), quotes"), 95 
Clip Gallery ( clip art), 584- 538-540 swapping curly and 

591 transitions, 550-553 straight, 66 
customizing toolbars, 572- using projectors, 558 R 578 using taste in, 549 
graphics, charts, tables, using Word outlines, 531 radar charts, 457 

541-548 views, 523 readability scores, 77 
handouts, 533, 570 Word Art, 591-593 Recent Files list 
hiding slides, 560 preference files, 618 Excel,398 
hyperlinks, 548, 559 presentations see PowerPoint Word, 18-19 
inserting and deleting print preview see also printing recurring events, 342-343 

slides, 536-537 button in Word, 29 redeye removal, 604 
keyboard shortcuts, 557 in Excel, 467-468 redirecting email, 308 

Meeting Minder, 556 in Word, 42-43 relative references, 424-425 
movies and sounds, 544- printing, 467-472 reminders 

546 Address Book, 370 of appointments, 343-344 
navigating presentations, button in Word, 28 oftasks,355 

536 calendars, 346-347 on the Palm, 381 
new features in, 5 email messages, 309 Remove Office program, 617 
New Slide dialog box, 529 envelopes, 252-254 replacing text, 64-65 
Normal view, 534-535 Excelmargins,470 reports (Excel), 513 
notes, 533 fields, 218 right justification see 

OLE (Object Linking and "Fit To" control, 469 alignment 
Embedding), 547-548 in Word, 40-48 rotation see graphics; 

on-screen controls, 558 labels, 249-252 orientation 
labels and envelopes, 44-47 
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rows (heel) 
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rows (Excel) see worksheets 
RTF (Rich Text Format), 53-54, 

315 

s 
saving documents, 36-40 

auto recovery, 37 
fast save option, 38 
Save As command 

keyboard shortcut, 60 
Save dialog box, 6 

scanners, 452, 584 
scatter charts, 456 
scenarios, 501-504 
Screen Tips 

creating hyperlinks to, 275 
Scribble tool, 591-592 
search-and-replace, 64-65 
section formatting, 125-128 
sections, 125-128 

headers and footers, 183 
navigating, 63 
section breaks, 125-126, 

139 
selecting text,49-50 
self-repair, 618 
Service Release 1,624 
shading 

of paragraphs, 118-121 
s preadshcct cells, 441-444 

shadow effects, 605 
shadow style, 103 
shared libraries, 620 
sharing worksheets, 475-482 
signatures, 325 
single-spaced text, 112 
slide shows see Power Point 
Slide Sorter, 535-536 
small caps, 103-104 
smart quotes see quote marks 
Solver, 504-505 
sorting 

Address Book (click 
column headings), 358 

Address Book for mail 
merge,247 

Address Book printouts, 
370 

email ( click Entourage 
column headings), 285 

Excel cells, 506 
flagged contacts in Address 

Book,368 
found files, 17 
lists, 433 

PowerPoint slides, 535 
tables, 166 
tasks by priority, 354 

sounds 
on PowerPoint slides, 544-

546 
on Web pages, 270 
recording narration in 

Power Point, 564-565 
spam 

blocking with message 
rules, 316-318 

blocking with strategy, 328 
spelling checker, 71-82 

after the fact, 73-76 
as you type, 72-73 
button in Word, 32 
custom dictionaries, 79-82 
in Entourage, 392 
in Excel, 516 
keyboard shortcut, 60 
options, 76-77 
turning off, 77 
unbidden corrections with, 

84-86 
Spike, 52 
spreadsheets see Excel 
stationery see templates 
status har in Word, 24-26 
stock charts, 458 
straight quotes see quote 

marks 
strikethrough style, 103 
Stufflt compression, 327 
Style Gallery, 138 
style sheets see styles 
styled text, 54 
styles, 129-136 

applying, 131-132 
changing, deleting, 

copying, 135-136 
creating by example, 132 
creating in Styles dialog 

box, 133-135 
defined,129 
generating table of 

contents, 227-231 
in Excel, 451 
search-and-replace, 68-69 

subscript style, 103 
summaries, 211-213 
superscript style, 103 

automatic unsolicited, 95 
surface charts, 457 
symbols, 186 
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tab-delimited files 

converting to tables, 164 
exporting from Excel, 482 
importing into Excel, 495 
in data merges, 240-243 

tables, 155-188 
automatic unsolicited, 94 
button in Word, 30 
converting text to tables, 

164 
creating, 155-156 
for designing Web pages, 

265-266 
formatting, 160-162 
formulas in, 165-166 
manipulating rows and 

columns, 158-159 
merging and splitting, 163-

164 
navigating, 63 
on PowerPoint slides, 542-

544 
selecting cells of, 157-158 

tables of authorities, 231-232 
tables of contents, 227-231 
tables offigures, 231-232 
tabs, 115-117 

search-and-replace, 68-69 
tab-stop types, 116 

tasks, 353-356 
categories, 390-391 
finding, 384-386 
links to other Entourage 

items, 387-390 
templates, 188-196 see also 

Project Gallery 
adding your own 

(Power Point), 528 
changing, 190 
document templates 

(stationery), 189-192 
Excel Template Wizard, 

509-511 
for Power Point presenta­

tions, 524-526 
global templates, 190, 194-

196 
in Excel, 483 
Normal template, 16, 194-

196 
Templates folder, 15 
text boxes, 144-149 

creating, 145 



formatting, 147 "disk is full" error, 36 
linking, 146-149 Entourage behavior, 305 

text format, 402 Excel data entry, 403 
text wrapping, 602 fields,216-217 

in Excel cells, 450 file attachments, 314-315 
in Web pages, 266 function Keys (Fkeys), 60 

textures, 599 giving Office more memory, 
Themes, 136-138 620 

for Web pages, 261 importing data from 
time formats, 402, 446 FileMaker, 492 
tip of the day, 624 importing into Entourage, 
title bars, 21-22 288 
title pages, 183 Internet addresses 
to do list see tasks autoformatting, 92-96 
toolbars, 572-578 Palm synchronization, 378-

assigning Excel macros to, 382 
519 Power Point fonts, 568 

attaching to documents, recovering corrupted files, 
577 18 

auditing, 489-490 self-repair feature, 620 
AutoText, 88 shared libraries, 620 
creating toolbar sets in spelling checker, 76-77 

Excel,577 throwing away preference 
creating your own, 575-577 files, 620 
drawing, 591-593, 597 typing deletes existing text 
Entourage, 285 (overtype mode), 26 
external data, 493 type styles see fonts; format-
formatting (Excel), 445 ting; styles 
List, 435, 493 u modifying, 575-577 

Unbind utility,482, 617 moving, reshaping, hiding, 
574 underlined text, 101-102 

outlining, 197-203 undo command 
picture, 597, 603-604 in Word,29 
reviewing, 168 keyboard shortcut, 60 
Standard, 27-33 UUEncode, 327 
text box, 146 V 

Tools➔Customize, 573-582 
Total rows, 434 validating data, 508 
track changes, 169-175 value pack installer, 375-376, 

in Excel, 475, 479-480 617 
indicator on Word status Excel Template Wizard, 509 

bar,25 Microsoft Query, 493-494 
reviewing in Word, 171-172 vCards (.vcf files), 363 
turning on, 171 versioning, 176-178 

transitions (Power Point), 550- views (Word) 
553 Master Document view, 36 

trendlines, 465-467 Normal view, 34 
troubleshooting Online Layout view, 34 

#### symbols in Excel, 406 Outline view, 35 
auditing toolbar, 489-490 Page Layout view, 34 
auto recovery, 37 viruses, 520 
auto numbering, 92-96 Visual Basic, 520 
auto smiley faces, 92-96 help messages, 624 

in Word,258 

w 
Web pages 

creating from PowerPoint, 
567 

creating Web forms, 277 
creating with Word, 6, 261-

280 
downloading data to Excel, 

494-495 
for Office help, 624 
posting online, 279 
previewing in Word, 29 
saving calendar as Web 

pages, 351-353 
saving from Excel, 483-484 
saving from Word, 277-280 
using Word to browse, 259-

261 
Web page preview, 273 

Web servers, 280 
Web-based email accounts, 289 
widows and orphans, 111 
wildcards, 67 
windows 

memorized views in Excel, 
513 

splitting a Word window, 23 
splitting an Excel window, 

401 
Windows (Microsoft Windows) 

binder documents, 482 
exchanging files with, 6-7 
saving Word files for, 37-38 
sending successful file 

attachments, 327 
Word, 11-280 

Address Book, 357-370 
as Web browser, 259-261 
auto recovery, 37 
AutoComplete, 88-89 
AutoCorrect, 84-86 
Autoformat, 92-96 
automatic backups, 38 
automatic sentence 

capitals, 85 
AutoShapes, 590-591 
AutoSummarize, 211-213 
Auto Text; see also Auto Text, 

87-90 
background images, 137 
basics of, 13-48 
bookmarks,218-220 
captions (automatic), 221-

224 
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Word character formatting, 98- margins, 123-125 spelling indicator, 26 
105 Master Documents, 205- Spike,52 

character spacing, 148 210 splitting a window, 22 
charts, spreadsheets, moving text around, 52-58 Standard toolbar, 27-29 

equations, 154 navigating documents, 58- starting a new document, 
click and type, 4, 83-84 64 15-16 
Clip Gallery ( clip art), 584- navigation buttons, 22, 62- status bar, 24-26 

591 64 styles, 129-136 
Columns see columns new features in, 3-4 symbols, 186 
comments, 167-169 Normal template, 194-196 tables, 155-188 
comparing documents, opening files, 16-18 tables of contents, 227-231 

175-176 Organizer, 192-194 tables, see tables 
creating Web pages with, outlining, 197-203 tabs, 115-117 

261-280 Overtype mode,26 templates, 13-14 
cross-references, 224-227 page layout, 139-152 text alignment, 110-111 
customizing toolbars, 572- page numbering variations, text boxes, 144-149 

578 127-128 text wrapping around 
Cut, Copy, Paste, 53-54 paragraph formatting see graphics, 149-152 
data merges, 239-254 paragraph formatting themes, 136-138 
document formatting, 123- paragraph spacing, 112 title pages·, 183 

128 Paste as Hyperlink line spacing, 110-111 
document map, 203-205 command, 54-55 using the Address Book, 
doing less typing, 82-96 Paste Special, 53-54 369 
doing math in, 165-166 print preview, 42-43 versioning feature, 176-178 
drag-and-drop, 56-58 printing, 40-48 views, 33-3 6 
drop caps, 104 Project Gallery, 13-14, 90- Visual Basic, 258 
emailing files directly, 48 92 window elements, 21-26 
editing, 49-96 protecting documents, 20 Window menu, 23 
exporting to other formats, QuickTime movies in, 268- Word Art, 591-593 

37-38 270 word count, 4 
extend mode, 51 reassigning keyboard word processing basics, 19-
Extend Sekction mode, 26 shortcuts, 581-582 21 
fast save option, 3 8 recovering corrupted files, Work menu, 19 
fields, 213-218 18 writing styles, 78-79 
finding files, 16-18 redesigning the menus and zoom control, 32 
finding text, 64-67 commands,578-580 Word 5.1 converter, 619 
footnotes and endnotes, Replace command, 64-65 WordArt, 586, 591-593 

183-186 Reveal Formatting in Excel, 452 
format painter,29, 114 command, 112 word count, 4 
formatting, 97-128 revision tracking, 169-175 word processing see Word 
Go To command, 61 rotated text, 111-112 Work menu, 19 
grammar checker see ruler, 22 workbooks see Excel; 

grammar checker saving as Web pages,277- worksheets 
headers and footers, 183 280 worksheets see also cells; Excel 
hidden text, 104-105 saving documents, 36-39 adding and deleting, 474 
hyperlinks, 270-280 scrollbars, 22 cell borders, fonts, and 
hyphenation, 142-144 search-and-replace, 64-65 colors, 441-444 
indexing, 232-239 section formatting, 125-128 changing row or column 
inserting sounds, 270 selecting text, 26, 49-50 sizes, 440 
"keep lines together:' 111 Send To command, 48 defined, 398, 473 
kerning, 148 sending files to PowerPoint, formatting, 43 7-452 
line numbering, 187-188 48 grabbing data from the 
lists, 105-109 shrink to fit command, 43 Web, 494-495 
macros, 254-258 spelling checker see headers and footers, 470-

spelling checker 471 
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hiding and showing, 474 
hiding rows or columns, 

441 
limitations of sharing, 477 
linked formulas among, 

488-489 
merging, 480-481 
moving and copying, 474 
printing, 467-472 
properties, 484-485 
protecting, 477-479 
renaming, 474 
repeat row/column 

headings option, 471 
scenarios, 501-504 
sharing workbooks,475-

482 
sheet tabs, 475 
tracking changes in, 479-

480 

Zip codes, 447 
zoom control 

in Word,32 
in Excel, 468 

zoom control 
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Colophon 

The book was written in Word 2001, whose revision-tracking and collaboration fea­
tures (see Chapter 5) made life far easier as drafts were circulated from authors to 
technical and copy editors. 

The screen images in this book were captured by Ambrosia Software's Snapz Pro 2
(www.ambrosiasw.com); Adobe Photoshop 6 (www.adobe.com) and Macromedia 
Freehand (www.macromedia.com) were called in as required for touching them up. 

The book was designed and laid out in Adobe PageMaker 6.5 on a Power Mac 8500, 
Power Mac G3, and Power Mac G4. The fonts used include Forrnata (as the sans­
serif family) and Minion (as the serif body face). To provide the S an_d 00 symbols, 
a custom font was created using Macromedia Fontographer. 

Index entries were typed into a custom FileMaker database, then collated and for­
matted by a custom indexing program written in MacPerl. The book was then gen­
erated as Adobe Acrobat PDF files for proofreading, "beta reading," and final trans­
mission to the printing plant. 

About the Missing Manual Series 

Missing Manuals are designed to be authoritative, superbly written guides to popu­
lar computer products that don't come with printed manuals (which is just about 
all of them). Each book features a hand-crafted index; cross-references to specific 
page numbers (not just "See Chapter 14"); freedom from jargon like "price point" 
and "solutions"; an ironclad promise never to use an apostrophe in the possessive 
word "its"; and RepKover, a detached-spine binding that lets the book lie perfectly 
fl.at without the assistance of weights or cinder blocks. 

Recent and upcoming Missing Manual titles include: 

• Dream Weaver 4: The Missing Manual by David Sawyer McFarland

• Mac OS X: The Missing Manual by David Pogue

• Apple Works 6: The Missing Manual by Jim Elferdink and David Reynolds

• iMovie 2: The Missing Manual by David Pogue

• Mac OS 9: The Missing Manual by David Pogue

• Windows Me: The Missing Manual by David Pogue

• Windows 2000 Pro: The Missing Manual by Sharon Crawford

• Windows XP: The Missing Manual by David Pogue

Visit www.missingmanuals.com for the latest catalog and free sample chapters. 
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