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Introduction

Welcome to “2001”

Microsoft Office is a quartet of big, attractive, sophisticated computer programs: a
word processor (Word), a spreadsheet application (Excel), a slide-show program
(PowerPoint), and calendar/email/address book (the new Entourage). To say that
Microsoft Office is the world’s most frequently used software is the understatement
of the century; in most Mac- or Windows-based corporations, anyone not using
Office is considered a weirdo.

Office 2001: Microsoft Gets It

For years, Mac fans complained that Microsoft didnt understand the Macintosh
way. There was plenty of evidence that Microsoft was bent on treating the Mac as a
second-class citizen:

* The bloated, ugly Word 6 was a crude port from the Windows version of Word
that took a lifetime to start up.

= Office for the Mac included only three programs (Word, Excel, PowerPoint) in-
stead of the four you got in the Windows version.

* Word and Excel were slow, clumsy, and incompatible with anything else on their
machines. (The Office menu alone was not only superfluous alongside the ®
and Application menus, but its system extension made the Mac unstable.)

Worst of all, Microsoft programs just didn’t look and feel at home on the Mac inter-
face. They didn’t satisfy the Mac user’s constitutional desire for elegance. You always
had the sense that the applications were plastered over, rather than integrated with,
the Mac OS.
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If you create a numbered list this way, Word does the numbering automatically as
you go. Better yet, if you insert a new list item between two others, Word knows
enough to renumber the entire list.

When you click one of the list icons in the Formatting Palette, a new palette seg-
ment, labeled Bullets and Numbering, appears directly below, complete with its own
flippy triangle (see Figure 3-4).

;me; FaweTite || Numbering panel appears (click the flippy triangle to expand it).

Figure 3-4:
After clicking the icon for a numbered list, a new Bullets and
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Each of the four pop-up menus in the Bullets and Numbering panel controls an
aspect of how your list will look. When the insertion point is in any item in the list,
the changes you make will apply to the entire list.

« Style specifies the kind of numbering (Arabic numerals, roman numerals, and so
on) or the size and shape of the bullet.

» Start at tells Word what number to start the list with.
* Bullet at tells Word how far from the left margin to set the bullet, in inches.

« Text at tells Word, in inches, how far to indent the words from the left margin. It
must always be a larger number than “Bullet at.”

You can also adjust the indents by clicking the indent left and indent right icons on
the Formatting Palette, which are right next to the list icons.

Extra Features in the Bullets and Numbering Dialog Box

The Formatting Palette is great for quickly designing a list, but you have even more
options if you use the Bullets and Numbering dialog box. You open it by choosing
Format—Bullets and Numbering (see Figure 3-5).

Customizing a bulleted list
Bulleted lists as delivered by the Formatting Palette are fine, but there may come a
day when simple black, round bullets just don’t cut it for the radical new-age busi-
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