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ning with the applications in the latest version of the Microsoft Office 2007 suite. Inside, you
get coverage of these members of the various versions of the Office Suite:

'W'elcome to Office 2007 Bible. This book provides the information you need to get up and run-

Microsoft Office Word 2007
Microsoft Office Excel 2007
Microsoft Office PowerPoint 2007
Microsoft Office Outlook 2007
Microsoft Office Publisher 2007
Microsoft Office Access 2007
Microsoft Office OneNote 2007

B Microsoft Office InfoPath 2007

This book brings together chapters from the new versions of the Word, Excel, PowerPoint, Outlook, and
Access Bibles. You get the best information from experts in each program so that you can get to work and
be productive quickly.

Who Should Read This Book

Office 2007 brings some sweeping changes to the user interface in Word, Excel, PowerPoint, Access, and
parts of Outlook. As a result, even experienced Office users can use this book to get up to speed with
using the new interface quickly. Because this book presents information using the friendly, accessible
Bible format that combines straightforward steps and concise reference information, beginners with
Office can use it to learn Office quickly and expand their skills beyond the basics.

How This Book Is Organized

Office 2007 Bible organizes information into several parts. In most cases, a part focuses on a particular
application in the suite, so you can jump right to the part for the application you're currently using.

Part I: Common Office Features

The chapters in this part provide the first introduction to the new user interface in the major Office
applications, as well as show how to perform fundamental operations such as working with files.
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Introduction

Part II: Creating Documents with Word

This part covers using the Microsoft Office Word 2007 word processing program to create and format text-
based documents. In addition to learning how to format words, paragraphs, and pages, you get a shot at
working with more sophisticated features such as tables and mail merge, and even the new SmartArt dia-
grams. You also see how document security settings can help protect information.

Part Ill: Making the Numbers Work with Excel

The chapters here show you how to use the spreadsheet program Microsoft Office Excel 2007 to organize
and calculate data. After getting a preview of the new features in the program, you learn how to enter, for-
mat, and calculate information. You also see how to create powerful charts that tell a story about your data,
and how to manage lists of information.

Part IV: Persuading and Informing with PowerPoint

In this part, you learn how to get the word out with the Microsoft Office PowerPoint 2007 presentation
graphics program. This part explains how to add information, charts, SmartArt diagrams, and graphics to
slides. You also see how to animate and automate a slide show and get expert tips about going live with
your presentation.

Part V: Organizing Messages, Contacts,
and Time with Outlook

The basics for using Microsoft Office Outlook 2007 appear in this part. Learn to set up an e-mail account;
compose, send, and respond to messages; organize messages and deal with junk mail and security issues;
manage your contacts, appointments, and to-do list; and get new online content by setting up and using an
RSS feed.

Part VI: Designing Publications with Publisher

This part introduces you to the Microsoft Office Publisher 2007 page layout and design program. Learn
how to not only create great-looking publications with Publisher’s flexible tools but also prep your publica-
tions for professional printing.

Part VII: Tracking Detailed Data with Access

If you manage detailed lists—with customer or product data, for example—Microsoft Office Access 2007
and this part’s chapters are for you. Get a roadmap here for designing a good database. Learn how to create
tables, fields, and forms, and how to select and present data with queries and reports.

Part VIII: Gathering Information

Get efficient with the programs introduced in this part—Microsoft Office OneNote 2007 and Microsoft
Office InfoPath 2007. Get an overview about using OneNote to track notes and project details, and then see
how to use InfoPath to create fill-in forms for gathering responses from others.
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Part IX: Sharing and Collaboration

This part explains not only how to share information between Office applications, but also how to use
Office 2007 applications with SharePoint and Groove on a network or the Internet.

What Is on the Web Site

On the Office 2007 Bible Web site at www.wiley.com/go/office2007bible, you can find the
databases needed to create the examples used for Chapters 35 and 36.

The Web site also includes three appendixes to provide supplementary information: Appendix A,
“Customizing Office”; Appendix B, “Optimizing Your Office Installation”; and Appendix C, “International
Support and Accessibility Features.”

Conventions and Features

As you work your way through the text, be on the lookout for these icons that bring your attention to
important information:

[ This information is important and is set off in a separate paragraph with a special icon.
% Cautions provide information about things to watch out for, whether simply inconvenient or
potentially hazardous to your data or systems.

Tips generally are used to provide information that can make your work easier—special short-
cuts or methods for doing something easier than the norm.

I Notes provide additional, ancillary information that is helpful but somewhat outside of the
current presentation of information.

= Cross-references point you to other areas in the book that give more detail about the current
= topic.

The text also uses specific shortcuts for choosing commands:

B Mouse. When the text instructs you to choose a command from a menu or the Ribbon (in the
new interface), the command is presented like this: “Choose Home &> Copy.” That means to click
the Home tab on the Ribbon and click the Copy choice. For another example, “Choose Office
Button = Save” means to click the Office Button and then click Save in the menu that appears.
Some command sequences also may include a specific group after the Ribbon tab.

B Keyboard. Any keyboard shortcuts appear like this: Ctrl+C. That means to press the Ctrl key and
C key simultaneously and then release them.

Where to Go from Here

Microsoft has released several versions of the Microsoft Office 2007 suite, with different versions including
different applications. You can jump right to the parts that offer coverage for the applications offered in the
flavor of Office that you own.
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Welcome to Microsoft Office 2007
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Operations







icrosoft Office 2007 provides a comprehensive toolkit for tackling your

business and personal information and communication tasks. This

chapter introduces the individual Office applications and teaches you
skills for getting started using them.

Learning About Top Office
Applications

Microsoft Office 2007 offers a robust set of applications, each tailor made to pro-
vide the best tools for a particular job. For example, if you're creating a letter, you
may need to work with commands for formatting text. If you need to total sales
figures, you'll need an automated way to sum the numbers.

Office provides an application to enable you to handle each of those scenarios
and more. Read on to learn which Office applications to use for creating text-
based documents, crunching numbers, presenting your ideas, or communicating
with others via e-mail.

Microsoft offers eight different versions of the Microsoft Office
! 2007 software suite. Each version includes a different combi-
nation of the individual Office programs. Only Microsoft Office Word 2007 and
Microsoft Office Excel 2007 are included in all eight versions. So, depending on
the Office version you’re using, you may not have all the applications described

in this chapter and the book as a whole available to you.

Word

Word processing— typing, editing, and formatting letters, reports, fax cover sheets,
and so on—is perhaps the most common activity performed with computers.
Whether you need to create a memo at the office or a letter at home, using a
computer and a word processing program can save you time and help you achieve
polished results.

INTHIS C

Reviewing the core Microsoft
Office business applications

Looking at additional Office
applications

Starting and closing an
application

Finding a file

Browsing and finding Help
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Microsoft Office Word has long been the leading word processing program. As one of the anchor applica-
tions in the Office suite, Word provides a host of document-creation tools that have been refined to be easy
to use yet comprehensive. Using Word to apply just a minor bit of text formatting and a graphic can make
even a simple document such as the meeting agenda shown in Figure 1-1 have more impact and Wow!
appeal.

Word enables you to do even more than simply make your documents look great. Its features can help you
create document text more quickly, create sophisticated documents with features such as footnotes, and
more. You'll learn about these powerful Word features, among others, later in this book:

B Templates. A template is a starter document that supplies the document design, text formatting,
and, often, placeholder text or suggested text. Add your own text and your document is finished!

B Styles. If you like a particular combination of formatting settings that you've applied to text, you
can save the combination as a style that you can easily apply to other text.

B Tables. Add a table grid to organize text in a grid of rows and columns to which you can apply
terrific formatting.

B Graphics. You can add all types of pictures into your documents and even create diagrams like

the one in Figure 1-2 using the new SmartArt feature.
FIGURE 1-1

Microsoft Office Word 2007 enables you to create eye-catching documents.
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FIGURE 1-2

SmartArt diagrams illustrate information in a document.
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B Mail Merge. Create your own, customized “form letter” documents, for which each copy is auto-
matically customized for a particular recipient (or list entry). Word’s merge feature even enables
you to create matching envelopes and labels.

B  Document Security and Review. Word enables you to protect a document against unwanted
changes, as well as to track changes made by other users. In this way, you can control the docu-
ment content through a collaboration process.

Excel

Spreadsheet programs — which provide formulas and functions that make it easy to calculate numerical

data — provided a critical technology leap in business computing. Business people no longer need to rely
on adding machines, scientific calculators, or accountants to perform detailed sales or financial calculations.
Even a beginning salesperson could plug some numbers into the spreadsheet grid and type a few formulas
to calculate data. Microsoft Office Excel 2007, shown in Figure 1-3, performs the spreadsheet duties in the
Microsoft Office suite.
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Use the Microsoft Office Excel 2007 program to organize and calculate numerical data.
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Excel enables you to build a calculation by creating a formula that specifies what values to calculate and what
mathematical operators to use to perform the calculation. Excel also offers functions, predesigned formulas
that perform more complex calculations, such as calculating accrued interest. Excel not only provides tools to
assist you in building and error-checking spreadsheet formulas but also gives you many easy choices for for-
matting the data to make it more readable and professional. You'll learn these Excel essentials later in the
book, as well as more about these key Excel features:

B Worksheets. Within each file, you can divide and organize a large volume of data across multiple
worksheets or pages of information in the file.

B Ranges. You can assign a name to a section of data on a worksheet so that you can later select that
area by name, or use the name in a formula to save time.

B  Number and Date Value Formatting. You can apply a number format that defines how Excel
should display a number, indicating details such as how many decimal points should appear and
whether a percentage or dollar sign should be included. You also can apply a date format to deter-
mine how a date appears.

B Charts. Translate your data into a meaningful image by creating a chart in Excel (Figure 1-4).
Excel offers dozens of chart types, layouts, and formats to help you present your results in the
clearest way.
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Excel’s charting features help you make data more compelling and easier to evaluate.
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B Lists. You may need to manage and sort lists that combine text and numerical values, such as a
list of product orders, and Excel can handle that job, too. Excel offers other powerful data fea-
tures, such as the capability to apply a filter to see list entries with matching information.

PowerPoint

Persuading customers to buy. Convincing your company’s leadership to invest in developing a new product
you've conceived. Training members of your team to follow a new operating procedure. Making sure that a
group of volunteers understands program requirements. To achieve positive outcomes in situations like
these, you must deliver your message in a clear, concise, and convincing way.

The Microsoft Office PowerPoint 2007 presentation graphics program (Figure 1-5) enables you to communi-
cate information and ideas via an onscreen slide show or printed pages. Each slide should present a key topic
that you want to convey, along with a few supporting points or a graphical reinforcement such as a chart or
picture. In this way, PowerPoint helps you to divide information into chunks that audience members can
more easily absorb.
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FIGURE 1-5

Use PowerPoint to present your message in informative slides.
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Later in the book, you learn not only how to create the basic presentation structure and add information
but also to use the following PowerPoint features:

B Layouts, Themes, and Masters. These PowerPoint features control the content that appears on
a slide and its arrangement, as well as the appearance of all the slides. You can quickly redesign a
single slide or the whole presentation.

B Tables and Charts. As do Word and Excel, PowerPoint enables you to arrange information in an
attractively formatted grid of rows and columns. PowerPoint works with Excel to deliver charted
data, so the Excel charting skills you build make developing charts in PowerPoint even easier.

B Animations and Transitions. You can set up the text and other items on the slide to make a spe-
cial entrance, such as fly onto the screen, when you play the slide show. In addition to applying
animations to objects, you can apply a transition that animates how the overall slide appears
onscreen, such as dissolving or wiping in.

B Live Presentations. PowerPoint offers a number of different ways in which you can customize
and control how the presentation looks when played as an onscreen slide show. You learn tricks
such as hiding slides or jumping between slides onscreen.
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Technology improvements naturally lead to business environments that move at a faster and faster pace.
No one has the luxury to have a face-to-face conversation about every issue anymore, and everyone faces
the challenge of tracking more and more contacts and to-dos. The Microsoft Office Outlook 2007 program
in the Microsoft Office suite can handle your e-mail messages (Figure 1-6), appointment scheduling, con-
tact information, and your to-do list. This program helps you stay in the loop, organized, and up-to-date

with all the action in your work life.

FIGURE 1-6

Send and receive e-mail messages in Microsoft Outlook.

- (= [ [t |
EE9 6 s %) Foster volunteering - Message (HTML)
Message Tnsert Options Format Text @

h‘j & | [catibriBo - [11 ~ [A7 7|32 - == |[25 Sﬁﬂ @I 0 &= - {&

e = am | % |

Paste (B r u|w-A-= || Address Check Follow Spelling

- ¥ Book MNames MR 4 .
Clipboard = Basic Text = Mames Include Options > || Proofing

Info@animalrescuepartners.org

Subject | Foster volunteering

Hello,
My name is Angela Bennett. | live in the area and am interested in fostering a dog or cat. Is there a way
that | can find out more about fostering through your organization?

Thanks,
Ange\al

In addition to learning Outlook e-mail, scheduling, contact management, and to-do list basics later in the

book, you also explore two additional but timely topics:

B Security. Learn which Outlook settings and tools help prevent messages with viruses from infect-
ing your computer. Also learn how Outlook can automatically manage annoying yet pervasive

junk mail messages.

B RSS Feeds. Outlook now enables you to subscribe to and read RSS feeds — online content posted
by its authors for automatic download to your system (Figure 1-7). This capability stores the feed

information for later reading or offline reading.
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) Mail
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T calendar U
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Taking Advantage of Other Office Applications

You may be a user whose needs extend beyond letter writing and number crunching. If you routinely take
on special tasks such as creating printed publications or tracking extensive customer data, you may find
yourself working with some of the other applications that are part of some editions of Microsoft Office
2007. This section gives you a snapshot of those other applications; later chapters of the book revisit these
topics.

Publisher

Microsoft Office Publisher 2007 enables you to create publications, which have a greater emphasis on
design than do word processing documents. To dummy-proof the creative process, Publisher includes
attractive publication designs with placeholders for text and images and other features such as decorative
rules and backgrounds already in place, as shown in Figure 1-8.



Welcome to Microsoft Office 2007

Publisher provides placeholders and design elements so that you can create interesting publications with minimal
design know-how.

B Animal Rescue Partners Pet Adoption Day - Microsoft Publisher - Print Publication
: Fle Edit View Insert Format Tools Table Armrange Window Help
NEHS #RIVE § DAEF 9-0- BG-GB0 8 7%

: i7 Publisher Tasks : 44 BodyText3 ~ FrankinGothicBook - 16 - B 7 U

Type a question for help -
Q8 @pi=sH50
EEEE . 2k A ==m0d]

=
e
e
iii

Pet Adoption Day
iSamrdar,Mavl[l 2008
9am.6pm.

%Wuslsidls Library Parking Lot ¢

Join us and make a special girl or boy part of

___Lovina Animals In Need,

2EE YO0/ B & EHE &

your life.

« All pets have already been spayed

or neutered.

- Application approval required.

« $50 adoption feel

1 1.205, 2.750 in. i 5.857 % 5588 in.
—

The distinction between documents and publications may seem fuzzy, but you can roughly think
of a document as anything you'd print from an office printer —such as a report or proposal —
compared to something you might have professionally printed, such as a business card or brochure.

A later chapter shows you how to handle the Publisher basics of choosing a publication design and adding
text and graphics. Then you'll learn to throw in snazzier effects such as drop caps and Design Gallery
objects, and even how to prep a publication for professional printing.

Access

The Microsoft Office Access 2007 database program can certainly do the heavy lifting when it comes to man-
aging detailed mountains of data such as customer, inventory, and order lists that may have hundreds or
thousands of entries. The file that holds such lists is called a database. Each Access database file actually can
hold multiple lists of data, each stored in a separate table, such as the Current Foster Animals table shown
in Figure 1-9.

11
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FIGURE 1-9

An Access database organizes lists of information in tables.

Table Tools
Home | Create  EdemnalData  DatabaseTools  Datasheet @
% b | [cator I 1= = @ =i New 3 Totals 4l ]? "€ Selection ™ ﬁ 2 Replace
L3 =Hsave  ‘Fspeling %l V3 Advanced ~ = GoTo~
View || Paste o ||BoL || & | -1 =2 - | Ri:(ffh X Delete - FMore~ || 4 Filter 2 roggle Fiter | T I Select ~
Views ||Clipboard Font )| RichText Records Sert & Filter Find
All Tables ~ « || =] Cument Foster Animals x
Current Foster Animals 2 [} - | PetName -~ Type - Color - Breed - |Approximat - Special Nee: - If Yes, Descr - Fog
 Current Foster Animals : Table 1 sohnny Ccat Calico Mix 1year B Sm)
2 Lucky Dog Black Lab Mix 18 months [l Jor|
3 Carson Cat Tan Siamese 5years FLV Cra
4 Chrissy Dog Black and Tan Hound 3years ] Fly|
5 Whiskers Cat Black Persian 10years Diabetes Joh
6 Skye Dog White Malamute Mix 8years Heart Murmur Kel|
7 Plum Dog Brown and Wh Chihuahua 3 years ] Pall
8 Chelsea Dog Gray Weimeraner  2years Injury Recoven Lyt|
9 Sox Cat Calico American 2year | Tin|
10 Timmy Dog Brown Mix 6 months ] Ani
* (New) =
Record: 4 «[10f10 | » M ki [ & Search Kl i »
Datasheet View I=EEEE

Access enables you to enter and view data using a simple form. You also can set up queries to pull sets of
matching data out of the database and generate reports that consolidate and analyze data. Later chapters
introduce you to these Access skills.

OneNote

It’s a risky proposition to track your professional or educational life via notes scribbled on various scraps of
paper or notebook pages. As the notes pile up, it becomes harder and harder to find relevant information,
making you look as though you can’t keep up. If you lose a scrap of paper containing a critical piece of
information, you can put a project in jeopardy.

Microsoft Office OneNote 2007 (Figure 1-10) serves as a type of electronic scrapbook for notes, reference
materials, and files related to a particular activity or project. Then, when you need to find all the “stuff”
related to a particular project, you can flip right to the applicable notebook tab. You learn to get yourself
together with OneNote in a later chapter.

12
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Organize notes, files, pictures, and other material in a OneNote notebook.

@ Goals - Microsoft Office OneNote
{ flle Edit View Insert Format Share JIools Table Window Help |7

Q- Dbew - (IR K BI@ -0 - WTask -yrTag - Sicw @ H L@ 100% -0 B )= A i
| 115 Work Note . [ meeting notes | Volunteer Recruiting Project “ project..  Reseaf.. . Trav.. " Planni. - Miscellaneo..™, | Search Allotebooks 2 - |
: 3 E' _NewPage v »
e
Eﬁ Goals
Animal
Foster Vol...

15 new fundraising staff
20 new fostervolunteers
20 new adoptionvolunteers

I || Personal Notehook ig Wo

E1]

o=

@, Need poster dog for full-press campaign

InfoPath

The Microsoft Office InfoPath 2007 application included with the higher-end Office versions may actually
move us closer to that mythical land known as the “paperless office.” InfoPath enables you to design elec-
tronic fill-in forms based on a template like the one shown in Figure 1-11. Each time a user fills in the form,
the unique user data is stored in a separate location called a data source, in essence adding a new entry to
that list. You'll get started with InfoPath forms later in the book, too.

13
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Collect and store data via an InfoPath form template.

(Design) Animal Rescue Partners Pet Foster Parent Form - Microsoft Office InfoPath

[ cats

E-mail Address

File Edit View [nsert Format Tools Table Help Type a question for help -
BESHR Rpevew - F AT & 0@ S 9

44 Verdana

- 10

] Draw Table [ No border

Animal Foster Parent Information

Foster Parent

Foster Parent Last Name:

Foster Parent First Name:

Home Telephane Number:
Woark Telephane Number:

Emargency Contact Name/Number:

Interesting in Fostering:
[ pogs

2 - | msert- 05 6 34 | o

Address Line 1:

Address Line 2!

Address Line 3

Address Line 4:

City:

State/Province: Postal Code:

Country/Region:

[ other [ any

Compatibility: InfoPath
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Starting an Application

Starting one of the Office applications loads that program and its tools into your computer system’s RAM
(working memory) so that you can begin working. If you've started an application in Windows XP or
Windows Vista before, youw'll probably be able to find the startup commands for the Office applications and
load the program of your choice on your own (but skip ahead in this section for a new trick that applies in

Vista).

Otherwise, use these steps to start an Office application in either Windows XP or Windows Vista:

1.

2.

Click the Start button at the left end of the Windows taskbar. The taskbar appears along the
bottom of the Windows desktop. The Start menu opens.

Click All Programs. A list of available programs appears. In XP, it appears as a submenu of the
Start menu. In Vista, the list appears in the left column of the Start menu.

Click Microsoft Office. The available Office programs appear.
Click the desired Office program (Figure 1-12). The program window appears onscreen.
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Use the Start menu to start an Office program.

[= Windows Fax and Scan
&8 Live
i Windows Mail
£ Windows Media Center
(=) Windows Media Player
|#8 windows Meeting Space
i), Windows Movie Maker
£%2 Windows Photo Gallery
% Windows Update
|| Accessories
. Bxtras and Upgrades
| Games
. Maintenance Search
. Microsoft Office
E Microsoft Office Access 2007 = Recent ltems
(i) Microsoft Office Excel 2007 ——— Click program to start
[} Microsoft Office InfoPath 2007 Computer
[[#! Microsoft Office OneNote 2007
[i~ Microsoft Office Outlook 2007 Network
(i@ Microsoft Office PowerPoint 2007
E Microsoft Office Publisher 2007 Connect To
[iv' Microsoft Office Word 2007
|, Microsoft Office Tools Control Panel
. Startup

Default Programs
Help and Support

Start Search 2l

| 2
e )

Start button

I Some applications automatically open a new, blank file when you start them. Others prompt
you to create a new file. Outlook automatically displays personal folder information, whereas
OneNote opens the notebook page that you last worked with.

Vista provides you with a quick-and-dirty way to start any application, including the Office applications,
as follows:

1. Click the Start button on the taskbar. The Start menu opens with the blinking insertion point
in the Start Search text box at the bottom of the menu.

2. Type all or part of the name of the application you want to start. As shown in Figure 1-13, a
list of matching applications (and files with the typed information in them) appears.

3. Click the desired Office program. The program window appears onscreen.

15
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Typing a name in the Start Search text box lists matching programs.

Programs

[ Microsoft Office Excel 2007 Click program to start

Files
2] Animals Served 2007
E;]Ndept Payroll Services Sales Proposal

Network
Connect To
Control Panel
Default Programs

}r;' See all results
Help and Support

,':.3' Search the Internet

Type all or part of a program name

You also can create a desktop shortcut icon to use for program startup. To do so, drag the application name
from the Start menu to the desktop. A shortcut icon will appear. You then can double-click that icon to start

the program.

Closing an Application

When you finish your work in an application, shutting the application down removes it from system memory,
freeing that memory for other uses. Closing the application also provides the benefit of closing any possibly
sensitive open files to prevent unwanted viewing by others.

You can use one of three methods to shut down any program:

B Press Alt+F4.

B Click the Microsoft Office (File menu) Button (again, abbreviated in this book as Office Button), in
the upper-left corner of the program window (see Figure 1-14); then, click Exit Program Name.

B Click the program window Close (X) button in the upper-right corner.

If you see a message box like the one in Figure 1-14, it means you haven't saved all your changes to the file.
Click Yes to save your changes. Both the application and file close.

16
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A prompt appears to remind you to save file changes.
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Microsoft Office button

Animals Served 2007 - Microsoft Excel

Close button

Home Insert Page Layout Formulas Data Review View @ - T X
YA am ] m ][5 | B g I A
- &3 3% Detete - || [3]~
Paste B I U-~|[z - A~ Hikiz= 8 ~ %, + |[%8 28| Conditional Format e Sort & Find &
e Al Lol a7 J| 8 o |8 ) Formatting * a5 Table - Styles = | (EAFOrmat~ || (2 Fifter~ Select+
Clipboard & Font o Alignment ] Number Styles Cells Editing
~ | Animal Rescue Partners ¥
A B c D E F G H L M N o -
1 |Animal Rescue Partners
:
> |Animals Served 2007
3
Bl Fostered awa _lawz _laws lawa Jrotal laverage |
5 Dogs 35 54 59 0 188 a7
5 Cats EH 16 >
7 Other 1 3 Microsoft Office Excel - =
8 Total 74 73
9 I\, Do youwant to save the changes you made to ‘Animals Served 2007.x5x'?
] adopted a1 __lawz | o
11 |Dogs B 8
12 |Cats 10 15 : = 5
13 Other 2 1 1 2 6 15
14 Total 18 24 26 138 86 215
15
16
17 .
18 Animal Rescue Partners
L Animals Fostered 2007
20
21
22 60 [~
23
4
50
25
4 ¢ v > Sheetl -~ Shest2 . shests , J W i
Ready [T EE==n] &

Finding Files

Searching through folders (named storage locations) on a computer’s hard disk to try to find the file you
want to work with sure can eat into your quality working time. If you're using Office with Windows Vista,
you can take advantage of a couple of shortcuts that help you find a file on your system.

As shown back in Figure 1-13, making an entry in the Start Search text box displays not only matching pro-
grams but also files with the search text in the filename or file contents. So, you can enter all or part of the
filename or topic in the Start Search text box on the file menu and then click the name of the file to open.
The application used to create the file opens with the specified file in it.

Alternatively, you can work in the Open dialog box for any Office program to search for a file. Use these
steps when you're already working in the application used to create the file:

1. Click Office Button=> Open. The Open dialog box appears.
2. Click the up arrow button beside the Folders heading. The folder tree appears.
3. Select the folder that you think holds the file to find. Its contents appear in the dialog box.

17
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I If you're not sure even of what folder holds the file, choose a higher-level folder or even a disk
! icon. Doing so will search more locations but means that the search may take more time.

4. Type the name of the file to search for in the Search text box in the upper-right corner of
the dialog box. As you type, the Open dialog box lists files with matching names or contents, as
shown in Figure 1-15.

FIGURE 1-15

You can search for a file in the Open dialog box for any Office application running in

Windows Vista.
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5. Double-click the name of the file to open. The file appears in the application.

In Windows XP, you will still have search capabilities, too. Click the Start button and then click
Search in the right column of the menu. Then click the Documents link under What Do You

Want to Search For? to display the controls where you can enter information about the file you need. If
you've already displayed the Open dialog box in an Office application running under XP, you can right-click
any folder in the Open dialog box and then click Search in the shortcut menu to search for a file.

Getting Help

Program features sometimes can seem a little obscure, and because the interface has been heavily redesigned in
the Microsoft Office 2007 applications, you may get stuck from time to time when you're trying out a feature

that you don’t use every day. If you don’t have this book handy; it’s time to turn to another resource — the Help
system for the application that you're using.
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Browsing Help contents

Whether you have an Internet connection or not, you can explore and browse the basic Help that installs
with each of the Office applications. To open the application’s Help window, click the round Help (question
mark) button at the right end of the Ribbon or press F1.

B OneNote and InfoPath don’t have a Help button, so in those applications, choose Help =
& Microsoft Office Program Name Help to launch Help.

The Help window for the program appears and lists general help categories. Click a category to view avail-
able Help topics in that category (see Figure 1-16). In some cases, you may need to click a subcategory to
display the topic you need. When you see the topic you need, you can click the Print button to print it.
To move around to additional topics, use the Back and Forward buttons, as well as click additional links.

When you finish working in the Help window, click the window’s Close button to finish.

FIGURE 1-16

Browse by clicking categories, subcategories, and topics.

Search text box

Back and Forward buttons Print button
of e on (o) [
© 006 EAe e J
- P Search ~
Excel Home r

Formula and name basics

Subcategories of "Formula and name basics™

Creating formulas Correcting formulas
Examples of formulas ‘Working with names

Working with external links

Topics in "Formula and name basics” 2items

'@ Change the date system, format, or two-digit year interpretation

@ Change formula recalculation, iteration, or precision
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Searching Office online

You can search for help about a particular topic or question using the text box near the top of the Search
window. If your system is already connected to the Internet, all you need to do is type the topic to search
for into the text box and press Enter.

However, if you see Offline displayed in the right end of the status bar at the bottom of the Help window,
you need to make sure that you're connected to search the online Help. Follow these steps to search in
that way:

1. Click the drop-down arrow for the Search button and click a choice under Content from
Office Online in the menu (Figure 1-17). The All Program Name choice searches all the online
Help resources for that application, whereas any of the other choices under Content from Office
Online target the Help search to a specific type of information.

2. Type the search topic into the Search text box.
3. Press Enter. The list of matching Help topics appears.
4. Click the desired topic. The Help for the topic appears in the Help window.

FIGURE 1-17

You can request that Office go back online for Help.
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N Summarizing, consolidating, and
outining data Validating data
Importing data PivotTable reports and PivotChart
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Macros Excel and the Web
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< [} - - 3
Exce Help oittine s

Whether you browsed for Help while already connected to the Internet or you forced the Help
window to search online, in some cases clicking a Help topic link will launch your system’s
Web browser and display the Help and resources there, rather than in the Help window.
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I If you click the Search button drop-down arrow as noted in the preceding Step 1, you can click
58 the Word Help choice under Content From This Computer to search only help installed on your
system wnth Word. For simple questions, this method might display the right Help topic a bit more quickly.

Summary

This chapter introduced the programs that are part of the Microsoft Office 2007 system. You learned about
core features in the Word (word processing), Excel (spreadsheet), PowerPoint (presentation graphics), and
Outlook (e-mail and scheduling) programs. You also learned that you can perform more specialized busi-
ness functions with Publisher (publication design), Access (database), OneNote (information management),
and InfoPath (forms). You moved on to learn how to start and close any application in Microsoft Office,
how to find a file that’s not quite at your fingertips, and how to use offline and online Help when you need
to learn more.
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elcome to Oz. Whether you're a brand-new user to the Office applica-

tions or a veteran Office user, this chapter bids you welcome to the

2007 version. If you're new to Office 2007, this chapter provides an
overview of what very likely is a user interface unlike any you've encountered
previously.

If you're completely new to Office and have been using other applications such
as WordPerfect or 1-2-3, you're likely more accustomed to toolbars and menus
than you are to Office 2007% Ribbons, so when I contrast Office 2007’s Ribbons
with the previous interface, you'll likely immediately grasp just how different the
primary Office 2007 applications are, even if you never touched an Office 2003
program.

The Ribbon is a completely new way of presenting tools and features to users of
Word, Excel, PowerPoint, and Access. (Outlook message windows use the Ribbon,
too.) Briefly, the Ribbon is a set of contextual tools designed to put what you need
where you need it when you need it. When you click one of the major tabs on the
Ribbon, the tools you need for specific tasks should mostly be right where you
need them. The ideal result is that you don't need to go looking for what you want.

In fact, the Ribbon might actually be considered a new kind of toolbar. Instead of
a list of different toolbars accessed from the View menu, however, the different
parts of the Ribbon are organized into tabs and groups. The result is that more

of the tools are exposed to you, making it more likely that you'll discover what
you need.

If you've used other versions of the main Office applications in the past, the 2007
versions will seem strange and different. Imagine that you left earth in the year
1994 — the last time that the Office interface was overhauled — and returned

in the year 2007. Over the ensuing thirteen years, the interface slowly morphed
from menus and toolbars into the Ribbon.
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When considered from an evolutionary perspective, perhaps the 2007 versions of Word, Excel, PowerPoint,
and Access don't look so different. What you, the space traveler, do not realize, however, is that the radical
changes occurred not slowly and gradually over more than a decade, but in one giant leap from Office 2003
to Office 2007, only 15 minutes before you landed. Everybody who stayed right here on Earth is just as
stunned as you are.

The other Office 2007 applications covered in this book — Publisher, OneNote, and InfoPath—
2 retain the old menu and toolbar interface. Outlook retains the old interface for its main window,
but uses the Ribbon in message windows.

Discoverability

If past versions of Office were driven mostly by functionality and usability, Office 2007’s catchwords are dis-
coverability and results. For example, studies show that typical Word users use only a fraction of the myriad
features contained in Word. Yet, the same studies show that users often employ the wrong feature. For
example, rather than use an indent setting, a user might press the spacebar five times (gasp!) or press the
Tab key once (again gasp, but not quite as loud).

Microsoft’s challenge, therefore, was to design an interface that made discovering the right features easier,
more direct, and more deliberate.

Have they succeeded? Well, you'll have to be the judge. To some, the new interface succeeds only in being
different and in making Office novices out of those who previously were Office experts. Whether it makes
things easier for beginners, ultimately easier for casual users, or simply more difficult for veteran users,
remains to be seen.

Let’s suppose you want to create a table. Assuming for the moment that you even know that a table is what
you want, in Word 2003 and earlier you might choose Table &> Draw Table or Table = Insert &> Table from
the menu. Or, perhaps you would click the Table tool on the Standard toolbar, assuming you recognize the
icon as possessing that functionality.

The point is that you had to navigate sometimes dense menus or toolbars in order to find the needed
functionality — perhaps not even knowing what that functionality was called. It’s akin to wandering through
a hardware store looking for something that will twist a spiraling piece of metal into a piece of wood, without
knowing whether such a tool actually exists. You don't even know what the piece of metal is called, so you
wander about, and finally discover, to your utter delight, the perfect tool . . . a hammer. Oops! There’s an old
saying: When the only tool you have is a hammer, everything looks like a nail.

Like a hammer, the time-proven spacebar has been used countless times to perform chores for which it was
never intended. Yes, a hammer can compel a screw to join two pieces of wood together; and a spacebar can
be used to move text around so it looks like a table. However, just as a hammered screw makes for a shaky
wooden table, a word processing table fashioned together using spaces is equally fragile. Add something to
the table and it doesn’t hold together. Which table? Take your pick.

In the main Office 2007 applications, there are no dense menus and toolbars. To insert a table in Word —
again assuming you even know a table is what you’re looking for — you stare at the Home Ribbon and see
nothing that looks remotely like a table.

Thinking “insert” may be what you need, you click on the Insert tab, and there you see a grid with the word
Table under it. You click Table, move the mouse, and perhaps you see what’s shown in Figure 2-1, as an
actual table is previewed inside your document, changing as the mouse moves. Epiphany!
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Office 2007’s “Live Preview” shows the results of the currently selected Ribbon action.
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Epiphany? Perhaps, or maybe just a new wrinkle. Be that as it may, the new Office 2007 apps bring with
them a number of improvements in performance, stability, design elements, interoperability, and document
integrity that ultimately can improve the quality of your documents and make them faster and easier to cre-
ate. Whether the new interface excites you or annoys you, the fact that the new format makes it harder to
corrupt documents should make you smile.

If you've ever spent endless hours wrestling with a document because its numbering is haunted by ghosts
that won't let you do what you need to do, you will find relief in Office 2007. More on this in Chapter 3,
but for now, you might be happy to know that some of the proprietary file formats in Office applications
have been replaced by formats that use XML (eXtensible Markup Language). XML is an open format in the
public domain. At its heart are plain text commands that can be resolved by Office applications and a vari-
ety of other programs. The bottom line for the user is that the mysterious so-called binary format is gone,
meaning that Office documents are now harder to corrupt. When and if they do get corrupted, your work
is easier to salvage.

5 If you're a glutton for punishment or you like taking risks, the Word, Excel, and PowerPoint
2007 applications still support the legacy file formats. You can even tell the applications to
always save documents in earlier formats. This is a good option when you share your work with users of 2003
versions and earlier. For those same 2003 users (as well as 2000 and 2002 version users), however, Microsoft
provides a free compatibility pack that enables them to read and write Word, Excel, and PowerPoint 2007
documents (although 2007-specific enhancements will be lost in the translation). To find the compatibility
pack, visithttp://office.microsoft.com.

The “Results-Oriented” User Interface

If you're like most users, when you begin a letter or a report, the first thing you do is check whether you've
ever written a letter or report like the one you are about to write. If you have written something similar,
then you very likely will open it and use it as a starting point.

When my daughter needs a written excuse for school, rather than write a brand-new letter each time, I search
my stock of documents for whatever I have that is closest to the current need.
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If you don't have a document to use as a starting point, then you check whether there’s an existing template
in the Office application’s repertoire. Failing there, you might search online. Indeed, its not uncommon to
come across questions in online communities or newsgroups asking if anyone has a particular type of tem-
plate, e.g., “Does anyone have a template for a resignation letter?” I just love replying to that kind of request:
Dear Meat for Brains Boss . . . but, I digress.

Knowing that most people don't prefer to begin documents with a clean slate, so to speak, Microsoft has
redesigned Office to give users what they want. The goal is to offer users a collection of results they are
probably seeking, to save time and guesswork.

They have done this in a variety of ways. One of the most prominent ways is the expanded use of galleries
of already formatted options. Coupled with this is something called Live Preview, which instantly shows the
user the effect of a given option in the current document —not in a preview window!

Rather than focus on a confusing array of tools, the Ribbon instead shows a variety of finished document
parts or building blocks. It then goes on to provide context-sensitive sets of effects —also tied to Live
Preview. These are designed to help you sculpt those into, if not exactly what you want, then something
close. The objective at each step is to help you achieve results quickly, rather than combing through myriad
menus and toolbars to discover possibilities. If nothing else, the new interface eliminates several steps in
what necessarily has been a process of trial and error.

In addition, with each result, Office 2007’s new context-sensitive Ribbon changes to show you additional
tools that seem most likely appropriate for or relevant to the current document part that is selected. For
example, if a picture is selected in Word, then the Format tab on the Ribbon displays context-sensitive
Picture Tools, as shown in Figure 2-2.

FIGURE 2-2

When a picture is selected, the Format tab of the Ribbon displays context-sensitive Picture Tools; the result of the
Picture Style gallery selection (Bevel Perspective, in this case) is previewed in the document.

i 5 ﬂﬁmma\

Home  Insert  Pagelayout  References  Mailings  Review Vi

ew Developer | Format |

% Brightness - 13f Compress Pictures | | N ] [T Picture Shape ~ E T Bring to Front = |2+ % £l aar
(D Contrast - Bl Change Picture u a il - [ Picture Border ~ B4 Sendto Back + 1~

Position crop =[50

SgRecolor~ % Reset Picture y | < Picture Effects ~ (28] Text Wrapping ~ Sk~
Adiust | k Picture Styles 0| Arrange Size
l'a 1 lgereiperspectiiel L3S 3 [P ]

Page:1 Section:1 At1° Line:l Column:l | Words:0 | English (United States) | Track Changes: Off | Overtype | | EEE]

26



Navigating in the New Office

With each action, the Office application displays a likely set of applicable tools on the Ribbon. As the mouse
pointer moves over different gallery options, such as the picture styles shown here, the image in the actual
document shows a Live Preview of the effect of that choice. As you navigate the Ribbon to additional for-
matting options and special effects, the Live Preview changes to reflect the currently selected choice, as
shown in Figure 2-3.

FIGURE 2-3

Live Preview shows the result of the selected formatting or effect.
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In addition to providing a Live Preview of many formatting options, Microsoft has also greatly enhanced
and expanded the range of different effects and options. The result, optimally, is documents that look more
polished and professional than was possible previously.

Ribbons and Things

At the heart of Office 2007’ results-oriented interface is the Ribbon. The Ribbon is the area above the docu-
ment workspace, as shown in the example from Word 2007 (Figure 2-4). Technically, I suppose, the Ribbon
is just the area below the tabs for Home, Insert, and so on. Clicking a tab with Home, Insert, Page Layout,
and so on controls which Ribbon tab is displayed.

FIGURE 2-4

Word 2007’s Ribbon, shown with the Home tab displayed, on a 19-inch monitor using normal-size fonts.
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Exactly what you see in any given Ribbon tab is determined by a number of factors, including the size of
your monitor, your screen resolution, the size of the current Office program window, as well as whether
you're using Windows' display settings to accommodate low vision. Hence, what you see might not always be
what you see pictured in this book. If you have a very large monitor operating at comparatively high resolu-
tion, you will see many more of the available options, such as on the Word Home tab shown in Figure 2-5.

FIGURE 2-5

At the highest resolution and largest screen size, the Ribbon displays additional gallery options and text labels.
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& In Figure 2-5 Word’s Home tab Ribbon shows 12 styles from the style gallery, as well as addi-
i tional tools and text labels in the Clipboard and Editing groups. This is the maximum amount
of mformatlon you will ever see in the Home tab Ribbon. To “shoot” this picture, Word was stretched across
two 19-inch monitors, and additional detail stopped appearing when Word was 35 inches wide. Therefore,
if you’re wondering whether you need a 52-inch monitor for Office 2007, you'll be happy to know that a
42-inch model would work just fine.

B Ctrl+F1 toggles the Ribbon on and off. At times — especially at first— the Ribbon is going to

- & look overly large to you. It will also seem imposing when you're simply reading a document
or when you're trying to develop formulas in a worksheet. The Ribbon might also be distracting if all you’re
doing is entering and formatting information and are fluent in the keystrokes you need to perform basic for-
matting. For those times, there is Ctrl+F1. To turn the Ribbon off using the mouse, double-click the current
tab; click any tab to turn it back on temporarily. It will automatically hide when you’re done using it.
Double-click any tab or press Ctrl+F1 to turn it back on full-time.

Title bar

The top bar of the current Office application window is called the title bar; exhibited in Figure 2-6. Double-
clicking the title bar toggles the Office application between maximized and restored states. It’s the equiva-
lent of alternately clicking the Maximize and Restore buttons at the right end of the title bar.

FIGURE 2-6

The title bar
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The title bar contains the Quick Access Toolbar (optionally), the name of the document in the current applica-
tion window, and buttons for controlling the application window. If you've turned off the “Show all windows
in the Taskbar” option (Office Button = Program Name Options = Advanced = Display section), then these
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buttons control all of the application, rather than just the current document window. In your own installa-
tion, the title bar might contain other elements as well, such as items placed there by various Office and
Windows add-ins.

.@ % Right-click different areas of the title bar for available options. For example, if you right-click

AN the Quick Access Toolbar (QAT), you'll see that it can be customized or placed below the
Ribbon; any tool on it can be instantly removed as well. If you right-click the middle area of the title bar,
you’ll see a shortcut menu with commands for working with the window (Move, Size, Minimize, etc.). You
also can display this menu by pressing Alt+spacebar.

The tab row

Shown below the title bar in Figure 2-6 is a row with the Ribbon tabs. I'm not sure if it has an official name,
so I'll use “tab row” here. In addition to the tabs themselves, which control which Ribbon is displayed, this
line contains the Help button (which replaces Help = Microsoft Application Name Help from Office 2003
and earlier). If you've turned off the “Show all windows in the Taskbar” option (Office Button = Program
Name Options = Advanced = Display section), addition document and window control buttons will be
present.

You can select a Ribbon tab using the mouse or using hot keys. Unlike in previous versions of the Office
applications, however, there are no underlined letters showing you the hot keys.

As noted earlier, double-clicking the currently selected tab hides the Ribbon. Double-click any tab to
unhide it. Ctrl+F1 toggles the Ribbons on and off as well. Once the Ribbon has been turned off, you can
temporarily turn it back on by clicking a tab (or pressing its hot key). Once you've used a tool in that tab,
the Ribbons automatically go back into hiding.

Key Tips

If there are no underlined letters, then how do you know which keys to press? Tap the Alt key. As shown in
Figure 2-7, when you tap the Alt key, shortcut keys that work in the current context are displayed. “In the
current context” might seem like an odd way to phrase it. Why context is relevant will become clear when
we talk more about the Ribbon (described in the following section). For now, however, if you're working in a
Word document, pressing Alt+H will display the Home Ribbon, Alt+N displays the Insert Ribbon, and so on.

FIGURE 2-7

Tap the Alt key to display the Ribbon tab’s context-sensitive hot keys.
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Note that I've added some additional tools to the QAT shown in Figure 2-7, and that numbered hot keys
are associated with them. In addition to the first nine being accessible using Alt+1 through Alt+9, the last
three are accessible using Alt+09, Alt+08, and Alt+07.
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FIGURE 2-8

Ribbon

The Ribbon is divided into a number of different tabs that ostensibly correspond to each application’s for-
mer menus. Unlike 2003’ menus, however, there are no expanded drop-down lists under each main menu
item. Instead, each tab exposes a different set of command buttons. Note that in Figure 2-4, the Home tab’s
choices are exposed. Contrast that with Figure 2-8, which displays the Insert tab of the Ribbon.

Each of the tabs exposes a different set of commands; the Insert tab is shown here.
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Note that the number of Ribbon tabs you see also varies according to user settings. In Figure 2-8 you can
see the Developer tab. On your own setup, that tab might not appear.

Groups

We’ve already talked about the Ribbon —now it’s time to explore a few tricks and some odd nomenclature.
At the bottom of the Ribbon tab shown in Figure 2-7, note the names Clipboard, Font, Paragraph, Styles,
and Editing. These are known as groups. Each group contains individual tools or controls.

If you're a veteran Office user — perhaps even if not — you’ve probably been wondering what to do, for
example, if the Ribbon is displaying the Page Layout tab, and you really want to access the Home tab’s
Editing tools (the group that contains Find, Replace, Go To, and Select).

In this book, Ribbon command sequences typically name the Ribbon tab, the group, and then the
& specific button or option. So, for example, “Select Page Layout > Page Setup => Orientation” is

telling you to choose the Orientation drop-down in the Page Setup group on the Page Layout tab of the Ribbon.

In previous incarnations of Office applications, access to commonly used commands was always available
via the menu, and often via the Standard and Formatting toolbars. Indeed, they are always available here
as well, sort of. When the Page Layout tab (or any other) is displayed, you can access any of the Home tab
items simply by pressing Alt, H (in sequence), or by clicking the Home tab.

What if you want to remained focused on Page Layout?

Any item on the Ribbon — individual tools, groups, and even dialog box launchers — can be added to the
QAT. For example, right-click Bold and choose Add to Quick Access Toolbar. Now Bold will be available all
the time, regardless of which Ribbon tab is displayed. Did I mention that Q stands for Quick? Don’t want
Bold there? Right-click it and choose Remove from Quick Access Toolbar.

Let’s try another navigation trick. Tap Alt+P (Page Layout tab). Now press the arrow keys. If you're unsteady
with the mouse, you can use the four arrow keys to navigate. You can also use Tab and Shift+Tab to move
forward or backward through all of the Ribbon commands. When you get to a command you want to use,
press either the spacebar or the Enter key.
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In the previous section, | mentioned that hot keys are context-sensitive. Shouldn’t hot keys

i ' work the same way all the time? One would think so. Alas, Microsoft does not agree, so while
1 mlght activate the first QAT command when the Home tab in Word is displayed, you cannot count on it
always doing the same thing. If you press Alt+H, now the 1 key applies bold formatting. Hence, context is
vital. If you're a touch typist who hardly ever looks at the screen, good luck. Meanwhile, press Alt+P and try
not to laugh (or cry) when you notice that some commands have two — not one — hot keys. Any idea why
AY means Rotate? Me neither.

Contextual tools

In addition to the default set of main tabs, additional context-sensitive or contextual tabs appear depending
on what kind of document part or object is selected. For example, if you choose Insert = Header and insert
a header from the Header gallery in Word, the Design tab displays contextual Header &Footer tools, as
shown in Figure 2-9.

FIGURE 2-9

When a header is selected, the Design tab displays Header & Footer contextual tools.
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Notice that because this particular header format is enclosed in a table, the Table Tools tab is also exposed.
The Table Tools tab has Design and Layout subtabs, each of which is also available in the current view.

As you are becoming acclimated to Office 2007, whenever a new tab appears, you should click
| it to explore what it has to offer. Think of contextual tabs as hidden drawers that might contain
money! This is an aspect of Office 2007’s discoverability. If you don’t like the design choice in a given gallery,
you very likely can change it (and even add new or changed items to the gallery for future use — more on
this later).

Quick Access Toolbar

If you are a veteran Office user, you might be asking, “Where have all the toolbars gone?” If you're a long-
time veteran, in fact, you might be screaming that question at the top of your lungs, perhaps adding a color-
ful expletive or two. All of the toolbars have been collapsed into the single and less flexible Quick Access
Toolbar, or QAT, as it is rapidly becoming known (the exact pronunciation is still under negotiation).
Shown above the Ribbon in Figure 2-10, the QAT can also be placed below the Ribbon, where there is

more room.
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FIGURE 2-10

The Quick Access Toolbar (QAT) replaces all of Office’s earlier user-customizable toolbars.
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The Quick Access Toolbar

If you have custom templates that rely heavily upon carefully crafted custom toolbars and
menus, there’s good news and bad news. The good news is that some of those toolbars might
actually still work in Office 2007. Look for them in the Add-Ins Ribbon. The bad news is that Office 2007 no
longer contains customization tools that let you create and modify multiple toolbars.

Live Preview

Live Preview is a brand-new feature in Office 2007. This feature applies the highlighted gallery formatting
to the selection in the current document, enabling you to instantly see the results without actually having to
apply that formatting, as shown in Figure 2-11. As the mouse pointer moves among the different gallery
options, the formatting displayed in the body of the document instantly changes.

FIGURE 2-11

Live Preview, showing the results of the Intense Quote style in Word applied to the current paragraph.
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Note that not all galleries and formatting options produce Live Preview results. For example, in the Page
Layout tab in Word, none of the Page Setup items produce Live Previews, nor do the paragraph settings on
that tab.

Another time you won't see Live Preview is when working with dialog boxes, such as the Paragraph dialog
box in Word. Many of those offer internal Preview sections but do not take advantage of Office 2007 new
Live Preview capability.

A gotcha in all this newfangled functionality is that sometimes the gallery itself covers up all or part of the
Live Preview. This gets old quickly, and can negate much of the functionality, unless you're blessed with
unlimited screen real estate. Maybe that 52-inch monitor isn't such a bad idea after all.

Fortunately, some galleries and controls have draggable borders that enable you to see more of what you're
trying to preview, as shown in Figure 2-12. If a control’s border is draggable, this is indicated by three dots.
Notice the three dots in the lower-right corner of the Styles Gallery in Figure 2-11, and in the bottom bor-
der of Theme Fonts in Figure 2-12. On the lower-right corner, the three dots indicate that the border can be
rolled up and to the left. On the bottom, the three dots indicate that the border can be rolled up.

FIGURE 2-12

Some Live Preview controls can be rolled up to reveal document details that otherwise would be covered.
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Sometimes, however, it’s easiest simply to go ahead and apply the formatting, rather than jump through
hoops. If necessary, you can always use the venerable Ctrl+Z (Undo) if you don' like the result.

When using Live Preview, it’s very easy to forget to click the desired gallery or formatting com-
% mand when you come to it. Particularly in extensive lists (such as lists of fonts, colors, or styles),
it’s possible to get exactly the right effect without noticing what it’s called. In the case of colors, you usually
don’t even have a name to use as a guide. Sometimes, the hand really is quicker than the eye. Once you move
your mouse away from your selection, it’s lost. You might have to re-inspect that entire list to find exactly
what you already found, so once you find what you’re looking for, don’t forget to click! Ctrl+Z is your friend!

Galleries

Up to now, I've thrown around the word gallery as if it were a common everyday word. Well, it is— but it’s
taken on expanded meaning in Office 2007. Simply put, a gallery is a set of formatting results or preformat-
ted object parts. Virtually every set of formatting results or object parts in Office 2007 might be called a
gallery, although Office itself does not use the word gallery to refer to every feature set. Some, such as the
list of bullets in Word, are called libraries instead.
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FIGURE 2-13

Galleries include document styles, themes, headers, footers, page colors, tables, WordArt, equations, sym-
bols, and more. The Word Styles Gallery is shown in the previous section, in Figure 2-11. Galleries often
work hand-in-hand with the Live Preview feature. Imagine paging through a coffee-table volume of paintings,
and each time you point to a different painting, your own house and garden are transformed to reflect the
style and period of the painting. Point at a different painting, and your house and garden are retransformed.

As noted earlier, however, not every gallery results in a Live Preview. As you begin to take advantage of this
new feature, you will quickly start to miss it when it’s not available. Perhaps galleries will become more
prevalent in future releases!

The Mini toolbar

Another new feature in some of the Office 2007 applications is the Mini toolbar. The Mini toolbar is a set of
formatting tools that appears when you first select text. It is not context sensitive and always contains the
identical set of formatting tools. There is no Mini toolbar for graphics and other non-text objects.

When you first select text, the Mini toolbar appears as a ghostly apparition. When you move the mouse
pointer closer to it, it becomes more solid, as shown in Figure 2-13. If you move the mouse pointer far
enough away from it, it fades away completely. Click a button on the Mini toolbar to apply formatting to
the selection.

The Mini toolbar appears when text is first selected.
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Once the Mini toolbar disappears, you cannot resurrect it by hovering the mouse over the

oA selection. You can, however, display the Mini toolbar and the current context-sensitive pop-up
menu by right-clicking the selection. Note also that only the mouse triggers the Mini toolbar. If you display
the pop-up context menu by pressing Shift+F10 or by tapping the Menu button on a Windows keyboard, the
Mini toolbar will not appear.

Some users will love the Mini toolbar, others will hate it. I recommend that you give it a try. It exists to pro-
vide convenient and discoverable access to commands that are otherwise less convenient and less accessible
than they were in Office 2003 (with the disappearance of toolbars and menus).

When the Home tab is displayed, the Mini Toolbar might seem superfluous, as all of the Mini toolbar’s
components are replicated in that tab. However, consider for a moment how far the mouse has to travel to
access those formatting commands. With the Mini toolbar, the mouse pointer usually has to travel less than
an inch or so. For those with repetitive motion injuries, this can save a lot of wear and tear on the wrist.

If you decide that the Mini toolbar gets in the way, you can turn it off. Even when turned off, however, it
can still be summoned by right-clicking the current selection. To turn it off, see Appendix A.
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Unlike many Ribbon tools, the Mini toolbar tools do not produce Live Previews of formatting
and other effects. If you need to see a Live Preview, use the Ribbon instead.

Shortcut or contextual menus

While the Office applications’ main menu system has been almost entirely replaced by Ribbon tabs, Office’s
shortcut menus, often called contextual or pop-up menus, remain. Shown in Figure 2-14, shortcut menus

remain largely unchanged from Office 2003, except for the fact that when text is selected, the Mini toolbar

sometimes accompanies the menu.

FIGURE 2-14

When you right-click a selection, a context-sensitive shortcut menu appears, along with the Mini toolbar.
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Enhanced ScreenTips

Another new addition to Office 2007 is Enhanced ScreenTips. The very name makes you want to leap over
tall buildings! In Office 2003 and earlier, ScreenTips showed only the name of the command under the
mouse pointer. Enhanced ScreenTips, instead, are expanded feature descriptions designed to make features
more discoverable, as well as to reduce the frequency with which you'll need to press the F1 key for Help.
(As it turns out, this is a blessing, because Office 2007’ Help system isn't exactly what the doctor ordered.)

Shown in Figure 2-15, an Enhanced ScreenTip magically appears when you hover the mouse pointer over a
tool. If you hover the mouse pointer over an exposed gallery item (such as a style), however, you will see a
Live Preview of the gallery item instead of an Enhanced ScreenTip. Even better!
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FIGURE 2-15

Enhanced ScreenTips explain the selected feature, reducing the need to press F1.
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Dialog boxes and launchers

Even though Office 2007’ new philosophy focuses on the results-oriented Ribbon, some features and func-
tions remain tied to traditional dialog boxes. Dialog boxes can be launched in several ways, including by
direct keystrokes and what Microsoft calls Dialog Box Launchers. Dialog Box Launchers are indicated by an
arrow pointing southeast in the lower-right corner of Ribbon groups, as shown in Figure 2-16.

FIGURE 2-16

Clicking a Dialog Box Launcher displays a dialog box.
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In many instances, Office’s dialog boxes have not been overhauled or greatly enhanced for this release.
However, if you look closely, you often will see a number of changes, some subtle and others not so subtle.

Figure 2-17 contrasts the Paragraph dialog boxes from Word 2007 and 2003. Sometimes, if you look really
closely, new features will leap out at you!
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FIGURE 2-17
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Can you spot the differences between the Word 2007 and Word 2003 dialog boxes? Without running the two ver-
sions side by side, you might never notice Word 2007’s new feature: Mirror Indents!

Paragraph ) Paragraph D[S
Indents and Spacing | Line and Page Breaks | Indents and Spacing | Line and Page Breaks
General General
Alignment: El Alignment: e~ | Outine level:  [Body text [ ]
outine level: [sodyText  []
Indentation
Left: 0"
Indentaton - Specil: By
Right: 0" =
Left: 075 [+ specal: By: Big rane) =]
Right: 0 (rone) E = Spacng
[T Mirror indents Before: 0pt Line spacing: At
After: 0pt Single E| =
Spacing )
Don't add space between paragraphs of the same style
Before: 0pt Line spacing: At
After: 2pt £ Single: [~] 2 Preview
[] Don't add space between paragraphs of the same style
Preview
Tabs.. ] [ Defaut.. ] [ oK ] [ Cancel

Word 2007 Paragraph dialog Word 2003 Paragraph dialog

Task panes

Word 2003 sported a collection of 14 task panes (or more, depending on what features are installed and in
use), and the other Office apps had numerous task panes, as well. The task pane was activated by pressing
Curl+F1. As noted earlier in this chapter, in Office 2007, Ctrl+F1 now toggles the Ribbon on and off.

If Ctrl+F1 is now used for something else, how do you activate the task panes in Office 2007? The short
answer is that task panes, as a cohesive concept, have been mostly abandoned. Office 2007 still has some
task panes, but you can't access them using a drop-down menu as you could in Office 2003, and you can't
access the entire collection of task panes using a single keystroke. Instead, they will appear as needed (and
possibly when you aren’t expecting them). Think of them as dialog boxes that enable you to type while
they’re onscreen.

For example, on the Home tab in Word, click the Styles Dialog Box Launcher. This displays the Styles task
pane. Now click the drop-down arrow to the left of the X in the upper-right corner of the task pane, as
shown in Figure 2-18. Instead of a list of task panes, you get three options that control only this task pane.
Like their counterparts in earlier versions of Office, task panes in Office 2007 can be dragged away from the
right side of the Word window and displayed wherever it’s convenient — including completely out of the
application’s window frame. Just move the mouse pointer over the task pane title bar and drag. To return it,
just drag it back, or double-click the floating task pane’s title bar.
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Office 2007’s task panes are independent of each other and can’t be selected from a common pull-down control.
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While it might seem a bit odd for Microsoft to have unbundled the task panes, a quick look at Figure 2-19
demonstrates a decided advantage of the new approach. While you probably won't need to have them all
onscreen at the same time, it’s nice to know that youre no longer limited to just one at a time.

FIGURE 2-19

With Office 2007, you can display multiple task panes at the same time, should you feel a compelling need for clutter.
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Status bar

Now we turn to the status bar, neglected until now. Shown in Figure 2-20, the status bar is the bar at the
bottom of the application window. Depending on the application in use, the status bar provides dozens of
optional pieces of information about the current document. Right-click the status bar to display the status
bar’s configuration options.

FIGURE 2-20

Status bar display options have been greatly expanded in some Office 2007 applications.
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As an example of the type of information the status bar might display, not only does Word 2007 update the
Word count continuously, but if you select text, it tells you how many words are selected: 180/5,644 means
that 180 words are selected out of a total of 5,644.

I The status bar configuration menu stays onscreen until you explicitly dismiss it. That means
that you can enable/disable as many options as you want without having to repeatedly right-
cllck the status bar. Notice also that the configuration menu dlsplays the current status too, so if you just
want to quickly refer to it to find out what language you’re using— but don’t really want Language on the
status bar — you don’t have to put it on the status bar and then remove it. Note additionally that the status
items aren’t just pretty pictures. For example, clicking the Page item shown in Figure 2-20 takes you to the
Go To Page dialog box in Word. Clicking the Macro Recording item opens the Record Macro dialog box.

To dismiss the configuration menu, simply click on the status bar or in the document, or press Esc, Enter,
or the spacebar.
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FIGURE 2-21
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The Office Button (File)

The Office Button is that large, round control in the upper-left corner of some of Office 2007 applications.
I say some because the Office Button has not found its way into the 2007 version of the main Outlook
window, the Office Picture Manager, InfoPath, OneNote, or Publisher. The Office Button, which has been
clicked in Figure 2-21, displays a number of top-level commands that you ordinarily might expect to find
in the File menu. Just in case you didn't notice, the Office Button design is the Office logo, the detail of
which might be hard to discern on some computers.

The Office Button replaces the File menu in the major Office 2007 applications.
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Why the Office button? Why not File? Microsoft was looking for a unifying new theme for Office 2007. It’s as
simple as that. Moreover, many of the functions contained therein really have nothing to do with files per se.

In the Office (File) menu some of the commands — Save As, Print, Prepare, Send, and Publish — have
right-pointing triangles. These triangles indicate the presence of additional subcommands.

As shown in Figure 2-22, it pays to explore in Office 2007. By clicking each of the expandable commands
in Words Office menu, the seasoned Word user will quickly discover a number of new features: PDF files,
XPS files, the Document Inspector, the compatibility checker, and blogging, to name a few. You'll also find
legacy features hiding there. Similar menus appear in the other Office 2007 applications.

Depending on what features are being used, your Office (File) menu might include additional
S8 items. For example, if the current document is located on a SharePoint server, you'll also see a
Server Tasks button, between Publish and Close.

In addition, because of a dispute between Microsoft and Adobe on the inclusion of PDF publishing in
Word 2007, the capability to publish in PDF and XPS format is excluded from the default installation of
Office 2007. However, you can download a free patch for Office 2007 by clicking Find Add-Ins for Other
File Formats on the Save As submenu shown in Figure 2-22.
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FIGURE 2-22

Save As, Print, Prepare, Send, and Publish reveal a number of capabilities new in Word 2007.

Options

When you wanted to change something about Word 2003 or earlier, you had multiple places to look,
including Tools = Options, Tools = Customize, Help = About > Disabled Items, Help = Check for Updates,
File = Permission, Tools & Protect, and Tools = AutoCorrect Options, to name but a few. In Office 2007,
“change central” is now located in one place: the application’s Options dialog box. To get there, choose
Office Button = Program Name Options to display a dialog box like the one shown in Figure 2-23. Click
any information icon (the letter i in a circle) to get more help about an option.

FIGURE 2-23

The Options dialog box for any Office application features Information icons to clarify selected options.
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Figure 2-23 is a bit fraudulent, I have to admit. In order not to waste a lot of space, I've neatly
resized the dialog box so it’s no longer larger than the state of Rhode Island. That you can
resize it is the good news. The bad news is that Office refuses to remember that you resized it, and the next
time you open it, it’s back just as big as ever. In fact, in some dual-monitor configurations, it’s possible that
Options won’t obey Windows’ normal rules, and Options will span both monitors each and every time you
open it.

Although all of an Office application’s options are now in one place, so to speak, that doesn't necessarily
make them any easier to find. Navigating the Options dialog box can be daunting.
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Truth in advertising, or, what’s in a name?

Each application’s Options dialog box displays multiple sections, or tabs, on the left. Do not be fooled by
the labels. Note that one of the choices is called Advanced. Microsofts idea of Advanced might not be the
same as yours. What’s optional for someone else might be essential for you.

Microsoft’s logic is to try to put at the top of the list the controls and options they think you are most likely
to want to change. The first set, Popular, is therefore the group they think will matter most to the typical
user. If you're reading the Office 2007 Bible, however, you might not be a typical user. Keep this in mind as
you look at the category or section names.

Another “don’t be fooled by the labels” caveat is that the labels aren’t even objectively accurate. For exam-
ple, there is a tab labeled Display. If you don't find the display option you're looking for there, don't give up.
Some “Display” options actually reside in Popular, such as Show Mini Toolbar on Selection, Enable Live
Preview, Show Developer tab in the Ribbon, and Open e-mail attachments in Full Screen Reading View. Oh,
wait. That’s all of the top options!

A number of Word’s “display” options are also sheltered under the Advanced umbrella, including great
favorites such as the Show Document Content options, the Display options (duh!), and Provide Feedback
with Animation (under General). Still other display options are to be found hiding in various other dark
corners and recesses. If you can't find something you know must be there, check the index in this book.

Options are covered in more detail in Appendix A. I urge you to click each of the nine tabs to explore the
different options that are available. Mostly, this is so you can learn the answer to “Where did they hide it?”
Additionally, however, it will enable you to learn about new options that correspond to new features.

Advanced . . . versus not advanced?

If you're at all like me, you might be wondering “How did Microsoft decide what’s advanced and what's not
advanced?” We'll probably never know. More important than understanding the logic is simply becoming
familiar with the lay of the land so you know where things are, rather than having to look all over the place
each time you want to know how to change a setting.

For example, the Advanced tab in the Word Options dialog box, partially shown in Figure 2-24, has 10
major sections (depending on how you count them, of course). Also depending on how you count, Word
Options’ Advanced tab offers more than 150 different settings, including the Layout Options.

Remember those nice information icons so prevalent in the Popular category? The Advanced category in
Word has only four of them! Out of more than 150 different settings, there are information icons for only
four!

If you scroll down a bit in the Advanced category of the Word Options dialog box, you can see both the
Save and Preserve Fidelity sections at the same time. Is there any doubt in your mind what “Prompt before
saving Normal template” means? Not in mine either.

Now look at “Embed linguistic data.” Do you really know exactly what that means? I didn’t (T looked it up,
so I know now, but there’s no cute information button to tell you). Why, do you suppose, did Microsoft
choose to provide cute little information buttons for the options whose meanings, for the most part, are
already patently obvious? Clearly, they must not know what “Embed linguistic data” means either!

To find out what these advanced options are, simply select the option and press F1. Not much help, right?
Okay, then, type “embed linguistic data” into the Search box (including the quotes) and click Search for the
really helpful view shown in Figure 2-25.
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FIGURE 2-24

Word'’s Advanced options contain over 150 settings.
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FIGURE 2-25

Office 2007’s Help system leaves a lot to be desired.
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In many instances, but not always, you can find Help on what you want by typing the exact

& feature name (e.g., “embed linguistic data”) into the Search box, pressing Enter (which usually
returns “No results”), and then clicking the Support Knowledge Base link.

Clearly, Help needs Help. You will find useful help much more quickly by following the tip shown above,
or simply by “Googling” the feature in question. Note that even when you can find Help in Microsoft’s
Knowledge Base, that help often is couched in Microsoftese, a clever circular kind of writing that repeatedly
uses the mystery feature’s name in lieu of actually telling you what the feature does or means. Searching
other sources online often nets you more useful information because the very existence of such sources
likely is the result of someone’ frustration in trying to parse the “official” sources.

Working with Dialog Boxes

Many Office commands display a dialog box, which is simply a way of getting more information from you.
For example, if you choose Review = Changes = Protect Sheet from Excel’s Ribbon, Excel can't carry out the

command until it finds out from you what parts of the sheet you want to protect. Therefore, it displays the
Protect Sheet dialog box, shown in Figure 2-26.

FIGURE 2-26

A dialog box is used to get additional information about a command.
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The Excel dialog boxes vary in how they work. Some of them show the result of your actions immediately.
For example, if you're applying formatting to a chart, changes you make in the Format dialog box are
shown immediately. Generally speaking, if a dialog box has an OK button, then it must be dismissed before

anything happens. If the dialog box has a Close button, then it shows the result of your actions while the
dialog box remains open.

When a dialog box appears, you make your choices by manipulating the controls. When you're finished,

click the OK button (or the Close button) to continue. If you change your mind, click the Cancel button (or
press Esc), and nothing further happens.

Most people find working with dialog boxes to be quite straightforward and natural. If you've used other

programs, you'll feel right at home. The controls can be manipulated either with your mouse or directly
from the keyboard.
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Navigating dialog boxes

Navigating dialog boxes is generally very easy — you simply click the control you wish to activate.

Although dialog boxes were designed with mouse users in mind, you can also use the keyboard. Every dialog
box control has text associated with it, and this text always has one underlined letter (a hot key or accelerator
key). You can access the control from the keyboard by pressing the Alt key and then the underlined letter.

You also can use Tab to cycle through all the controls on a dialog box. Shift+Tab cycles through the controls
in reverse order.

When a control is selected, it appears with a darker outline. You can use the spacebar to
activate a selected control.

Using tabbed dialog boxes

Many of the dialog boxes are “tabbed” dialog boxes. A tabbed dialog box includes notebook-like tabs, each of
which is associated with a different panel.

When you click a tab, the dialog box changes to display a new panel containing a new set of controls. The
Format Cells dialog box in Excel is a good example. This dialog box is shown in Figure 2-27; it has six tabs,
which makes it functionally equivalent to six different dialog boxes.

FIGURE 2-27

Use the dialog box tabs to select different functional areas in the dialog box.
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Tabbed dialog boxes are quite convenient because you can make several changes in a single dialog box.
After you make all of your setting changes, click OK or press Enter.

I To select a tab by using the keyboard, use Ctrl+PgUp or Ctrl+PgDn, or simply press the first
letter of the tab that you want to activate.
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Office 2007 introduced a new style of tabbed dialog box in which the tabs are on the left, rather than across
the top. An example from Excel is shown in Figure 2-28. To select a tab using the keyboard, use the up and
down arrow keys, then press Enter.

FIGURE 2-28

A “new style” tabbed dialog box with tabs on the left.

Format Shape LI_J‘F X )
[ 7 e
Line Calor © o fil
Line Style @ Solid fil

@ Gradient fill

() Picture or texture fil

3-D Format

3-D Rotation
. 0% z

Bicture Transparency: U o

Shadow

Text Box

Summary

In this chapter, you've had a look at many of the exciting, new, and different facets of Office 2007. You've
seen the philosophy behind the changes (discoverability) and the implementation (the Ribbon). You've also
learned a number of ways in which Office 2007 is similar to earlier versions, and a number of ways in
which it’s different. You should now know what people are talking about when they mention Ribbon tabs,
the Quick Access Toolbar (QAT), Live Preview, Enhanced ScreenTips, and Galleries.
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ears ago, computer program developers began to standardize some

commands and functions, even in programs with significantly different

purposes. Early versions of the Microsoft Office suite were pioneers in
meeting the need to give users standard names for menus and commands and
familiar tools in all the suite applications. This chapter discusses features, com-
mands, and tasks that many of the Microsoft Office 2007 applications have in
common.

Working with Files

Computer files are part of a framework for managing the data you create and
store on your computer. When you create information in a program, such as a
letter, you save that information in a file and assign the file a memorable name.
When you want to work with the file at a later time, you can identify the file by
its name and open the file in the program. Although the ins and outs of creating
and using files differ somewhat among the Office programs, after you learn to
work with files in one Office application, you will for the most part be able to
work with files in the other Office applications. The skills you learn next will
come in handy when you need to work with files in various Office programs.

Understanding Office 2007 file formats

Every program saves data in a particular file format that reflects how the program
identifies, organizes, and interprets information. You can typically identify what
program was used to create a file in two ways:

B The files icon in a Windows folder window or a dialog box such as the
Open dialog box identifies the program used to create the file. That is,
all files created in a particular program use the same icon. Figure 3-1
shows the file icons for some of the key Office programs.
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FIGURE 3-1

A file’s icon reflects the program used to create the file.
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B A three- to five-letter filename extension (such as . docx for Word 2007 files) also identifies the
program used to create the file. Although filename extensions often are hidden, you may see the
extension when viewing information about a file or browsing to find a file in Windows.

The file formats for the 2007 releases of Word, Excel, and PowerPoint have been dramatically changed to
use the Microsoft Office Open XML Formats. Microsoft Office Open XML Format is based on a wider stan-
dard called eXtensible Markup Language (XML), a method of describing data that was designed to facilitate
sharing data between different systems. To signify their XML roots, the filename extensions for Word, Excel,
and PowerPoint now include an x: . docx for Word documents, .x1sx for Excel workbooks, and .pptx
for PowerPoint presentations. The change to XML-based file formats enables the applications to create
smaller, more secure files that corrupt less easily but can be shared more easily.

If an Office 2007 file has been saved in a special macro-enabled format, it will have the
.docm (Word), .x1sm (Excel), or . pptm (PowerPoint) filename extension.

Access 2007 also features a new .accdb database file format rather than the old .mdb file format. The
new Access file format and the database engine that drives it give tighter integration with SharePoint
Services and Outlook 2007. There are also some special variations of the Access file format, including an
execute-only database file (.accde) and a runtime version (.accdr) of the database file. Although Access
can read tables from database files created in earlier Access versions so that you don’t have to recreate those
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tables, older Access versions cannot read tables from an Access 2007 database file. Publisher 2007 files con-
tinue to use the .pub filename extension.

Creating a new, blank file

When you start some of the Office applications — such as Word, Excel, and PowerPoint — the application
automatically opens a new, blank file for you. You can then begin adding and formatting the content you
want to preserve for yourself or other readers or viewers.

If you're working with an existing file and need to create another blank file, you can do so at any time,
using one of the following two methods:

B Press Ctrl+N. The blank file appears immediately.

B Click the Office Button (File menu) in the upper-left corner of the program window and then click
New. The New Document Type dialog box, like the one for Excel shown in Figure 3-2, appears.
Double-click the Blank Document Type icon, which closes the dialog box and immediately opens
the new document onscreen.

FIGURE 3-2

You can create a blank file using the New dialog box.
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Because of its more complicated file structure, Access requires you to take a few more set up steps when
you create a new database file. If you double-click the Blank Database icon after starting Access or choosing
the New command, Access prompts you to enter a name for the file. After you click Create (Figure 3-3),
you then must set up the first table that will hold the data you'll enter. Chapter 34 covers the process for
creating an Access table.
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Access prompts you to enter a filename immediately.
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Outlook doesn’t use files, so you'll learn how to work with its messages and information in the
& later part that covers that program. As does Access, the Publisher, OneNote, and InfoPath pro-
grams each have a somewhat unique process for setting up a new file, and you’ll learn about each process in
the applicable later chapters.

Rather than the Office Button, some Office applications instead still offer a File menu that con-
| tains the New command and other commands for working with files, such as the Print command.

Creating a file with a document template

You can avoid starting from scratch when creating a file by selecting a template. A template includes starter
content and attractive formatting, both of which you can adapt for your own uses. For example, Excel
includes a Loan Amortization template that includes all the formulas required to calculate payments on a
loan; you plug in the loan terms, and presto! The worksheet presents you with precise principal and pay-
ment information for any payment date in the life of the loan. As shown in Figure 3-4, this template also
includes the formatting needed to organize and highlight the information.
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FIGURE 3-4

Templates include starter information and formatting.
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Some templates install on your system’ hard disk when you install Office. Microsoft also enables you to
browse and download templates stored on Office Online, giving you the opportunity to take advantage of
new templates as Microsoft adds them to the site.

Whether you choose an installed template or download a new template, the process for using a template to
create a new file is roughly the same:
1. Click Office Button=> New. The New Document Type dialog box appears.
2a. Click Installed Templates in the Templates section of the list at the left.
OR
2b. Click a template category in the Microsoft Office Online section of the list at the left.

3. Click a template thumbnail. As shown in Figure 3-5, a preview of the template appears at the
right side of the dialog box.
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The Office application displays a preview of the selected template.

Use this text box to search for a template online
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If you don’t see the template you want in one of the available categories, type a keyword or
- description for the type of template that you need into the Search Microsoft Office Online for
a Template text box. Then click the Start Searching (right arrow) button beside it to find matching templates.

4. Click Create (for an installed template) or Download. If you selected a template installed on
your system, the new file appears. An online template will take a few moments to a few minutes
to download, and then the new file will appear.

The first time you download a template, the Microsoft Office Genuine Advantage message box
will appear to inform you that Microsoft will verify that you have a legitimate copy of Office
as a requirement of the download process. To turn off this message for future downloads, click the Do Not
Show This Message Again checkbox to check it before clicking Continue.

BT PowerPoint also enables you to create a file by applying a design theme. Although themes

% don’t include any content, they do provide attractive, consistent formatting for all the slides
in a presentation. To create a file with a theme, click Installed Themes in the Templates list of the New
Presentation dialog box, click a theme icon to see its preview, and then click Create.

Saving and naming a file

When you create a new file, the application assigns it a temporary name, numbering names sequentially
when you create more than one new file. If you create more than one new file in Excel, for example, the
program assigns the temporary filenames Bookl, Book2, and so on. To replace the temporary filename and to
make sure your work in a file gets preserved on your computer’s hard disk or a network drive, you need to
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save the file. The application you're saving with will automatically apply the file format extension to what-
ever filename you specify during the save process.

Follow these steps to save a file in an Office application running in Windows Vista:

1. Click Office Button=> Save or press Ctrl+S. The Save As dialog box appears.

2. Click the Browse Folders button. This expands the dialog box to include a pane where you can
choose a disk or folder in which to save the file. The Browse Folders button changes to the Hide
Folders button, which you can click at any later time to suppress the folder display.

3. Click the up arrow to the right of Folders in the left pane. The Folders list with the folder tree
for navigating to disks and folders expands.

4. Click the triangle to the left of any disk or folder to display its contents, if needed. A triangle
appears beside only folders that have subfolders within them, so you may not see any triangles
beside folder icons.

5. Click the desired folder in the tree. This selects the folder as the save location. Figure 3-6 dis-
plays a selected folder.

If you’re using Windows XP, select File => Save to open the Save As dialog box. You can use the
- Save In drop-down list and the list of folders in the Save As dialog box to navigate to the folder
in which you want to save the file. Enter a filename in the File Name Text box and then click Save.

FIGURE 3-6

Choose a save location and enter a filename.
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6. Drag over the contents of the File Name text box and type a new name. Make sure your
filename not only describes the file’s contents but also includes information such as a date to
distinguish it from other similar files.

7. Click Save. The program saves the file and displays the new filename in the title bar onscreen.
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As you continue working with a file, you should save it periodically to ensure that your latest changes are
included in the stored version. That way, in the event of a power surge or problem with your computer, you
won’t lose much work. Saving every 10 minutes proves good insurance for your file. To save your latest
changes, click the Save button on the Quick Access toolbar or press Ctrl+S. If you must, you can click the
Microsoft Office button and then click Save, but why choose two steps when you can choose one?

The top Office applications offer an AutoRecover feature that can automatically save your
@88 work at an interval you specify. This feature is enabled by default to save every 10 minutes.
Appendix A, “Customizing Office,” discusses how to work with this feature.

Files created in the 2007 versions of Word, Excel, PowerPoint, and Access cannot be opened with older ver-
sions of those programs by default. (They can download and install a compatibility pack to handle the files;
information is available by going to the main Office Web site at http://office.microsoft.comand
searching for “office compatibility pack,” with or without quotation marks.) If a user running an older ver-
sion of one of these applications needs to open one of your files, you may need to save a copy of the file in a
compatible format. Here’s how:

1. Click Office Button &> Save As right arrow. A list of other file formats that you can select for the
copy you're creating appears, like the one shown in Figure 3-7.

FIGURE 3-7
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2. Click the desired “save as” format.

3. Specify a save location and filename in the Save As dialog box. The process works just as
described in the previous set of steps about saving a new file.

4. Click Save.
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¥ When working in Windows XP, you can choose File > Save As and select the file format to use
S from the Save As Type drop-down list. The Save As dialog box for Office apps running under
Wlndows Vista also offers a Save As Type list.

Opening a file
Opening a file you've previously saved loads the file back into the program so that you can review, change,

or print it. The open process works a lot like the save process. You select the folder in which you stored the
file and then select the file to open, as follows:

1. Click Office Button=> Open or press Ctrl+O. The Open dialog box appears.

2. Click the up arrow to the right of Folders in the left pane. The Folders list with the folder tree
for navigating to disks and folders expands.

3. Click the triangle to the left of any disk or folder to display its contents, if needed. A trian-
gle appears beside only folders that have subfolders within them, so you may not see any triangles
beside folder icons.

4. Click the folder that holds the file to open in the tree. The files stored in the folder appear in
the dialog box.

5. Click the file to open.
6. Click Open. The file loads in the program.

' If you're using Windows XP, select File => Open to open the Open dialog box. You can use the
8% Look In drop-down list and the list of folders in the dialog box to navigate to the folder that
holds the file to open. Click the file and then click Open.

I In some Office applications, the Open button includes a drop-down list arrow. Click a file to
- i select it. You can then click the Open button drop-down arrow to see additional options for
opening the file, such as the Open and Repair command.

& Double-click a file’s icon in any Windows folder window to open the file within the application
& in which it was created.

Closing afile

Closing a file that you've finished working on removes the file from the system’s working memory. Only a few
years ago, closing a file was a necessity because most computers had limited amounts of working memory.
Today’s powerful computers make that less of an issue, but there are some other equally important reasons to
close a file after you finish making changes. For example, you may want to close a file so that it’s not visible
onscreen for security or privacy reasons. Closing a file also reduces the chances of the file’s being corrupted
by a power fluctuation or a system error; it also gives you a reminder to save your changes to the file if you
haven't already done so.

Some Office applications offer a Close (X) button for the file window itself, located below the application
Close (X) button near the upper-right corner of the program window. Clicking the file window Close button
closes the file. Other Office applications may not include a file window Close button. If that’s the case, you
can close the current file by clicking the Microsoft Office Button or File menu and then clicking Close. The
keyboard shortcut Alt+F+C will close the current file as well in some Office applications.

If you haven't saved your most recent changes to the file being closed, a reminder message like the one
shown in Figure 3-8 appears.
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FIGURE 3-8
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Printing a File

With the crisp, vibrant output produced by today’s cheap color printers, who would want a paperless office?
Although the Internet and faster computer networks have made electronic transmission a common and
accepted means of sharing documents, many circumstances still call for — if not require — that information
be shared on paper:

Legal documents such as contracts that need to be signed, initialed, dated, or otherwise stamped
are still largely handled on paper. Standards for digital signatures are still evolving, and most users
still print a hard copy of a contract or agreement for official filing.

When a reader or viewer won't have a computer or connection at hand and will need to take
notes, you need to provide a hard copy. For example, participants in seminars typically don’t
bring along a notebook and prefer to take their notes on a hard copy of a presentation.

When you want to make a strong impression, hard copy is still preferred. Although e-mail is
increasingly accepted as a standard business practice for many communications, sometimes it
doesn’t measure up. For example, it might be acceptable to e-mail a proposal to a potential new
client, but hand-delivering a hard copy and then following up by e-mail shows that you still care
enough to make a personal effort to get the business.

When you need a fresh perspective on a document, you can get it by working from hard copy.
Reading through a printed copy of a document can help you catch text and formatting mistakes
you previously missed, while also enabling you to make additional notes and engage in proofread-
ing tricks such as reading the document backwards.

When you want to provide a more constant, visible reminder, you need hard copy. Whether it’s

putting up a flyer at the grocery store about a found cat or giving a recognition certificate to a
valued volunteer, hard copy is still the only useful format.

With all the great documents you can create in Office, you'll be proud to publish and share hard copies.
This section explains how to set up and print your files.

Of course, this section on printing assumes that a printer is installed on your system or network
& and that the printer is powered on and has ample paper and ink or toner in it.

Performing a quick print

A quick print operation prints the file as it stands, sending the job directly to the default printer and using
the current settings for the printer. When you use this printing method, you do not have the opportunity
to make changes such as specifying how many copies of the file to print. On the other hand, if you have
previously set up all the desired document and printer settings, you don’t need to repeat the whole process
for every print job.
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Not all of the Office 2007 applications offer the quick print capability, but for those that do, performing a
quick print is easy:

1. Click Office Button = Print right arrow. A list of print commands appears, as shown in
Figure 3-9.

FIGURE 3-9
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2. Click Quick Print. The document prints.

If you prefer the keyboard to the mouse, you can use this rather long keyboard shortcut for performing a
quick print: Alt+F+W+Q.

In Office applications that use the Ribbon, you can add a Quick Print button to the Quick

Access toolbar. Clicking that button then prints the current file directly. To add the button,
click the Customize Quick Access Toolbar drop-down arrow at the right end of the Quick Access toolbar;
then, click Quick Print.

Previewing a print job

You can check out how a document will look before committing it to paper by using the Print Preview fea-
ture. Print Preview is a special view designed to provide you with a more accurate view of how a particular
file will look when you print it. Print Preview can help you diagnose issues that are matters of preference,
such as having a text heading appear at the bottom of one page rather than at the top of the next page in a
Word document, as well as issues that can save paper, such as squeezing one more column of an Excel
worksheet onto the page to reduce a printout from two pages to one. The Print Preview includes buttons for
sending the document to the printer and for working with the page design, although the latter choices vary
depending on which application you're using.
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To view and use Print Preview in an Office application:

1. Click Office Button => Print right arrow. A list of print commands appears.

2. Click Print Preview. The Print Preview appears, as in the example shown in Figure 3-10.

In some applications, you just select File = Print Preview to display the Print Preview.

3. Click with the magnifying glass pointer as needed. Clicking the document the first time zooms
in; clicking again zooms back out.

4. Click other choices as available to work with the preview and document. Beyond giving you
the ability to zoom in and out, the choices for working with the preview and the document vary
depending on the application and the length of the document. For example, if the document
includes multiple pages, you can click Next Page or Previous Page to navigate between pages. In
the example from Word shown in Figure 3-10, you can work with Page Setup settings or change
the display to show Two Pages or the full Page Width.

5. Click Close Print Preview. The application redisplays the file in the previous view you were using.

FIGURE 3-10

Preview a document to identify issues before printing.
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Understanding page design settings

Some document settings affect the overall page design not only in terms of its look but also in making the
document print correctly from the printer. The most important page settings you need to specify when it
comes to printing fall into three categories:

B Margins. The margin is the white space between the edge of the paper and the information
printed on the page. Most printers require at least .25 inches of margin on each edge of the docu-
ment; specifying a smaller margin than required by your printer could cause some of the printed
information to appear “cut off.” In some cases, you need to specify special-purpose margins such
as mirrored margins, for which the inside (center) margins of each two-page spread are wider to
allow for binding the pages.

B Orientation. You can choose to present information from a file in portrait (tall) or landscape
(wide) format. When you choose a portrait orientation such as that used for a typical letter, the
printer prints the text parallel to the shorter edges of the paper. When you choose a landscape
orientation such as that often used for worksheets or presentation slides, the printer rotates the
information and prints horizontal to the longer edges of the paper.

W Size. If you want to print on paper other than a standard letter-sized sheet, you need to choose
that paper size for the documents page design or setup. This choice automatically adjusts the doc-
ument contents to fit within the margins on the specified sheet size.

Because page design settings vary quite a bit between applications, it’s not possible to cover each and every
choice here. Later chapters detail some of the settings that pertain to particular Office applications. So,
here’s an idea of where you can find the page settings you need to check or change them before sending a
file to the printer:

B On the Page Layout or Design tab of the Ribbon. The Ribbon tab used to format the page or
design typically includes a Page Layout section with the options for changing crucial page set-
tings. Clicking a choice here typically displays a menu or gallery (Figure 3-11) of specific settings;
click the one you want to apply to the document.

B In the Print Preview. As shown previously in Figure 3-10, the Print Preview Ribbon or toolbar
often offers settings for working with the page layout. These settings work just like the correspon-
ding settings found on the Ribbon.

B In the Page Setup dialog box. The Page Setup dialog box for an application offers general page
formatting options such as margin settings, as well as choices specific to the application that
you're using. For example, the Page Setup dialog box for Excel includes a Sheet tab, on which you
can indicate such details as whether gridlines should print (Figure 3-12). To open the Page Setup
dialog box, you can click the Dialog Box Launcher for the Page Setup group on the Page Layout
or Design tab of the Ribbon (Figure 3-13). Or, for applications that don’t use the Ribbon, you can
select File = Page Setup. After you make your choices in the dialog box, click OK to apply them
to the document.
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FIGURE 3-11

The Page Layout or Design tab of the Ribbon offers page design settings.
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FIG 3-12

Page Setup options vary from application to application.
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FIGURE 3-13

Click the Dialog Box Launcher for the Page Setup group.
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Choosing print settings and printing

As opposed to being specific to the design of the pages of the document to be printed, additional settings
pertain to the nature of the hard copy produced, such as which printer to use, which pages of the file to
print, how many copies to print, what print quality to use, and so on. You choose all these types of settings
in the Print dialog box.

Although settings such as which pages to print and how many copies to print are the same in all circum-
stances, other choices vary depending on the application or the selected printer. For example, Excel has addi-
tional options for enabling you to print only the current worksheet or the entire workbook file. And choosing
an inkjet printer generally enables you to select whether you want to print in just black ink or in full color.

Despite those types of differences, the process for choosing a printer and print settings and finishing the
print job is about the same in every application:

1. Click Office Button=> Print or press Ctrl+P. The Print dialog box appears.

2. Select the printer to use from the Name drop-down list. The printer becomes the current or
active printer (see Figure 3-14).

FIGURE 3-14

Choose printout settings in the Print dialog box.
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3. Specify what pages to print in the Page Range area of the dialog box. Figure 3-14 shows how
these choices look in Word’s Print dialog box.

4. Specify how many copies to print in the Copies area of the dialog box. In some cases, you
also can choose to collate the printed pages.

5. Choose other print settings as desired. For example, you might be able to change zoom settings
or print to a file rather than paper.

Clicking the Options button in the lower-left corner of the dialog box opens another dialog
box that includes additional print options, such as whether to print hidden text in Word.

6. Click the Properties button beside the selected printer. The dialog box that appears has addi-
tional print quality settings, as in the example shown in Figure 3-15.

FIGURE 3-15

Properties for the selected printer enable you to fine-tune the print job even further.
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7. Choose settings in the printer’s Properties dialog box as needed and then click OK. The
Print dialog box reappears.

8. Click Print. The application prints the file to the specified printer.

You can download add-ins that “print” a document as a PDF (Portable Document Format) or
XPS (XML Paper Specification) file. These special file formats preserve all the file’s formatting

whnle makmg the file easier to share. In Word 2007, find the downloads by choosing Office Button => Save As
right arrow = Find Add-Ins for Other File Formats. (This command is not available if you’ve already installed
the add-ins.)

If you insist on doing things the easy way and prefer to e-mail a file rather than print it, you
can send it from rlght within the application. Select Microsoft Office Button = Send => E-mail
Flle > Send To => E-Mail Recipient in some applications to begin the process.
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Working with Multiple Windows

Every time you open another file in an Office application, the file opens in its own file window. You can
have multiple programs and files open to help you multitask — to jump between different jobs you're work-
ing on and to look at information stored in a number of different files and applications.

The taskbar is a band or bar that appears by default along the bottom of the Windows desktop. A button for
each file or program that you open appears on the taskbar. The Office 2007 applications work with Windows
Vista to provide you with multiple options for navigating between open file and application windows, includ-
ing using the taskbar.

Switching to another file or application window

Switching to another open file makes it the active file in its application. When you use the taskbar to switch
between open files, Windows switches to the application for that file, if applicable. You can use one of the
following techniques to navigate to another file or application in Office and Windows:

B View tab on Ribbon. To switch to another open file window in an application, click the View tab
on the Ribbon, click Switch Windows, and then click the name of the file to select, as shown in
the example in Figure 3-16. The selected file becomes the active file.

FIGURE 3-16

Using the Ribbon to switch between open files.
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B Taskbar. Click the taskbar button for the file to open, which immediately makes the file appear in
its application. If the taskbar button represents more than one open file, clicking it displays a
menu with the name for each open file. Click the file you want to open to select it.

B Shortcut key combination. If you press and hold the Alt+Tab key combination, a task-switching
box with an icon for each open file, as well as for the Windows desktop, appears. Continue hold-
ing down the Alt key as you press and release the Tab key until you've highlighted the desired file
icon; then, release both keys. The file you last selected opens onscreen in its application.

B  Quick Launch toolbar. Click the Switch Between Windows button on the Windows Vista Quick
Launch toolbar to “stack” the open windows, as shown in Figure 3-17. Then click the window for
the file (and application) you want to switch to.

Many of the actions described previously work nearly the same under Windows XP.
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Windows Vista provides a visual way to switch between open file and application windows.
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Switch between windows

Arranging windows

Arranging windows sizes all the open files in an application and positions them so that the files fill the avail-
able space in the application window without overlapping. (Word actually sizes multiple instances of the
Word application window to fill the screen.) This feature enables you to review and compare the informa-
tion in multiple files more easily, or to perform an action such as moving or copying information from one
file to another, as described in the next section.

The View tab of the Ribbon includes an Arrange All button. Click that button to arrange the open file win-
dows, as in the example shown in Figure 3-18. Note that some applications also include Cascade, which
stacks the open windows so that you can switch to another window by clicking its title bar.

To arrange all the open file and program windows on the Windows desktop, right-click a blank area of the
taskbar (not a taskbar button) and then click Show Windows Side by Side.

In some of the Office applications, such as Publisher, use the Window menu to switch between
open files within the application and to arrange open Windows.
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Arranging file windows makes file contents more accessible.
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Moving and Copying Information

A template can save you time by providing starter content for a document, but that starter content is not
your own, unique information. When needed, you can reuse information you’ve created in one file in a new
file by moving or copying that information.

Microsoft has dedicated significant effort over time to ensure that the Office applications can accept infor-
mation from one another so that users can build documents that integrate content created from different
applications. For example, you can use an Excel worksheet to perform complicated calculations and then
reuse that information in Word or PowerPoint.

This section shows you how simple techniques enable you to work quickly and have consistent content by
moving and copying information.

| See Chapter 42, “Integration with Other Office Applications,” to learn more specifics about
reusing information between applications.
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Understanding the Clipboard

The Windows Clipboard enables users to copy information between virtually any two applications, as long as
the applications are relatively compatible in terms of the file formats they use. Windows transfers informa-

tion you copy or cut from a file to the Clipboard, a temporary holding area in the system’s working memory.
You can paste the information from the Clipboard into another location in the same file or into another file

altogether. The information stays on the Clipboard until you copy or paste something else or shut down the
computer.

The top Microsoft Office applications actually work with Office’s own version of the Clipboard, called the
Office Clipboard, which improves on the capabilities of the Windows Clipboard. Whereas the Windows
Clipboard can hold only one copied or cut item, the Office Clipboard (Figure 3-19) can hold up to 24.

FIGURE 3-19

Multiple cut or copied items appear on the Office Clipboard for pasting.
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Selecting information

Before you can copy or cut information to place it in the Clipboard, you have to select, or highlight, the
information. Most users today prefer to use the mouse to select text or other onscreen content by clicking it
or dragging over it. Although selection methods vary a bit between Office applications, here are some basic
techniques to know:

B In Word, drag over text to select it. Word also offers a variety of shortcut techniques, such as double-
clicking a word to select it, or triple-clicking a paragraph to select the whole paragraph.

B In applications that use text placeholders, such as PowerPoint and Publisher, click the placeholder
to select or activate it and then drag over the specific text to select.

B In Excel worksheets and Access tables, drag diagonally over cells to select the group of cells. For
example, in Figure 3-20, you can see that the range A4:38 is selected because the heavy black cell
selector appears around the selected range and the row and column headings for the selected cells
appear highlighted.

FIGURE 3-20

Drag diagonally to select worksheet cells.
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B To select another type of item such as a graphic, click it. Black selection handles and a selection
box appear around the object. You can Shift+click additional objects to add them to the selection.

Copying
Copy a selection when you want to reuse information from one location in one or more other locations.
Copying a selected item leaves the original intact and places a duplicate on the Clipboard. You can use one
of three methods to copy a selection that you've already made:

W Press Cul+C.

B Click the Home tab on the Ribbon and then click the Copy button. (In some Office applications,
select Edit=> Copy.) Figure 3-21 shows the Ribbon buttons for copying, cutting, and pasting.
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FIGURE 3-21

Check the Home tab to find the tools for copying and moving text.
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B Right-click the selection and click Copy in the shortcut menu.

After you copy or cut a range of cells in Excel, a flashing marquee appears around the
& selected range to remind you to paste. Press Esc to clear the marquee if you decide not

to paste the information.

Cutting

Cutting also places the selection on the Clipboard but removes the selection from its original location rather

than make a duplicate. So, when you want to move information from one file to another, you first cut the
selection from its original location and then paste it into position in another file.

As with copying, you can use one of three methods to cut:

B Press Ctrl+X.
B Click the Home tab on the Ribbon and then click the Cut button.

B Right-click the selection and click Cut in the shortcut menu.

i @ " After you cut information from a text document or placeholder, be sure to take a look at the
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& location from which you cut. In many instances, you might need to delete extra line spaces or

add new spaces between words.

Pasting

Pasting places an item from the Clipboard into a new location within the same file or in a completely differ-
ent file or application. For example, Figure 3-22 shows the selection from Figure 3-20 pasted from Excel
onto a PowerPoint slide. Pasting finishes the overall activity of either copying or moving information
between locations. The method you use to paste in Office depends on whether you need to use the Office

Clipboard, which enables you to paste multiple selections or a selection other than the most recent item you

cut or copied.
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FIGURE 3-22

Pasting to finish copying and moving text enables you to deliver a powerful, consistent message by combining
information you've developed in a variety of applications.
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To paste directly:

1. Click to position the insertion point at the location in which you want to paste the item.
Switch to the file first, if needed. In some cases, you might have to click within a text placeholder
first. In Excel, click the upper-left cell in the range to paste to.

2. Perform the paste. As when copying or cutting, you can use one of three techniques to issue the
Paste command:

Press Ctrl+V.

Click the Home tab on the Ribbon and then click the top portion of the Paste button.
Right-click the location where you want the selection inserted and then click Paste in the
shortcut menu.

In Excel, you also can press Enter to paste after selecting a destination cell. This method clears
the blinking marquee from the copied or cut material, in contrast to the three techniques
listed in the previous step.
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Using the Office Clipboard enables you to take advantage of multiple selections that you've copied or cut.
To paste using the Office Clipboard:

1. Click to position the insertion point at the location in which you want to paste the item.
Again, switch to the destination file first, if needed.
2. Click the Home tab on the Ribbon.

3. Click the Dialog Box Launcher button in the Clipboard group. The Clipboard task pane opens
at the left side of the window.

4. Click the item to paste in the task pane. As shown in Figure 3-23, the pasted item appears in
the destination location. You can then resize and format it as needed in the destination.

5. Select additional paste locations and paste additional selections as needed.
6. Click the Close (X) button on the task pane window to close the task pane.

If you plan to use the Office Clipboard to paste multiple selections in a document, copy or cut

! all the selections before opening the Clipboard and pasting. Doing so can save you a bit of
moving back and forth between files.

FIGURE 3-23

Use the Office Clipboard to paste multiple selections.
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Finding and Replacing

Lengthy, complex business files can hold a ton of information, and who wants to spend all day using the
PgDw key and scrolling to try to find one bit of information? Luckily, you can use the Find feature to search
for a particular word or phrase. For example, if you need to find the section of a construction contract that
deals with site remediation, you can find the phrase “site remediation.” Even better, you can use the Replace
feature to correct words you've misspelled or to change phrases or names. For example, if you've mistakenly
spelled “Artur Consulting” as “Arthur Consulting” throughout a proposal for a new client, you can replace
all instances of the spelling boo-boo with the correction.

Finding and replacing work in a very similar fashion, so you can use the following steps for either operation:

1. Press Ctrl+Home. This step moves the cursor to the beginning of the document so that the Find
or Replace operation starts from there.

2. Click the Home tab on the Ribbon.

3. Click either Find or Replace in the Editing Group. The Find and Replace dialog box appears.
The Find tab that appears for a find includes a Find What text box, whereas the Replace tab that
appears for a replace also includes a Replace With text box.

R ; In Excel, click the Find & Select button on the Home tab and then click either Find or Replace.
LSS In other applications, you may need to choose Find or Replace from the Edit menu or may be
able to press Ctrl+F to start a find. The Find and Replace dialog box varies in appearance from application to

application.

4. Type the entry to find in the Find What text box.
5. Type the replacement entry, if any, in the Replace With text box.

6. Specify additional options, if needed. The available options vary depending on the application.
For example, in Word, you can click the More button and then specify choices such as matching
case or matching a prefix or suffix.

7. Click Find Next. The application highlights the first matching instance of the search word or
phrase, as shown in Figure 3-24.

8. Click a button for replacing the found text, if applicable:
Replace: Replaces only the highlighted instance of the matching word or phrase.
Replace All: Replaces all instances of the matching word or phrase.
Find Next: Skips to the next match without making a replacement.
9. Repeat Steps 7 and 8 as needed to proceed through the find or replace operation.
10. Click OK in the message that tells you that the search has been completed.
Some Office applications offer special methods for finding information. For example, Outlook

HSSNESSE enables you to find messages from a particular sender or having a particular subject. And
Access enables you to save and reuse a query, which finds information matching one or more criteria.
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The found match is selected (highlighted).
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Spell Checking

Typos have no place in professional business documents, whether delivered electronically or in hard copy
form. You always want to put your best foot forward and make sure that your files are attractive, clear and
easy to follow, and typo free.

By default, many of the Office applications quietly check your spelling for you as you type. If you see a tell-
tale red squiggle appear underneath a word, that means that the application thinks you've misspelled the
word — according to the application’s own dictionary, anyway. If you see a wavy red underline underneath

a word, right-click the word. As shown in Figure 3-25, you can then click a correction in the shortcut menu
that appears to replace the typo with the correction, or click Add to Dictionary so that the word is no longer
flagged as a misspelling.
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Right-click any word with a red wavy outline and then click a correction.
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If you've finished creating the document and have moved on to the fine-tuning stage, you should always
run a complete spell check to catch any typos that you may have missed earlier. Use these steps to run the
check, and use the most common options for dealing with potential misspellings:

1.

Press Ctrl+Home. This step moves to the beginning of the document so that the spell checking
operation will start from there.

Click the Review tab on the Ribbon.
Click Spelling & Grammar (Word) or Spelling (other apps) in the Proofing Group. The

Spelling dialog box appears with the first potential misspelling highlighted, as shown in Figure 3-26.
Some applications enable you to start a spelling check simply by pressing F7.

§ Word can check grammar in addition to spelling every time you run a spell check. A green
& squiggle may appear under any potential grammar error in the document. Appendix A explains

where you can find the settings for controlling how spelling and grammar checking behave in Word.

4.

Click a button to tell the spelling check how to proceed:
Ignore: Skips only the currently found instance of the suspected word without replacing it.
Ignore All: Skips all instances of the suspected word without replacing it.

Change: Replaces only the currently found instance of the suspected word with the current
selection in the Suggestions list. (Click another suggestion before clicking this button, if needed.)

Change All: Replaces all instances of the suspected word with the current selection in the
Suggestions list. (Click another suggestion before clicking this button, if needed.)

Add: Adds the suspected word to the dictionary so that it will be skipped in future spelling
checks.
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The spelling check highlights the suspected word and displays it in the Not in Dictionary text
box of the Spelling dialog box.
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5. Repeat Step 4 as needed to proceed through the spelling check.
6. Click OK in the message that tells you that the spelling check has been completed.
It's critical to proofread your files even after spell checking. Because no spelling checker can

pick up on every wrong word choice — such as when you use “then” instead of “than” or
“their” instead of “there,” you still need to apply your own intelligence in perfecting your documents.

AutoCorrect, AutoFormat, and Smart Tags

These three features provide a trio of conveniences that many users have come to take for granted. The
AutoCorrect feature makes certain corrections as you type. For example, it capitalizes the first word of a sen-
tence if you've failed to do so, or it can change a typo such as “acessories” to “accessories.” The AutoFormat
feature supplies automatic formatting, such as creating true fraction characters or automatic numbered lists.
And the Smart Tags feature displays a red dotted underline under particular types of data such as a date. Click

the button that appears with the data and you see a menu of special operations pertaining to that data, such as
seeing your calendar for an underlined date.
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Most users will want to keep these features working as they were originally installed. However, in other
cases, you may want to turn off one or more aspects of these features, such as whether AutoFormat converts
Web or e-mail addresses to hyperlinks or whether the Smart Tags feature flags dates.

You can access the settings for all three of these features in the AutoCorrect dialog box. To display the dialog
box, click the Microsoft Office Button and then click the Program Name Options button that appears at the
bottom of the menu. Click the Proofing category in the list at the left side of the Options dialog box that
appears and then click the AutoCorrect Options button. The AutoCorrect dialog box appears. (In Publisher,

choose Tools = AutoCorrect Options.)

Change settings on each of the tabs as needed and then click OK to apply your changes. Here’ a look at the
tabs and the changes you might want to make:

B AutoCorrect. Clear the checkbox beside any of the standard corrections that you want the pro-
gram to stop making. If you want to add your own correction to the list of typos that AutoCorrect
fixes, type entries in the Replace and With text boxes (see Figure 3-27) and then click Add.

FIGURE 3-27

You can create a new typo correction for AutoCorrect.
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beutiful beautiful
blase blasé
boxs boxes
brodeast broadcast
butthe but the

B AutoFormat As You Type. On this tab (Figure 3-28), clear the checkbox beside any of the
formatting changes to disable that change.

Smart Tags. As on the other two tabs, clear or check checkboxes as needed to disable or
enable Smart Tag features. The Label Text with Smart Tags checkbox turns smart tags on and off

altogether.
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FIGURE 3-28

Choose which AutoFormatting changes the application will make.
AutoCorrect L k]

AutoCorrect | AutoFormat As You Type | Smart Tags|

"Straight quotes™ with “smart quotes”
Fractions (1/2) with fraction character (%2)
Ordinals (1st) with superscript
Hyphens (--) with dash (—)
Smiley faces :-) and arrows (=== with special symbols
Internet and network paths with hyperlinks
Apply as you type
Automatic bulleted and numbered lists
AutoFit tile text to placeholder
AutoFit body text to placeholder

Styles and Live Preview

The 2007 versions of Word, Excel, and PowerPoint in particular offer powerful new formatting choices
loosely known as styles and are typically found on a contextual Design tab that appears when you select an
element such as a table onscreen. The styles might be found in a Ribbon group or gallery named “Styles” or
something similar. For example, Figure 3-29 shows the gallery of styles available in the Table Styles group
of the Design tab that you can use when you've selected a collection of cells on an Excel worksheet.

Style choices work with a new Office feature called Live Preview. When you move your mouse pointer over
a choice in a gallery like the one shown in Figure 3-29, the selected object temporarily changes to show you
how it would look if you applied the highlighted style. In this way, you can quickly “try on” various looks
for the selected item. When the Live Preview shows you the look you want, you can click the selected style
to apply it to the selected item.

If you prefer not to use the Live Preview feature, you can turn it off. See Appendix A to learn
how to change this and other program options.
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Click a style to apply all its formatting choices to the selected object.

Animals Served 2007 - Microsoft Excel Table Tools

Home  Inset  Pagelayout  Formulas  Data  Review  View Design @ - 7 x
Table Name: [i3] summarize with Pivot % AN (& Properties V| Headd
Table2 @ Remove Duplicates — [, Open in Browse Total

- Export Refresh
‘T Resize Table || [T} Convert to Range & - 5 Unlink 9| Bande
Properties Tools External Table Data
Ad - @ S ‘ Fostered
A B e D E F G

. Animal Rescue Partners
: Animals Served 2007

- |
10
11 Dogs 6 8 11 J 32 8

12 Cats 10 15 14 9 438 12

13 Other 2 1 1 2 6 15

14 Total 18 24 26 18 86 215

15

16 8 New Table Style...
17

= Animal Rescue Pa B e

;2 Animals Fostered 2007

21

22 60 [~

23

24 s

25

M 4 b M| Sheetl -~ Sheet2 -~ sheets .~ ¥J [
Ready Average: 57375  Count 35  Sum: 1377 ‘

Summary

You now should have a good grounding in tasks common to most of the Office applications. In this chapter,
you learned how to create, save, open, and close files. You learned how to check out how a file will look
when printed, how to tweak page and printer settings, and how to print. The chapter also showed you how
you can work in multiple files and applications, move easily between different files and programs, and how
to move or copy information from one file or program to another. Finally, you saw how you can polish a
document by replacing text, spell checking, making automatic corrections and formatting changes, and
viewing and using the sophisticated styles offered in some Office 2007 applications.
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egardless of your background with prior generations of Word, this chapter IN THIS

will help you get started quickly. If you're new to Word, this chapter

escorts you through the basics, so you're ready to begin your journey
toward becoming an expert. If you've been using Word for years, there are many

Creating a blank file

new wrinkles that I'll point out along the way. This chapter explores navigation Using a template
nuances, view variations, and saving options. You'll also learn some navigation
tricks and take a tour of Word’s views. Saving

Word’s new “XML”-based
documents

Creating a Blank File

When you start the Word application using the Start menu, it by default creates a
new, blank document file for you. This document file has the placeholder name

Document] until you save it to assign a more specific name, as described later in Navigation tricks
the chapter. You can immediately start entering content into this blank document.

Stick with .doc or upgrade
to .docx?

Getting to the view you want

If you need another blank document, you can create it at any time by following
these steps:
1. Select Office Button = New. The New Document dialog box appears.
2. Click the Blank Document icon if it isn’t selected by default.
3. Click Create. The new, blank document appears.

Typing text

When you create a new, blank document, you can begin typing text to fill the
page. As you type, each character appears to the right of the blinking vertical
insertion point. You can use the Backspace and Delete keys to delete text, the
Spacebar to enter spaces, and all the other keys that you're using for typing.

Word also enables you to start a line of text anywhere on the page using the Click
and Type feature. (This feature only works in the Print Layout view, so to learn
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FIGURE 4-1
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more about that view, see the later section describing Word 20075 views.) To take advantage of Click and
Type, move the mouse pointer over a blank area of the page. If you don't see formatting symbols below the
I-beam mouse pointer, click once. This enables Click and Type and displays its special mouse pointer. Then,
you can double-click to position the pointer on the page and type your text. Figure 4-1 shows snippets of
text added to a page using Click and Type.

Using word wrap

By default, the margins for a blank document in Word 2007 are 1" on the left and right, which is a quarter
inch less than previous versions of Word. When you type enough text to fill each line, hitting the right
margin boundary, Word automatically moves the insertion point to the next line. This automated feature is
called word wrap, and it’s a heck of a lot more convenient than having to make a manual carriage return at
the end of this line.

If you adjust the margins for the document, word wrap always keeps your text within the new margin
boundaries. Similarly, if you apply a right indent, divide the document into columns, or create a table and
type in a table cell, word wrap automatically creates a new line of text at every right boundary. Just keep
typing until you want or need to start a new paragraph (covered shortly). Later chapters cover changing
margins and indents and working with tables.

Double-click and type anywhere on the page.

Home | Inset  Pagelayout  References  Mailings  Review  View @

b - - =, = 4 Fina ~

© canibn Goay) tu A A =219 ]| | acsbcene | assbcene AaBbCi AaBbee % s rept

52 - s eplace

Paste ) |B I U -abex, x* Aa~|P- A - - He| TNormal | TNoSpaci. Headingl Heading2 — §F,T£‘ff ::Se\ect'

Clipboard Font = Paragraph = Styles || Editing

All Iltems on Sale!
Hot Deals!
Save While You Still Can!

*
m —_ —"
Page:1ofl | Words:11 | % English (United States) BT e ()
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Inserting versus overtyping

Like its prior versions, Word 2007 offers two modes for entering text: insert mode and overtype mode. In the
default mode, insert mode, if you click within existing text and type, Word inserts the added text between
the existing characters, moving text to the right of the insertion point farther right to accommodate your
additions, and rewrapping the line as needed. In contrast, when you switch to overtype mode, any text you
type replaces text to the right of the insertion point.

Overtyping is a fine method of data entry — when it’s the mode that you want. Unfortunately, in previous
Word versions, the Insert key on the keyboard toggled between insert and overtype modes by default.
Because the Insert key is found above or right next to the Delete key on the keyboard, many a surprised
user would accidentally hit the Insert key and then unhappily type right over their text.

In Word 2007, the Insert key’s control of overtype mode is turned off by default. You can use the Word
Options dialog box to turn overtype mode on and off, and also to enable the Insert key’s control of overtype
mode. Select Office Button = Word Options, and then click Advanced in the list at the left side of the Word
Options dialog box. Use the Use Overtype Mode checkbox (Figure 4-2) to toggle overtype mode on and off,
and the Use the Insert Key to Control Overtype Mode checkbox to toggle the Insert key’s control of over-
type mode on and off. Click OK to apply your changes.

FIGURE 4-2

The Word Options dialog box enables you to turn overtype mode on and off.

Word Options . B =)
Popul I Al =
epular kj Advanced options for working with Word.
Display
Proofing Editing options
Save Typing replaces selected text =

1 When selecting, automatically select entire word
Allow text to be dragged and dropped
Customize Use CTRL + Click ta follow hyperlink

Advanced

[[] Automatically create drawing canvas when inserting AutoShapes m
Use smart paragraph selection
Trust Center Usg smart eursoring
[C] Use the Insert key to control gvertype mode
[ ilise oyertype mode!
[] Prompt to update
[] use Normal style for\pulleted or numbered lists
Kgep track of formatting
[] Mark formatting ifconsistencies
Enable dlick and type

Add-Ins

Resources

]

Default paragraph sty!

Cut, copy, and paste

Pasting within the same docufnent] Keep Source Formatting (Default) D

Pasting between documents: Keep Source Formatting (Default) E
Pasting between documents when {tyle definitions conflict: | Use Destination Styles (Default] E|

Pasting from other programs: Keep Source Formatting (Default) E

1n line with text E

asting text with Keep Text Only option

Insert/paste pictures as:
Keep bullets and numbers wh
[7] use the Insert key for paste

\

Control overtype mode and the Insert key
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FIGURE 4-3

Using default tabs

Every new, blank document has default tab stops already set up for you. These tabs are set at 1/2 inch (.5")
intervals along the whole width of the document between the margins. To align text to any of these default
tab stops, press the Tab key. You can press Tab multiple times if you need to allow more width between the
information that you're using the tab stops to align.

To display the rulers so that you can better work with text alignment features like tabs in a
document, click the View Ruler button that appears at the top of the vertical scroll bar at the
right side of the Word window.

Making a new paragraph
In previous versions of Word, when you wanted to create a new paragraph in a blank document, you had

to press the Enter key twice. That’s because the default body text style didn’t provide for any extra spacing
after a paragraph mark, which is a hidden symbol inserted when you press Enter.

In Word 2007, pressing Enter by default not only inserts the paragraph mark to create a new paragraph,
but also inserts extra spacing between paragraphs to separate them visually and eliminate the need to press
Enter twice. As shown in Figure 4-3, when you press Enter after a paragraph the insertion point moves
down to the beginning of a new paragraph, and Word includes spacing above the new paragraph.

Press Enter to create a new paragraph in Word.

= g

Clipboard =
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Faur score and seven years ago, our fathers brought forth on this continent a new nation, conceived in
Liberty, and dedicated to the proposition that all men are created equal.

MNow we are engagedina great civil war, testingwhether that nation, or any nation, so conceived and so
dedicated, canlong endure. We are meton a great battlefield of that war. We have come to dedicate a
portion ofthat field, as a final resting place for those who here gave their lives that that nation might
live. It is altogether fitting and proper that we should do this.
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Creating a File from a Template

You need not start every document that you create from scratch. You can instead select a template that sup-
plies design settings and in many cases starter text on which you can base your own document content. The
Office applications offer many templates, both installed on your system and available online. In Word, you
can choose from a variety of different templates to get your document started.

Understanding templates

Every new document you create in Word — even a blank document—is based on a template that specifies
basic formatting for the document such as margin settings and default text styles. When you create a blank
document, Word automatically applies the default global template, Normal.dotm.

In other instances, you can select a specific template to use as the basis for a new document. A template can
include not only design elements, but also labels and starter text and placeholders for your information. For
example, you can select a fax template that holds predefined labels and positions for recipient name, fax
number, and more. Or, you can choose resume template that defines a nice layout has placeholders that you
select and replace to add your own resume information.

Installing Word 2007 installs a variety of letter, resume, fax, and report templates on your system. Word
also enables you to download templates from dozens of different categories from Office Online. There are
downloadable templates for brochures, business cards, memos, purchase orders, and more.

Creating the file from the template

Using a template for a new file starts out just like creating a blank file. The New Document dialog box
enables you to browse for an select a template and in most cases to see a preview before you select the
template to use. Follow these steps to create a new document based on a template:

1. Select Office Button = New. The New Document dialog box opens.

2. Click either Installed Templates in the Templates section in the left-hand list, or click a
template category under Microsoft Office Online. Thumbnails and names for the available
templates in the selected category appear in the middle section of the dialog box.

3. Click the thumbnail for the desired template. A preview for the template appears at the right,
as shown in Figure 4-4.

4. Click the Create button to create the new file from an installed template, or click Download
to create the new document from a selected online template. If youre downloading a template,
the Microsoft Office Genuine Advantage dialog box appears.

5. Click Continue to validate your software installation and download the template.
The new document appears onscreen.

Some of the templates available via Office Online were created in earlier Word versions. Those
documents will open in compatibility mode, which is described later in this chapter.

85



m Creating Documents with Word

FIGURE 4-4

Preview a template before making a new document from it.
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Working with template content

As shown in Figure 4-5, a template might hold a variety of different sample content and placeholders.

You can work with these placeholders and other contents as follows to finish your document:

86

Graphics placeholders. The box at the top of Figure 4-5 that says Your Logo Here is a place-
holder for a graphic. Click the placeholder to select it, click the Insert tab on the Ribbon, and
then click the Picture or Clip Art choice in the lustrations group to select a replacement item.
Chapter 9, “Tables and Graphics,” provides more information about working with artwork in
your Word documents.

Labels for text. If you were to click to the right of the colon for any of the label items listed
immediately below Project Initiation Checklist in Figure 4-5, the insertion point would appear at
a precise position, ready for you to enter the text to go with the label.

Gray field placeholders. Template text that appears with square brackets and gray shading are
text form fields. Clicking one of these placeholders selects the entire placeholder, and then any text
you type replaces the placeholder contents.

Other text. You can supplement the template’s contents by adding your own text anywhere in the
document.

Styles. Templates also include predefined styles (formatting) that you can apply to text that you
add. See Chapter 7 to learn more about applying styles to text.
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Replace template placeholders with your own content.

Document3 [Compatibility
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Project Initiation Checklist

Project Name:
Project Manager:
Project Sponsor:
Project Customer:

Facilitator:
Review Date:
Background
Background of the project: [Replace this text with a brief description of the
project background. Identify the source of the
project request ]
Objectives
Yes | No | Comments
Have project abjectives been defined and O | O | [Replace this text with your project
are they clear? objectives.]
r———
Yes | No | Comments
Has a project sponsor been identified? O | O [ [Replace this textwith name of
project sponsor.]
Page:1of4 | Words:675  English (United States) | [EEE
—

Saving and File Formats

What good are any of these tools if the information never leaves the Word window? At the end of the day,
the goal is to create letters, reports, brochures, pamphlets, books, web pages, blogs, and other publications
that take on some kind of semi-permanent existence. As long as you see “Document1” in Wordss title bar,
you run the risk of losing your investment of time and creativity.

Word is like most other Windows programs. When you’re ready to commit your work to disk, just choose
Office Button = Save.

Like most other Windows programs, you also can press Ctrl+S to save the current document. If it is new
and hasn’t been named, you'll see the Save As dialog box shown in Figure 4-6, or something similar. If the
document isn’t new, Ctrl+S does an immediate Save using the existing filename. For a new file, navigate to
the save location, enter a filename in the File Name text box, and then click Save.
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FIGURE 4-6

Choose a folder and specify a filename when saving.
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' If you're working in Windows XP, the Places Bar at the left makes it easy to navigate to a folder
i for saving. To add a folder to the Places Bar, select the folder in the list of files and folders.
Right-click in the Places Bar itself and choose Add [folder name]. Notice the Move Up and Move Down com-
mands. You can reorganize your places by right-clicking a place and choosing the appropriate command.
Most of the default places can be shuffled to the bottom if you don’t use them, but they can’t be removed.
The Trusted Templates place, however, can’t be moved or removed. Windows Vista does not use the Places
Bar in Save As or Open dialog boxes. Instead, you'll see a Favorite Links list at the left. You can drag links
into the Favorite Links list and use the resulting shortcuts much as you use the Places Bar in Windows XP,
only more easily and more directly.

Note also the Save as Type drop-down list under File Name. The list of formats you will see varies depending
on how much of Office was installed. To have the fullest array of save options, you should do two things.

First, in Word or Office setup (start the process for changing program settings in the Add or Remove
Programs section in Windows’ Control Panel), navigate to Office 2007’s (or Word 2007’s) Installation
Options section, and set Converters and Filters to Run All from My Computer, as shown in Figure 4-7.
Click Continue, as needed, to complete the installation. Note that you need do this only if the full set of
converters isn't already installed.

The second thing to do is to go to the Microsoft Office Web site and download the converter pack. Installed,
this pack adds the fullest range of converters to your Office 2007 setup. Note that the location and name of
this free add-on varies. At this writing, however, it is located here:

www.microsoft.com/downloads/details.aspx?FamilyID=cf196df0-70e5-4595-8a98-
370278£40c57&DisplayLang=en

You can also search Microsoft’s Web site for OCONVPCK . EXE.
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FIGURE 4-7

To maximize your Save and Open options, install the full set of converters.

Installation Options

Customize how Microsoft Office programs run

Office Shared Features
Clip Organizer
Converters and Filters

Run from My Computer
Run all from My Computer
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= +| Fonts £
& = | International Suppart
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= =~ | Microsoft Office Download Control

= ~ | Micosoft Office Themes

= = | New and Open Microsoft Office Document Shortcuts -

File converters and graphics filters. Total space required on drive: 1415 MB

Space available on drive: 153671 MB

— —

If, instead of pressing Ctrl+S, you click the Office button, you will see — among other options — Convert,
Save (same as having pressed Ctrl+S), Save As, and Publish options. Note that only Save works exactly as it
did in Office 2003.

Convert

You will see the Convert option on the Office Button (File) menu only if the current file is from an earlier
Word format (e.g., Word 97-Word 2003, also known as compatibility mode), such as when you use an older
template from Office Online as the basis for your document. Clicking the Convert menu choice converts the
current file into Word 2007 format so that you can then save it.

Make a copy of the file or save the file under a new name before clicking Convert. The Convert
5 optlon renames the original file. The first time you convert, Word does alert you to what it’s
domg, but if you're like most users, you won't read the fine print and you’ll click “Do not ask me agam about
converting documents.” If you do happen to click that option, in the future there will be no warning; and if
you're like me, you will forget it was ever there the first time.

When you convert, Word converts the document currently displayed to Word 2007 format. At that point, the
notation “(Compatibility Mode)” disappears from Word’s title bar, but the displayed name still shows .doc
instead of a new Word 2007 document extension. Even so, at this point you can still recover the original file
by closing the file without saving the changes. Until you save, the converted file exists only in the current
window.

However, if you now save the file, Word immediately renames it using Word’s new extension (.docx for a
plain vanilla Word 2007 document file, or .docm for a Word 2007 document file that contains macros).
Once converted, the original .doc file is gone forever! After the fact, you can perform a Save As and resave
the file in the original format. However, I’'m not going to guarantee that it will be byte-for-byte identical

to the original.

89



m Creating Documents with Word

Word 2007’s confusing Save As

Word 2007’s Save As option is a bit confusing. You really have two choices embedded in that option, even
though it might look like you have only one. If you click Save As itself —not the right-pointing triangle —
you will get the Save As dialog box shown in Figure 4-6.

When you hover over the right-pointing triangle, however, the two options shown in Figure 4-8 are displayed.
Most users at first overlook the first option (clicking on Save As itself) and conclude that the five options
shown in Figure 4-8 are the only ones offered. Not only is that not the case, but the options shown actually are
redundant. That’s because all of those formats (Word 97-2003, PDE and XPS) are also available from the Save
As dialog box. Why did Microsoft do it this way? It was to highlight the typical user’s most likely Save As
choices. Unfortunately, it often confuses the user who thinks that the number of Save As options has been
greatly reduced.

FIGURE 4-8

Save As... and the triangle to the right of it are two distinct options that can be clicked.
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The PDF or XPS option appears only if you install the free patch available from Microsoft.

Publish

Word 2007’ other new save-related option contains three options that have been termed publish. Many
Internet users ordinarily think of publish in terms of Web sites. Well, that’s really what this is, albeit perhaps
different from the way some users think about publishing. Shown in Figure 4-9, these options all result in
Word content ending up online. 'm going to talk about the Blog feature here. To learn more about the latter
two options, Document Management Server and Create Document Workspace, see Chapter 40, “SharePoint.”
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Making a Document

Word 2007 has three new Publish options: Blog, Document Management Server, and Create Document Workspace.

Distribute the document to other people

EBlog
@ Create a new blog post with the content of
the document.

W Document Management Server
=T Share the document by saving it to a
document management server.
\%55) Create Document Workspace

@_\. Create a new site for the document and
keep the local copy synchronized.

Blogging

New in Word 2007 is the Blog feature, which enables you to publish directly from Word to supported
blogs. Which blogs are supported? At this time, MSN Spaces, SharePoint 2007, Blogger, and Community
Server are supported. You might also have success with some services that support the metaweblog and
ATOM APIs.

Compatibility with Previous Versions of Word

With Office 2007’s new interface and powerful new tools also comes a new file format. Word 2003% previ-
ous file format has been basically unchanged since Word 97. Feature enhancements have necessitated the
modification of Word’s binary format over the years, such as when document versioning and floating tables
were introduced.

Even so, you can still open most Word 2003 files in Word 97 and the document looks basically the same.
Only if you use newer features will you see a difference, and usually that just means reduced functionality
rather than lost data and formatting.

Word 2007 and Word 2003 users will continue to see interoperability. However, Word 2007% new “native”
format is radically different— and better — than the old format. Word 2007’ new format boasts a number
of improvements over the older format:

B  Open format— The basic file is ZIP format, an open standard, which serves as a container
for .docx and .docm files. Additionally, many (but not all) components are in XML format
(eXtensible Markup Language). Microsoft makes the full specifications available free, and they
may be used by anyone royalty-free. In time, this should improve and expand interoperability
with products from software publishers other than Microsoft.

B Compressed — The ZIP format is compressed, resulting in files that are much smaller.
Additionally, Word’s “binary” format has been mostly abandoned (some components such as
VBA macros are still written in binary format), resulting in files that ultimately resolve to plain
text, and are much smaller.

B Robust— ZIP and XML are industry standard formats with precise specifications that offer fewer
opportunities to introduce document corruption. Hence, the frequency of corrupted Word files
should be greatly reduced.
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FIGURE 4-10

B Backward compatibility — While Word 2007 has a new format, it still fully supports opening
and saving files in legacy formats. A user can opt to save all documents in an earlier format by
default. Moreover, Microsoft makes available a compatibility pack that enables Word 2000-2003
users to open and save in the new format. In fact, Word 2000-2003 users can make the Word
2007 format their default, providing considerable interoperability among users of the different
versions.

B New extensions — Word 2007 now has three new native file formats: .docx (ordinary documents),
.docm (macro-enabled documents), and .dotm (templates, which by definition are macro enabled).

Calling Word 2007’ new file format XML actually is a bit of a misnomer. The industry news media calls it
XML format. That’s not exactly true. While XML is at the heart of Word’s new format, the files saved by
Word are not XML files. You can verify this by trying to open one using Internet Explorer. What you see
decidedly is not XML.

As indicated, Word 2007 and 2000-2003 users will still be able to read and write to each others’ files,
assuming that the Word 2000-2003 user installs the free Office 2007 compatibility pack. Even so, Word
will sometimes warn you that features might be lost when converting between the different formats.

Word itself runs an automatic compatibility check when you attempt to save a document in a format that’s
different from the current one. You can, without attempting to save, run this check yourself at any time
from Word 2007. To see whether features might be lost when moving from one version of Word to another,
open the document in Word 2007. Choose Office Button = Prepare => Run Compatibility Checker.

For the most part, Word 2007 does a good job at checking compatibility when trying to save a native .docx
file in .doc format. For example, if you run the compatibility checker on a Word 2007 document contain-
ing advanced features, you will be alerted, as shown in Figure 4-10.

Use the Compatibility Checker to determine whether converting to a different Word version will cause a loss of
information or features.

Microsoft Office Word Compatibility Checker [

The following features in this document are not supported by earlier versions
of Word, These features may be lost or degraded when you save this
document in an earlier file format.

Summary MNumber of occurrences
Content controls will be converted to static content. 1 B
Help
SmartArt graphice will be converted inte a single object that can't be 1
edited in previous versions of Word, Heln

Check compatibility when saving in Word 97-2003 formats
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When moving in the other direction — checking a Word 2003 (or earlier) document for compatibility with
Word 2007 — it usually will inform you that “No compatibility issues were found.” Note however, that the
Compatibility Checker doesn't check when you first open a document formatted for Word 2003 (or earlier).
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Nor does it check when you convert a file. It’s not until you try to save the file that it warns you, as shown
in Figure 4-11.

FIGURE 4-11

Word 2007 warns you when saving a document that contains multiple versions saved in Word 2003 or earlier.

Microsoft Office Word

__ This fle contains multiple versions of the document, but Word no longer stores multiple versions of a document in a

@) snge fie. If you save this fil, previous versions of the document wil be lost.

Do you want to continue to save this file?

At this time, the Compatibility Checker does not warn you if you open a file that uses Word’s

=& versioning feature. Word 2007 does come with a tool for dealing with multiple document ver-
sions that were saved in a single file, but Word will not alert you to the fact that the current file contains
versioned changes until or unless you try to save the file in .docx format. Note also that Word 2007 itself
cannot fully access or properly save a versioned file, even if you tell Word 2007 to work in Word 2003 for-
mat. Hence, if you save such a file from Word 2007 — even if you tell it to save in Word 2003 format — all
versioning information will be lost!

To .doc or not to .doc

If you have the option to use Word’s old format, rather than the new format, why shouldn't you do that?
Isn’t old usually more reliable and well tested than new? Well, that’s certainly a plausible argument, but con-
sider the fragility of Word’s binary .doc format. Have you ever experienced document corruption? With a
proprietary binary file format, the larger and more complex the document, the more likely corruption
becomes. It doesn’t take much for a Word file to become inaccessible to Word’s default Open command.

Another issue is document size. Consider a simple Word document that contains just the phrase “Hello,
Word.” Here, when saved in Word 97-2003 format, that basic file is 26K. That is to say, to store those 11
characters, it takes Word about 26,000 characters!

The same phrase stored in Word 2007’s .docx format requires just 10K. Make no mistake. That’s still a lot
of storage space for just those 11 characters, but it’s a lot less than what’s required by Word 2003. The stor-
age savings you get won't always be that dramatically different, but over time you will notice a difference.
Smaller files means not only lower storage requirement, but faster communication times as well.

Still another issue is interoperability. When a Word user gives a .doc file to a WordPerfect or other word
processor user, it’s a very sure bet that something is going to get lost in the translation, even though
WordPerfect claims to be able to work with Word’s .doc format. Such documents seldom look and print
identically, and the larger and more complex they are, the more different they look.

With Word’s adoption of an open formatting standard, it will now be possible for WordPerfect and other
programs to more correctly interpret how any given .docx file should be displayed. Just as the same web
page looks and prints nearly identically when viewed in different web browsers, Word’s new .docx files
should look and print nearly identically regardless of which program you use to open it (assuming it sup-
ports XML-based formats).
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Persistent Save As

If, despite the advantages of using the new format, you choose to use Word’s .doc format, you can do so.
Choose Office Button = Word Options = Save. As shown in Figure 4-12, open the Save Files in This Format
drop-down list and select Word 97-2003 Document (*.doc).

FIGURE 4-12

You can tell Word to save in any of a variety of formats by default.

‘Word Options M
. - -
Popular .
B H Customize how documents are saved.
Display
Proofing ST
e | save files in this format: | Word Document (. doog E
Advanced Save AutoRecover inforr Word Document (*.doog
Word Macro-Enabled Document (*.docm)
Customize AutoRecover il location: - Fy ] ord\
Adddns Default file lacation: Word Template [*.dotx)
Word Macro-Enabled Template (*.dotm)
Trust Center Offfine editing options for d¢ Word 97-2003 Template (*.dot]
Single File Web Page (*mht, *.mhtmi}
Resources Save checked-out files to: | web Page (*.htm, *.html)
@) The server drafts 1ocz web Page, Filtered (.htm, *.htmi)
The web server Rich Text Format [*.rtf)
Server drafts location: | Cxyy Plain Text (*.b]

Word XML Document (-xmi)
Word 2003 XML Document (*.xmi)
Works 6.0 -9.0 (*wps)
Works 6.0 -9.0 (*wps)

Preserve fidelity when shari

[C] Embed fonts in the file

Note that even if you set .doc or some other format as your default, you can still override that setting at any
time by using Save As and saving to .docx or any other supported format. Setting one format as the default
does not lock you out of using other formats as needed.

Microsoft Office Compatibility Pack

As noted earlier, Microsoft makes available a free enhancement that enables Word 2003 users to open and
save files in the new format. In fact, it also works with Word 2002.

Instructions are in flux regarding how to download and install the converters, as is the location of the com-
patibility pack. Try the following search in Google:

site:microsoft.com "office compatibility pack"

At this time, the first hit listed is the correct location.
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.docx Versus .docm

With Word 2007 comes not one new format, but two — or four, depending on how you count:

B .docx— An ordinary document containing no macros
B .docm—A document that either contains macros or is macro enabled
B .dotx— A template that does not contain macros

B dotm— A template that either contains macros or is macro enabled

It is important for some purposes for users to be able to include macros not just in document templates,
but in documents as well. This makes documents that contain automation a lot more portable. Rather than
having to send both document and template, or worse, a template masquerading as a document, you can
send a document that has macros enabled.

When Word macro viruses first started appearing, ordinary Word documents could not contain
s & macros — only templates could. Therefore, one of the most popular ways of “packaging”
macro viruses was in a .dot file that had been renamed with a .doc extension. The virus itself often was an
automatic macro (typically, AutoExec) that performed some combination of destruction and propagation
when the rogue .dot file was first opened. A common precaution was to press Shift as you opened any Word
file—.doc or .dot — to prevent automatic macros from running. In fact, even with various advances in
security and antivirus software, pressing Shift when you open an unfamiliar Word document is still not being
overcautious. In recent versions of Word, .doc files can legitimately contain macros, so I'm not really sure
the situation has improved much. I still reach for the Shift key, do a quick inspection to determine whether
any macros are hiding inside, and then proceed. Often, though, Word 2007 will warn you when a document
contains macros.

Because Word 2003 documents can contain legitimate macros, there is no outward way to know whether
any given .doc document file contains macros. If someone sends you a .doc file, is opening it safe?

While it’s not clear that the new approach — distinct file extensions for documents and templates that are
macro-enabled — is going to improve safety a lot, it does provide more information for the user. This is
true especially in business environments, where people don't deliberately change file extensions. If you see
a file with a .docm or .dotm extension, then you know that they contain macros and might warrant careful
handling.

Moreover, if the document filename extension has been deliberately changed, Word will refuse to open the
document. Whether it’s a .docx file that's been renamed to .docm, or vice versa, you will see the message
box shown in Figure 4-13.

FIGURE 4-13

Word 2003 refuses to open a .docx or .docm file when the filename extension has been deliberately changed.

Microscft Office Word @é’

The Office Open XML file Doc2.docm cannot be opened because there are

problems with the contents.
.
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Creating Documents with Word

Converting a .docx file into a .docm

If you want to convert a .docx file so that it can contain macros, you must use Save As and choose “Word
macro-enabled document (*.docm)” as the file type. You can do this at any time — it doesn’t have to be
when the document is first created. You can also remove any macros from a .docm file by saving it as Word
document (*.docx).

Even so, you can create or record a macro while editing a .docx file, and even tell Word to store it in a
.docx file. There will be no error message, and the macro will be available for running in the current ses-
sion. However, when you first try to save the file, you will be prompted to change the target format or risk
losing the VBA project. If you save it as a .docx anyway and close the file, the macro will not be saved.

Understanding .docx

As indicated earlier, Word’s new .docx format doesn't itself use XML format. Rather, the main body of your
document is stored in XML format, but that file isn't stored directly on disk. Instead, it’s stored inside a ZIP
file, which gets a .docx, .docm, dotm, or dotx file extension.

To verify this, create a simple Word 2007 file, and save and close it. Next, rename it to add a .zip extension.
Finally, use Windows Explorer to display the contents of that ZIP file, as shown in Figure 4-14.

When viewed as a ZIP file, most .docx files contain three main folders and a Content Types XML document.

[7] Mame
_rels
docProps
word

| [Content_Types].xml XML Decument 1KB Mo 2KB 73%

Type Compressedsize  Password protected Size Ratio
File Folder
File Folder
File Folder

FIGURE 4-15

Word .docx files can contain additional folders as well, such as one named customxml. This folder would
be used if the document contains content control features that are linked to document properties, an exter-
nal database or forms server, etc.

The main parts of the Word document are inside the folder named word. A typical word folder for a simple
document appears in Figure 4-15.

The Word document’s main components are stored inside the .docx file in the folder named “word.”

] Name B Type Compresse.. Password.. Size Ratio
_rels File Folder
. theme File Folder

|| documentzxml XML Document 1KB No 1KB 56%

|| fontTablexml XML Document 1KB No 2KB 64%

|| settingsxml XML Document 1KB No 2KB 56%

|| stylesxml XML Document 2KB No 15KB 89%

|| webSettingsxml XML Document 1KB MNo 1KB 29%
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The main text of the document is stored in document .xml. Using an XML editor, you could actually make
changes to the text in document . xm1, replace the original file with the changed one, rename the file so
that it has a .docx extension instead of .zip, and open the file in Word, and those changes would appear.

§ Q: What’s an XML editor? When | double-click on an XML file, it just opens Internet Explorer,
* which doesn’t let me edit anything.

A. There are specialized XML editors. You can also use a Web site builder like FrontPage or SharePoint Designer.
You can also use anything that edits plain text files, such as Notepad.

More complex Word files contain additional elements. Shown in Figure 4-16 is an expanded folder view
of a .docx file that contains clip art, an embedded Excel chart, several pictures, some SmartArt, as well as
custom XML links to document properties.

FIGURE 4-16

In a .docx file, images are stored in the word\media folder.

Folders X | Name Type Packed... | Has ... Size
= (1 Practice Word 2007 Bible Letter.docxzip A g:::gzélj:ﬂ E:E ;::95 5; E‘é mg 5; E‘é
9 _rels 5] \magea.zmgf EMF lmaie 3KB Mo 4 KB
32 customxml 3] image4.png PNG Image 43KB Mo 43 KB
D docProps %] images.png PNG Image 45KB Mo 45 KB
& 13 word %] image6.png PNG Image 90 KB Mo 90 KB
2 _rels
= [ charts
= _rels
=) diagrams
I embeddings =
= 2 glossary
= _rels
=) media
1) theme v

You can replace the images in a .docx file without editing the file in Word. Rename the .docx
: file so that it has a .zip extension. Extract the images stored in the word\media folder so you
can see what’s what. Give the replacement images the same respective names as the existing ones. Replace
the contents of the word\media folder with the new images. Finally, replace the .zip extension with the
original extension. Presto! And you never touched Word! This might not make ergonomic sense for just a few
images, but if you have dozens it could save you a substantial amount of time.

Navigation Tips and Tricks

Bible readers already know the basics of using the Windows interface, so this book skips the stuff that I
think every Windows user already knows about, and instead covers aspects of Word you might not know
about. In our great hurry to get things done, ironically, we often overlook simple tricks and tips that might
otherwise make our computing lives easier and less harried, or, at the very least, more entertaining.

Tricks with clicks

We all know about double-clicking, but not everyone knows the benefits of triple-clicking, Ctrl+clicking,
and Alt+clicking.
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FIGURE 4-17

Triple-clicking

When you triple-click inside a paragraph, Word selects the entire paragraph. However, where you click
makes a difference. If you triple-click in the left margin, rather than in a paragraph, and the mouse pointer’s
shape is the arrow shown in Figure 4-17, the entire document is selected.

A hollow mouse pointer in the left margin indicates a different selection mode.

contract]
whether|
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Is triple-clicking in the left margin faster and easier than pressing Ctrl+A? Not necessarily, but it might be if
your hand is already on the mouse. In addition, if you want the MiniBar to appear, the mouse method will
summon it, whereas Ctrl+A won't.

Ctrl+clicking

Want something faster than triple-clicking? If you just happen to have one hand on the mouse and another on
the keyboard, Ctrl+click in the left margin. That also selects the entire document, and displays the MiniBar.

If you Ctrl+click in a paragraph, the current sentence is selected. This can be handy when you want to
move, delete, or highlight a sentence. As someone who sometimes highlights as I read, this can also help
focus on a particular passage when you're simply reading, rather than editing.

Alt+clicking

If you Alt+click a word or a selected passage, that looks up the word or selection using Office 2007’s Research
pane. Do you ever accidentally invoke the Research pane? Want a good way to turn it off? Well . . . stop look-
ing, because it doesn't exist.

I If you're an advanced Word user, you probably don’t want to accept this. You're probably think-
ing “Herb doesn’t know that you can intercept the built-in Research command and replace it
with a dummy macro, thereby disabling this behavior.” Well, you caught me. Go ahead and try it. I'll wait.

Back already? That’s right. You can indeed prevent the Research command on the Review tab from doing
anything, but that doesn’t tame the Alt+click shortcut. It’s more persistent than a horsefly.

Alt+dragging

You can use Alt+drag to select a vertical column of text— even if the text is not column oriented. This can
be useful when working with monospaced fonts and there is a de facto columnar setup. Once selected, any
character- or font-oriented formatting can be applied to the selection, as shown in Figure 4-18. The selec-
tion can also be deleted. Note that if the text is proportionally spaced, then anything that affects the size and
therefore the ostensible columnar orientation will undo the selection. The effect can be rather bizarre.
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With the Alt key pressed, you can drag to select a vertical swath of text.
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Shift+click

Click where you want a selection to start, and then Shift+click where you want it to end. You can continue
Shift+clicking to expand or reduce the selection. This technique can be really useful if you have difficulty
dragging exactly the selection you want.

Multi-selecting

A few versions of Word ago, it became possible to make multiple noncontiguous selections in a document.
While many know this, many more don't. To do it, make your first selection. Then, hold down the Ctrl key
to make additional selections. Once you've made as many selections as you want, you can then apply the
desired formatting to the selections.

Seldom screen

I've already reviewed a number of new features that you'll see on the Word screen. Word 2007’s new inter-
face is so overwhelming, however, that you might never notice a few features—new and old. In this sec-
tion, I point out features that are either new or often overlooked (even by long-time users), and which you
might find useful.

Split box

Shown in Figure 4-19, the split box is used to divide the current document into two horizontal views of the
same document. Move the mouse over the top of the vertical scroll bar so that the pointer changes (refer to
Figure 4-19). At that point, you can drag down to divide the window into two panes. Alternatively, you can
double-click the split box to divide the window into two equal panes.

Why would you want to do that? Well, you might not have two monitors but you need to look at a table or
a figure while you write about it. In a single pane, this can be challenging, especially if what you type keeps
causing the figure to move out of view.
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Double-click or drag the split box to display the current document in two panes.

I

= Split Box

As another example, you might want to have an Outline view of your document in one pane while main-
taining a Print Layout view in the other, as shown in Figure 4-20. When viewing a document in two split
panes, note that the status bar reflects the status of the currently active pane. Not only can you display dif-
ferent views in multiple panes, but at different zoom levels as well.

You can remove the split by dragging it up or down, leaving the desired view in place, or double-click
anywhere on the split line. Alternatively, if the ribbon’s View tab is displayed, click Remove Split in the
Window group.

FIGURE 4-20

Split panes can be displayed in different views, enabling you to see Outline and Print Layout at the same time.
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View rulers

New in Word 2007 is the rulers toggle control, also shown in Figure 4-20. This control toggles the horizon-
tal and vertical (if it’s on) rulers on and off. It cannot control them separately.

The presence of the ruler toggle on both panes of a split document window might lead you to assume that
the upper and lower rulers can be toggled independently. They cannot.
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Select Browse Object

While we're visiting over there on that side of the Word screen, let’s take a look at another sometimes over-

looked control — Select Browse Object. Shown in Figure 4-21, this control determines what happens when
you click the Previous or Next buttons that are immediately above and below the Select Browse Object con-
trol. It also determines what happens when you press Ctrl+Page Up or Ctrl+Page Down.

FIGURE 4-21

Select Browse Object determines the actions performed by the Previous and Next buttons.
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By default, the browse object is set to Page. Clicking the Previous or Next button performs Page Up or Page
Down actions. When the default object type is active, the browse buttons (Up and Down) are black. When
a non-default object type is active, the browse buttons change to blue.

For example, click the Select Browse Object button, and choose Browse by Table. If you hear an error beep,
that means the current document does not contain any tables between the insertion point and the end of the
document. Nonetheless, the browse buttons turn blue, and they now “mean” previous table and next table.

If you ever click a browse button and don’t get the expected default Page Up/Page Down behavior, take a
look at the color. If it’s blue, then that’s the problem. To reset the browse behavior to the default, click the
Select Browse Object button and choose Page.

What makes this a little tricky is that there are ways other than clicking that button to change browse
behavior. For example, if you perform a search, the browse buttons now become Find Previous and Find
Next. If you perform a Go To and go to the next field, then Previous Field/Next Field become the browse
actions. Hover your mouse pointer over each of the twelve object types to explore the possibilities. If you
keep these objects in mind, then this feature can become a tool, rather than just an annoyance.

2 Edit browse object? One browse feature is the Edit object. Word remembers the current and
Ol previous three places where editing occurred (anything that changes the status of the docu-
ment from Saved to Dirty). Hence, when Edit is the browse behavior, the Previous and Next buttons cycle
the insertion point among those four locations. The Shift+F5 keystroke (assigned to the GoBack command)
performs the same action as the Previous button when the browse object is set to Edit.

Keyboard

With a new version of Word comes some new keystrokes and new keyboard behavior. At the same time,
some old keystrokes now work differently. Surprisingly, as you'll see, a number of old keystrokes still work,
even though Word’s menus are gone.
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What works differently? One of my favorite keystrokes is Ctrl+Shift+S, which in Word 2003 and earlier
moves the focus to the Style control on the Formatting toolbar. Given that there is no Formatting toolbar in
Word 2007 and that there is no comparable Style control on the Ribbon, Ctrl+Shift+S pretty much has to be
at least a little different. If you still have Word 2003, open it, press Ctrl+Shift+S, tap the first letter of a style
that’s not currently selected, and then use the down-arrow key to go to the style you had in mind. Press
Enter to apply the style.

Now, try the same thing in Word 2007. Pressing Ctrl+Shift+S activates the Apply Styles task pane, and the
keystrokes otherwise seem to work the same way. However, the Apply Styles task pane doesn’t go away. Well,
neither did the Style control in Word 2003, but pressing Ctrl+Shift+S doesn't activate a task pane either.

How do you dismiss the Apply Styles task pane? Well, you could click its X. Unfortunately, pressing the Esc
key simply returns the focus to the document without dismissing Apply Styles. To dismiss it (as well as any
other task pane) using the keyboard, press Ctrl+spacebar, C. Note that for this to work, the task pane must
have the focus, so you might need to press Ctrl+Shift+S and then Ctrl+spacebar, C to get it to work.

Other built-in keystrokes

Word boasts a broad array of keystrokes to make writing faster. If you're a fast touch typist, you might not
care to have to reach for the mouse to make a word bold or italic. You might not want to reach for the
mouse to create a hyperlink. If you've been using Word for a long time, you very likely have memorized a
number of keystrokes (some of them that apply only to Word, and others not) that make your typing life
easier. You'll be happy to know that most of those keystrokes still work in Word 2007.

Rather than provide a list of all of the key assignments in Word, I'm going to show you how to make one
yourself. Start by pressing Alt+F8. In Macro name: type listcommands and press Enter. In the List
Commands dialog box, choose Current Keyboard Settings, and press Enter.

Presto! You now have a table showing all of Word’s current keyboard settings. If you've reassigned any built-
in keystrokes to other commands or macros, your own assignments are shown in place of Word’s built-in
assignments. If you've redundantly assigned any keystrokes, all assignments will be shown. For example,
Word assigns Alt+F8 to ToolsMacro. I also assigned Ctrl+Shift+O to it. Therefore, my ListCommands table
shows both assignments. The table also shows those assignments and commands you haven't customized.

! If you want a list of Word’s default built-in assignments, open Word in safe mode (hold down
i Ctrl as Word is starting and then click Yes), and repeat this exercise.

Office 2003 menu keystrokes

One of Microsoft’s aims was to assign as many legacy menu keystrokes as possible to the equivalent com-
mands in Word 2007, so if you're used to pressing Alt+IB to choose Insert &> Break in Word 2003, you'll
be glad to know it still works. So does Alt+OP, for Format = Paragraph. Liking this so far, are you? Great!

Now try Alt+HA for Help =& About. It doesn't work. In fact, none of the Help shortcuts work, because
that Alt+H shortcut is reserved for the Ribbon’s Home tab. Some others don’t work either, but at least
Microsoft tried.

Some key combinations can't be assigned because the corresponding commands have been eliminated.
There are very few in that category. Some other legacy menu assignments haven’t been made in Word 2007
because Microsoft is grappling with some conflicts between how the new and old keyboard models work.
There are, for example, some problems with Alt+F because that keystroke is used to select the Office but-
ton. For now at least, Microsoft has resolved to use a different approach for the Alt+F assignments. Press
Alt+1 and then press Alt+F to compare the different approaches.



Making a Document _

Custom keystrokes

You can also make your own keyboard assignments. To give you a sneak peak, choose Office Button =
Word Options = Customize, and then click the Customize button to open the Customize Keyboard dialog
box and make the desired changes.

If you're a keyboard aficionado, to simplify your life, assign Alt+K (it’s unassigned by default)

! to the ToolsCustomizeKeyboard command. Then, whenever you see something you want to
assign, press Alt+K and you’re off and running. To assign Alt+K, choose Office => Word Options =
Customization => Customize. Set Categories to All Commands. In Commands, tap the T key to accelerate to
the Ts. Find and select ToolCustomizeKeyboard. Click Press New Keyboard Shortcut Key and then press Alt+K
(or whatever other assignment you might find preferable or more memorable). Make sure that Save Changes
In is set to Normal . dotm (assuming you don’t want it saved somewhere else). Click Assign, and then click
Close. If you've told Word to prompt before saving changes in Normal . dotm, then make sure you say Yes to
saving this change.

Views

To expand the ways of working with documents, Word offers a number of different environments you can
use, called views. For reading and performing text edits on long documents with a minimum of UI (user
interface) clutter, you can use Full Screen Reading view. For composing documents and reviewing text and
basic text formatting, you can choose a fast-display view called Draft view.

For working with documents containing graphics, equations, and other non-text elements, where docu-
ment design is a strong consideration, there’s Page Layout view. If the destination of the document is online
(Internet or intranet), Word’s Web Layout view removes paper-oriented screen elements, enabling you to
view documents as they would appear in a Web browser.

For organizing and managing a document, Word’s Outline view provides powerful tools that enable you
to move whole sections of the document around without having to copy, cut, and paste. An extension of
Outline view, Master Document view enables you to split large documents into separate components for
easier management and workgroup sharing.

Draft view is the new Normal view
If you're someone who ordinarily works with Word in Normal view, you might be alarmed to see the view

options in Word 2007. Shown in Figure 4-22, they include Print Layout, Full Screen Reading, Web Layout,
Outline, and Draft. Where’s Normal?

“Normal” as a view name is history. What was Normal is now called Draft.

Did you ever find it confusing that earlier Word versions used the word normal in at least three ways that
really had nothing to do with each other? Users, especially new or casual users, often were confused by the
differences between Normal view, Normal style, and Normal.dot. In Word 2007, what used to be called
Normal view is now called Draft view, so maybe there will be less confusion.
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FIGURE 4-22

“Normal” view is now called “Draft” view.
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Internally, when you click on Draft either in the View ribbon or on the status bar, Word still uses the
ViewNormal command. You can confirm this with the following tip.

You can determine Word’s name for most ribbon or status bar-based commands with a simple
| keystroke and a click. First, switch to Print Layout view so that the Draft view command will
have an effect. Next, press Ctrl+Alt and the plus (+) sign on the number pad. This turns the mouse pointer
into the cloverleaf pattern shown in Figure 4-23. Use that pointer to click on (just about) any tool. Word
responds by displaying the Customize Keyboard dialog box. The Commands box displays the actual com-
mand'’s name, as shown in Figure 4-24. (I'll have more to say about the amazingly useful cloverleaf tool in
subsequent chapters.) When in “cloverleaf” mode, Word returns to normal when the Customize Keyboard
dialog box is closed, or you can hasten the return to normal by pressing the Esc key.

FIGURE 4-23

The cloverleaf mouse pointer indicates that ToolsCustomizeKeyboardShortcut mode is active.

If Word is really running ViewNormal, what happened to Draft view? Its still there. In the Word Options
dialog box, choose Advanced. Near the bottom of the Show Document Content options, notice the option
to Use Draft Font in Draft and Outline Views. You can also choose the font and point size to use for Draft.

When you need to distinguish between an uppercase i (I), a lowercase L (I), the number one

! (1) and the vertical line segment (|, usually typed using shift \ on most U.S. keyboards), the
single best font I've discovered that makes the distinction clearest is Comic Sans. It’s also a very comfortable
and readable font, its nonprofessional-sounding name notwithstanding. If after applying Comic Sans you're
still uncertain as to what’s what, try toggling the case. Properly distinguishing among these characters, as
well as between 0 (zero) and O (capital 0), can make a world of difference when you are trying to convey
part numbers, serial numbers, user names, and passwords.
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FIGURE 4-24

“Cloverleaf” mode (ToolsCustomizeKeyboardShortcut) displays the next Word command or macro you perform in
Word; it responds to mouse and keyboard actions.

Customize Keyboard &Iﬁ

Specify a command

Categories: Commands:
All Commands PR ViewNormal -

| Spedfy keyboard sequence

(l
Current keys: Press new shortcut key: b
Alt+Ctrl+ -
Save changesin: | Normal.dotm E|

Description

Changes the editing view to normal view

For editors and writers, Normal view was the workhorse view in many prior versions of Word. It enabled
them to focus on just words. When coupled with wrapping text to fit the window, you could take off the
reading glasses and zoom to any magnification you like. You don't have to monkey around with the hori-
zontal scroll bar or bothersome floating pictures to see what’s written. It’s also faster. Let the layout editors
worry about the placement of pictures and other formatting nuances. If you're used to thinking Normal
view, then in Word 2007, think Draft view with the Draft Font view turned off.

If you plan to toggle between Draft and Draft Fonts views very often, you should know that Word has a
built-in ViewDraft command that toggles the Use Draft Font setting on and off. To make it more accessible,
you might either assign it to a keyboard shortcut or put it onto the Quick Access Toolbar (QAT) for ready
access. In the QAT customization dialog box, its in the All Commands list.

If you do use the ViewDraft command, be advised that font and point size changes will not be
= reflected in what you see onscreen. This can be good if the original is a legal contract written

in 4- pomt type. It can be bad, however, if you don’t toggle out of draft mode before sendmg a .doc file to

someone else for review, particularly if you’ve been careless with the font and point size formatting.

Print Layout

If Normal view (now Draft view) was the workhorse view for Word 2003, it appears that Print Layout is des-
tined to be the workhorse view for Word 2007. That’s because one of Word 2007 strongest new features, live
preview, does not work in Draft view. Live preview works in Print Layout and Web Layout. If you could actu-
ally display the Formatting tab Ribbon components when in Print Preview mode, it might work there, as well.
However, you can't do that (at least not using the tools and techniques that come with Office 2007).
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It is possible that some Ribbon behavior is not fully carved into stone. At this writing, however,
there are no Live Preview—enabled tools on Word'’s Print Preview tab on the Ribbon, so
whether it works or not is moot.

Full Screen Reading

Full Screen Reading view is similar to Word 2003’ Reading Layout view. Shown in Figure 4-25, the Word

2007 view now uses more of the screen than the comparable Word 2003 view did. It also provides a num-
ber of new features, as well. For example, by default, reading mode does not permit editing. Often, this is

exactly what you want. But, not always. Switch a document into Full Screen Reading view and peruse the

different options.

Full Screen Reading view offers a variety of ways to scroll up and down: Page Down/Page Up,
| Space/Shift+Space, Enter/Shift+Enter, Right/Left arrow keys, Down/Up arrow keys, the
Next/Previous graphic controls at the bottom of the window, and the scroll wheel on your mouse.

FIGUR

Word 2007’s Full Screen Reading view features a number of new View options.
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Web Layout

Web Layout is designed for composing and reviewing documents that will not be printed. Hence, information
such as page and section numbers are excluded from the status bar. If the document contains hyperlinks, they
are displayed underlined by default, as shown in Figure 4-26. Background colors, pictures, and textures are
also displayed.

FIGURE 4-26

Web Layout suppresses paper-oriented information such as pages and section numbers, and includes Web-oriented
features such as underlined hyperlinks and background colors and textures.
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Outline (Master Document tools)

The final distinct Word view is Outline. Outlining is one of Word’s most powerful and least utilized tools for
writing and organizing your documents. To avail yourself of this tremendous resource, the easiest way is
simply to use Word’s Heading styles. Heading levels 1 through 9 are available using styles named Heading 1
through Heading 9. You don't need to use all nine levels — most users find that the first three or four levels
are adequate for most structured documents. If your document is organized using the built-in heading
levels, then a wonderful world of document organization is at your fingertips.

As suggested by the title of this section, Outline view has a split personality, of sorts. As an outline manager,
this view can be used on any document with heading styles that are tied to outline levels. If you don’t want
to use Word’s built-in Heading styles, you can use other styles and assign them to different outline levels.
Outline view’s other personality is the Master Document manager. Compare the two Ribbons shown in
Figure 4-27. Both say Outlining, yet the lower Ribbon contains additional tools. To display the additional
tools, click Show Document.
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Click Show Document to display the Master Document tools.
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With regard to the Master Document feature, I'll just dish out a little warning. Potentially, this is an extremely
powerful document control feature for users who are working on parts of the same document. It provides a
way to carefully control checking out and checking in of document parts, as well as to manage problems
inherent in working with very large documents.

In previous versions of Word, the Master Document feature was quite unstable, leading to the adage “There
are two kinds of master document users: those whose documents are corrupted, and those whose documents
will soon be corrupted.” Is this harsh assessment still true or does the existence of the new Word document
format based on XML relegate those concerns to history? The jury is still out.

Summary

In this chapter, you've seen a variety of ways to start Word 2007 as well as a number of navigation techniques
that might be new to you. You've also explored how to modify Word’s view to fit your work style and needs,
and some of the finer points about saving, converting, and publishing in Word 2007. Finally, putting it all
together, you should now have no problem doing the following:

B Creating a blank file or one using a template

B Saving a file

B Converting Word 2003 documents to Word 2007, and vice versa
B Impressing your friends with cool navigation trick and tips
|

Viewing your work in different ways for different kinds of writing and editing



ne of the more difficult conceptual hurdles in understanding Word is the
way formatting is conceived. Some people think about formatting as a
stream. You turn it on here, and it remains on until you turn it off later.

However, Word’s formatting “mindset” is not stream oriented, it’s object oriented.
Rather than turn formatting on in one place and off in another in order to format
a block of text, you format objects such as letters, words, paragraphs, tables, pic-
tures, and so on. However, once you say the O word (object), that causes some
brains to glaze over.

Another way to think about formatting is in units. Formatting can be applied to any
unit you can select. The smallest unit that can be formatted is a single character.
Discrete units larger than characters are words, sentences, paragraphs, document
sections, and the whole document.

The Big Picture

Word has four levels of formatting: character/font, paragraph, section, and document.
Things such as bold, italic, points, and superscript are called character or font for-
matting and can be applied to as little as a single character. I'll talk about the other
levels of formatting in later chapters.

Personally, I don't like the adjective “font” formatting, because most people —
including me — think of fonts as things like Times New Roman, Arial, and
Tahoma. For me, character formatting is a lot clearer and less confusing, but
because Word has a Ribbon with this chunk (or group) called Font, as shown in
Figure 5-1, we're kind of stuck with that terminology. We're all stuck with
another term, too: text-level formatting, which really means the same thing as
font and character formatting. It helps, however, to think in terms of character
formatting, as a character is the smallest thing you can format in Word.
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FIGURE 5-1

Much, but not all, character (or font) formatting is accessible from the Home tab’s Font group.
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Okay. 1 lied. Technically, the smallest thing you can “format” is a point between two charac-
ters, but the word “format” is debatable. To split hairs, you can insert a bookmark at a point so
that no characters are enclosed. Is that formatting? I don’t think so, but somebody else might.

Note also that the Font group on the Home tab does not contain access to all character-level formatting.
Language, which can be applied down to a single character, is not shown there. Moreover, the Font group
contains case (upper, lower, title, etc.), which isn't formatting at all. This should be distinguished from small
caps and all caps, both of which are considered character formatting.

Styles and Character/Font Formatting

A few Word versions ago, possibly while many users werent watching, Microsoft added to Word a new type
of style. Before that, there was just one type of style— the paragraph style —and styles could be applied
only to a whole paragraph. It soon became clear, however that a more flexible, sophisticated style was
needed — one that could be applied to characters within a paragraph.

The character style was born. Using this new invention, it was suddenly possible to create styles for format-
ting book titles, article titles, names, phone numbers, Internet links — you name it.

Later in this book (Chapter 7) you'll find an entire chapter on styles, but to understand character format-
ting, there’s a little you need to know at the outset, so please bear with me for another couple of paragraphs.

Even if you yourself never apply a style using Word’ vast array of formatting tools, two styles are always in
effect: a paragraph style and a character style. To demonstrate this, display the Style Inspector by clicking the
Styles Dialog Box Launcher at the bottom-right corner of the Styles group. Then, click the middle icon at
the bottom of the Styles task pane to display the Style Inspector, shown in Figure 5-2. You can dismiss the
Styles pane if it’s distracting.

Here, the two styles applied are Normal (the default paragraph style) and Default Paragraph Font (the default
character style for normal). The latter is the name of the Normal style’s default character style.



FIGURE 5-2

Formatting 101: Font/Character Formatting

Use the Style Inspector when you want to fully examine the styles and direct formatting in use (direct formatting is
identified by Plus in the Style Inspector).
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Style versus direct

I just went through that whole rigmarole so that I could explain that you have two ways to apply character
formatting. You can use a style to apply character formatting, or you can apply character formatting directly.
As you're typing along, it’s really quite easy to apply bold, italic, or underlining to text. That’s called direct
formatting, and often there’s no reason for you to do it any other way. After all, the goal is to create a func-
tional document in as short a time as possible.

Given that creating and applying styles involves more thought, preparation, and work than using direct
formatting, it would appear that using direct formatting works better for my twin goals of speed and func-
tionality. However, a shortcut is only as good as the time it saves you. If it ends up taking more time, then it
wasn't really a shortcut at all.

For example, suppose each time I need to type a book title, I press Ctrl+B (bold), type the book title, and
then press Ctrl+B again to toggle bold off. That doesn’t seem too onerous, right? Suppose my editor now
tells me that they don't like book titles formatted that way. Instead, they want me to use bold small caps.
Now I have to change the book title references so that they match the editor’s requirements. If all book titles
and only book titles were formatted as bold, I could use Word’ Replace feature to simply replace bold with
bold and small caps, but what if I've applied bold to something other than a book title? (The chances are
good that I did!) Now I'm left carefully plodding through the document looking for things that look like
book titles.
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Or worse, suppose I needed to correct the formatting error not in just one document file, but in dozens of
files? I would have a lot of work to do, right? That Ctrl+B shortcut doesn’t seem like a very good shortcut
anymore, does it?

If, instead, each time I wanted a book title, I had applied a character style named Book Title, I'd be in much
better shape. That way, I could simply modify the Book Title style, and all of my book titles would obediently
change. Even if the formatting “error” were propagated over dozens of different documents, I could change
the definition of the style in the template on which those documents were based, use the Automatically
Update Document Styles feature, and I'd be done.

The commandment is this: If the formatting is something you will need to repeatedly apply to certain categories of
text (such as book titles, programming commands, jargon, etc.), create a character style and use it.

If, conversely, the use is ad hoc and not something for which you'll have a recurring need, then go ahead
and use direct formatting. For example, when I'm writing a letter or memo and want to use bold for empha-
sis, I use direct formatting. When I'm writing a formal report and am referring to the name of a journal and
a journal article, I use a style.

To make using styles less onerous, you can assign keyboard shortcuts to them. From Word

4 Options, click the Customize choice in the list at the left, and click the Customize button. Set
Categories to Styles. Choose the style, click in Press New Shortcut Key, press the desired key(s), and then
click Assign = Close. Don’t forget to click Assign!

Character Formatting

There are at least six ways of directly applying various kinds of character formatting:

B Using the Font group on the Home tab

The Font dialog box (Ctrl+D or Ctrl+Shift+E or click the Font group Dialog Box Launcher)
The Mini Toolbar (hover the mouse over selected text)

Using shortcut keys

With the Font group or components placed on the QAT

Using the Language tool on the status bar

In this section, I'll describe these methods and try to give you a sense of which ones to use. A lot depends
on your working style, but it can also depend on what you happen to be doing. On any given day, I'll prob-
ably use at least five of the six methods.

Formatting techniques
To apply character formatting, you have three basic options:
B Stream method — Apply formatting before you start typing a word or passage, and then turn it off
when you're done. For example, click the Bold tool, type a word, and then click the Bold tool again.

B Selection method — Select the text you want formatted by dragging over it or using a keyboard
shortcut and/or the mouse, and then apply the formatting.

B Whole-word method — Click anywhere in a word and then choose the desired formatting.
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The whole-word method is settings dependent. It will work by default, but it will not work if
- ! S8 you've turned off “When selecting, automatically select entire word” in the Editing Option sec-
tion of the Advanced category in the Word Options dialog box.

It would be redundant to repeat the basic steps for each and every formatting type. The techniques
described here apply to all character formatting described in this chapter.

Repeat formatting (F4)

A tremendous time saver in Word is the Repeat Formatting command, invoked by pressing F4. Actually, F4
will repeat typing and many other actions too, but I find it most useful for repeating formatting.

Suppose, for example that you're scanning a newsletter looking for people’s names, which need to be made
bold. There’s John Smith, so you select his name and press Ctrl+B. Thereafter, however, it might be faster
to position one hand on the mouse and the other at the F4 key. Click on Jane; press F4. Click on Doe;
press F4. Or, click to select Jane Doe as a phrase, and then press F4. The F4 key enables you to temporarily
forget about pressing Ctrl+B, right-clicking, or traveling to the top of the Word menu in search of a format-
ting tool.

Now, let’s try something else. Click on a word and press Ctrl+B to make it bold. Now press Ctrl+l. Now the
text is bold and italic. Click on another word and press F4. It’s only italic! That’s because F4 repeats only the
most recent formatting (or other action).

Note that F4 and Ctrl+Y both do the same thing. Which you use is your choice. Many prefer F4 because it
can be pressed with one finger. Others prefer Ctrl+Y because it doesn’t involve as much of a stretch as F4.

If you have multiple or compound character formatting to repeatedly apply to a non-style-

< formatted series of words or selections, use the Font dialog box instead of individual com-
mands When you use the Font dialog box, all changes applied when you click OK become a single

formatting event to the F4 key, so F4 can now apply multiple types of character formatting all at once.

Copy formatting

Sometimes, the moment for using F4 has passed, yet you're still left needing to reapply compound format-
ting. 'm assuming that for whatever reason you’re not using a character style. Be that as it may, there are
two common methods for copying formatting: the Format Painter and the Copy Formatting keystroke.
Note that these techniques aren'’t limited to character formatting. They'll work with many other kinds of
formatting as well.

Format Painter

To use the Format Painter, click or select the item whose formatting you want to copy. If you want to clone
that formatting just once, click the Format Painter in the Clipboard group on the Home Ribbon, shown in
Figure 5-3. If you want to apply that formatting multiple times, then double-click the Format Painter.

Note that the mouse pointer turns into a paintbrush. Honestly! That’s what it’s supposed to be!

Next, if you're copying formatting to a whole word, click the word you want formatted. Presto! If you're
copying to any other group of characters, then use the mouse pointer to select the destination text. If you
double-clicked the Format Painter, continue this until you're done. Press Esc or click the Format Painter
again to exit format painting mode.
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Use the Format Painter in the Clipboard group to copy formatting.
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Format Painter Mouse Pointer

Keyboard method

If you don't care for the Format Painter, that’s perfectly okay. You'll need to know about two keystrokes:

B Ctrl+Shift+C — Copy Format
B Ctrl+Shift+V — Paste Format

You might have noticed Ctrl+Shift+C in the Format Painter’s tooltip in Figure 5-3. This works very similarly
to the Format Painter. Click in or select the text whose formatting you want to copy, and press Ctrl+Shift+C.
Observe the mouse pointer. It's the Format Painter pointer! Now, move to or select the text where you want
the formatting copied and press Ctrl+Shift+V. Note that there is no keyboard equivalent for the multi-copy
method (double-clicking on the Format Painter), but you can combine the two methods, initiating the
process by double-clicking the Format Painter and then following through using Ctrl+Shift+V.

Clear formatting
There are several degrees of clearing formatting. Here, I'll talk about two of them:

B Clear direct character formatting (ResetChar)
B Clear all formatting (ClearAllFormatting)

The first is the venerable Ctrl+Spacebar command known and loved by many in every version of Word they
can remember. It’s also a widely misunderstood command. This command does not remove all character for-
matting. It removes all direct character formatting. So, if the selected text’s formatting all comes from styles

applied to the text— regardless of how bizarre or compound the formatting might be — Ctrl+Spacebar will
have no effect whatsoever.

For example, when you apply Heading 1 to a section of text, it becomes bold. Ctrl+Spacebar can't touch
that bold formatting since it was applied though the style rather than by pressing Ctrl+B or clicking the
bold tool. If you use direct formatting to italicize a word in an otherwise non-italicized heading, however,
now Ctrl+spacebar can remove it.
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New feature alert!

The second type of format removal is completely new to Word 2007. It is accessible using the Clear Formatting
tool on the Home Ribbon, shown in Figure 5-4. This command is quite different from Ctrl+spacebar.

FIGURE 5-4

The Clear Formatting tool is actually misplaced in the Ribbon. It affects not only character/font formatting but
paragraph and style formatting as well.
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Ti]ne to Change| Clear all the formatting from the
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To change the overall look of your ¢ et ed
change the looks available in the Q@ Press Fi for more heip. ang

Both the Themes gallery and the Quick Styles gallery provide reset

This new command is the moral equivalent of copying a selection to the Clipboard and then using Paste
Special & Unformatted Text to paste it back into the document. It strips out all formatting.

The Font group

The Font group (or chunk as it's more affectionately called) on the Home tab is shown in Figure 5-5. The
Font group is compressed or expanded depending on the width of the current Word window. In its full
glory, the Font group can display up to 14 separate controls.

FIGURE 5-5

The Font group is Word 2007’s “discoverable” new way of applying character formatting.
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Clear All
Highlighter Formatting

Grow Font

Four of the Font tools feature Live Preview:

B Font (e.g., typeface name, such as Calibri)
W Size
W Highlight color

B Text color
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As shown in Figure 5-6, Live Preview shows you the results of the selected (but not yet applied) formatting.
Two of the Live Preview controls— font and size — can be rolled up and out of the way, as shown in

Figure 5-6. The other two cannot.

FIGURE 5-6

Dots at the bottom of a Live Preview control indicate that it can be rolled up and out of the way.
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As shown in Figure 5-7, there’ also a fifteenth control — the Font Dialog Box Launcher. The Font dialog box
is nearly identical to its counterpart from Word 2003, with most of the differences owing to the removal of

the Text Effects tab.

FIGURE 5-7

Use the Font Dialog Box Launcher to display the nearly full

-service dialog box.
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Some of the icons in the Font group might seem a bit obscure and indistinct. Hover the mouse pointer over
each of the controls to see what they do. Notice that for many of the controls, if shortcut keys exist, they are
indicated in the Enhanced ScreenTip. However, this is not the end of the story. Some tools, for whatever
reason, might not show the shortcuts. Jump ahead to the section “Character formatting shortcut keys” later
in this chapter if you're just dying to know what’s assigned to what.
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Typeface or font

Some call it font, some call it typeface. Some skirt the nomenclature issue simply by saying what typeface or
font they want (Times New Roman, Arial, etc.). Whatever you call it, it’s key to a document’s appearance.

T In Word 2003, you could move the focus to the Font tool in the toolbar by pressing Ctrl+Shift+F.
&8 That precise functionality no longer exists in Word 2007. Instead, that keystroke now does the
same thmg as Ctrl+D, which is to show the Font dialog box.

Point size

Size controls the height of the font, generally measured in points. A point is 1/72 of an inch, so 12 points
would be 12/72 of an inch. For Word, a font set’s point size is the vertical distance from the top of the high-
est ascending character to the bottom of the lowest descending character.

You aren’t limited to the range of sizes you see in the Home tab of the Ribbon. Word can go as low as 1
point and as large as 1,638 points. Plus, you can set the height in increments of .5. Hence, a point size of
1637.5 is perfectly valid.

As with typeface, Word 2007 will no longer let you make a key assignment that takes you directly to the
exposed size control. While Ctrl+Shift+P did that in Word 2003 and earlier, Ctrl+Shift+P now simply takes
you to the Font dialog box, where size is highlighted.

Grow/Shrink tools and keyboard shortcuts

Text size can also be controlled using the Grow Font and Shrink Font tools (refer to Figure 5-5). If you
hover the mouse pointer over each, you'll also learn that they both have shortcuts, Ctrl+Shift+> and
Curl+Shift+<, respectively.

The ScreenTip actually says Ctrl+> and Ctrl+<, and technically that’s right because > and < are
a shifted period and comma, respectively. Personally, though, I'd rather have you understand
exactly what keys to press than to stand on ceremony.

If you click the drop-down arrow next to the Point Size tool, you'll notice that the fonts listed are not all
even increments of 2. Instead, they go from 8 to 28 in steps of 2, but then they leap to 32, 48, and 72. The
Grow and Shrink font tools follow the listed increments.

If you want a finer degree of control (for example, when you're trying to make text as large as possible with-
out spilling onto an additional page), you should know about two additional default shortcut keys: Ctrl+|
and Ctrl+]. These two commands shrink or grow the selected characters by 1 point. The extra granularity
often is just what you need to find the largest possible font you can fit inside a given space, such as a page,
table, or text box.

Color
Word has three color settings that can be applied at the character level:

B Text color — The color of the characters themselves
B Shading— The color of the background immediately behind text

B Highlighting— The electronic equivalent to those neon-colored felt markers you use to annoy
people who ask you to read things you don’t want to read
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FIGURE 5-8

Text color

Text color is pretty self-explanatory, except when it’s not. Most of us know what red, black, and blue are,
but what is Automatic? Automatic can be Black or White and is based on the shading. If the shading is so
dark that black text can't be read without difficulty, Word automatically switches the display color to white.

Shading

We'll talk about design considerations in a later chapter. For now, note a few things about shading that
sometimes escape notice. Looking at the Home tab and the placement of Shading (second from the right
under Paragraph), you might be tempted to believe that shading is paragraph-level formatting. Indeed, it
sure acts that way. With nothing selected, Shading acts on the entire current paragraph. (You'll learn more
about this later.)

However, if you select a single word or character, Shading suddenly acts like a character formatting attribute.
Well, that’s what it is. Because people seldom vary the shading within any given paragraph, it is treated as a
paragraph attribute by Word’ interface. Yet, just like font, point size, bold, and italic, shading is a character
attribute.

As shown in Figure 5-8, shading also affects the display of text color. In this case, the shading color is
maroonish, which you can’ tell in the printed version of this book. Keep the character aspect of shading in
mind when we look at the Font dialog box, coming up shortly.

Despite its placement in the Paragraph group of the Home tab, shading can be applied to a selection of characters.
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Highlighting
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The Text Highlight Color control — more generally known as the highlighter — is shown in Figure 5-5. It
actually has four modes of operation. Most people are aware of one mode or another, but not all four.

One mode is to select text and then click the highlighter. This is the mode that most users are aware of. It’s
pretty effective, but it might not reflect the actual highlighting process.

A second mode is to turn the highlighter on by clicking the Text Highlight Color tool and then use the
mouse to drag areas you want highlighted. The highlighter mouse pointer stays active until you click the
Text Highlight Color tool again, or until you press the Esc key.
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A third mode can be used to apply highlighting to all occurrences of a given word or phrase in a document,
using the most recently applied highlighting color. Press Ctrl+F to open the Find dialog box. Type the word
or phrase of interest, and then choose Reading Highlight &> Highlight All, as shown in Figure 5-9.

FIGURE 5-9

Use Find to apply a reading highlight to every occurrence of a word or phrase in your document.
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A fourth highlight method is one I find a bit more useful than the Reading Highlight feature. It works from
the Replace dialog box. Press Ctrl+H (Replace). In Find What, type the word or phrase you want to high-
light. Clear the contents of the Replace With field, and in Replace’s lower-left corner, choose Format =
Highlight. Click Replace All to apply highlighting to all occurrences of the Find What text. Highlighting
inserted this way is more robust than that inserted using the Reading Highlight and will not disappear if
you choose to manually manipulate highlighting.

Note that when the Replace With field is blank but has associated formatting, the formatting is applied to
text that matches the Find What text. If both formatting and Replace With text are absent, then Replace
deletes all occurrences of the matching text.

You can also choose not to print highlighting. This gives you the best of both worlds. You can mark up a
document for your own benefit, and then — if desired — print it out without the highlighting. Not only is
this good for keeping internal guides private, but it also saves money on yellow ink. To prevent printing
(or displaying) highlighting, choose Office Button = Word Options, select the Display tab, and remove the
check next to Show Highlighter Marks. If you hover over the information while you're here, the tip informs
you that this controls both display and printing. Click OK when you're done.

T."\ I One very annoying thing about highlighting is that if you use the select-and-highlight method,

HLASESNIEEE Word undoes the selection after you apply highlighting. This can be really irritating if you use

the wrong color, but if you immediately press Ctrl+Z or click Undo, Word not only undoes the highlighting,
it also reselects that section of text so you can take another stab at highlighting.

Change case

Change case doesn't really fit in here, but that’s precisely why it’s included. Case is not formatting. Case is
a choice of which characters to use — uppercase, lowercase, or some combination thereof. Why does
Microsoft put it in the Font group? I don’t know for sure, but it's probably because it can affect groups of
characters and doesn’t really fit anywhere else.
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FIGURE 5-10

The first thing you need to know is that you cannot use any variation of this command to affect style defini-
tions in your document. For example, you can't apply lowercase to text, turn it into a style, and then use
that style to format Internet keywords. It could be useful, but this feature must await some distant version
of Word as yet unannounced. For now, you can include All Caps or Small Caps as elements of a Word style,
not that that helps with Internet addresses.

Language

Note that language is not included in the Home tab’s Font group. You'll also notice that it’s not present in
the Font dialog box either, so how do you know it’s a character formatting attribute? Two reasons: First, it
can be applied to a single character in a document. Second, it can be included in a character style defini-
tion, as shown in Figure 5-10. (To display the Modify Style dialog box, click the Styles group Dialog Box
Launcher button on the Home tab. In the Styles pane that appears, point to any style with the mouse, click
the drop-down list arrow that appears, and click Modify.)

You set the language using the Language tool on the status bar. Click the status bar area that displays the
language (the Language tool) to open the Language dialog box. If you don’t see the Language tool, then
right-click the status bar and click to enable Language. Among the language tools’ more useful features is
that Do Not Check Spelling or Grammar setting you can apply to text. This can be handy for technical
jargon and programming keywords that you might not want checked.

Conversely, Detect Language Automatically, the last feature, shown in Figure 5-11, can be a real troublemaker.
With that setting turned on, it’s possible for text to unintentionally be tagged as some other language, resulting
in large sections of text being flagged as misspelled. You should turn that setting off unless you actually need it.
It is enabled by default!

Language is included among the attributes associated with a character style.
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FIGURE 5-11

The Do Not Check Spelling or Grammar option can be useful for technical writers. Detect Language Automatically
can cause problems for chronically bad spellers!
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To set the default for all documents based on the current template, choose the desired language as well as
the desired settings for the last two options, and then click Default. Confirm the settings by clicking Yes.

Note that even though the confirmation box doesn’t mention the latter two settings, they are included in the
changes made to the underlying template.

The Font dialog box

The Font dialog box, shown in Figure 5-12, can be a useful tool when applying multiple character format
changes at the same time. Note, however, that the Font dialog box and the Font group on the Home tab of

the Ribbon do not provide identical capabilities. Not only doesn’t the Font dialog provide any live preview
at all (just the static preview box), it contains different commands and settings.

FIGURE 5-12

Only some of the functionality of the Font dialog’s two tabs is replicated on the Home tab of the Ribbon.
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Most font attributes are largely self-explanatory. Experiment with them to see the different effects.
Conspicuously missing from the Home Ribbon are the controls in the Font dialog box’s Character Spacing
tab, shown in Figure 5-12. Note the Scale and Spacing controls.

Scale is used to stretch or compress the actual characters. Spacing is used to expand or condense only the
spacing. Scaling and spacing expansion are demonstrated on the identical text shown in Figure 5-13. The
top sample was scaled up 150%. The characters and spaces were all stretched horizontally. The bottom sam-
ple was expanded by 2.8 points. An additional 2.8 points of spacing were inserted between each character.
Even though both samples are nearly identical in height and width, the top sample actually looks larger.

FIGURE 5-13

Scaling and horizontal spacing can yield text of identical length and height, but with a very different appearance.

Costs and Benefits of Compensation

Costs and Benefits of Compensation

Position is used to raise or lower the selected characters by a specified number of points. Unlike spacing,
which can vary by as little as .1 points, position’s smallest gradation is .5 points. This is sometimes used to
adjust subscripts and superscripts if the built-in versions don't accomplish the desired effect or you need
the subscripts and superscripts to be the identical size as the surrounding text.

I If you have a chronic need to adjust subscripts and superscripts, you might consider creating a
& character style that gives you the desired formatting.

The Mini Toolbar

Yet another tool for applying formatting is the Mini Toolbar. New in Word 2007, this feature is fully
explained in Chapter 2. Shown in Figure 5-14, The Mini Toolbar has a sampling of character formatting
tools from the Home tab of the Ribbon. Unlike the Ribbon tools, however, none of the Mini Toolbar’s tools
provide Live Preview.

FIGURE 5-14

The Mini Toolbar has a sampling of character formatting tools from the Home tab of the Ribbon.
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The Mini Toolbar’s singular but important claim to fame for many users will be its ergonomic utility. When
you need something on it, it’s right there, close to the text. Just select the text, move the mouse pointer over
the upper-right corner of the selection, and then move the mouse over the faint version of the toolbar that
appears. Conversely, many of its tools are easily accessible with direct keystrokes, as you'll see in the next
and final section in this chapter.
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Character formatting shortcut keys

Many of the character formatting commands discussed in this chapter are accessible via built-in keyboard
shortcuts. Longtime users of Word undoubtedly have many of them committed to memory. Newcomers,
however, might need a quick guide. As you navigate your way through Word 2007, keep your eyes open.
Quite often, Word will show you its built-in key assignments. To make sure this happens, do the following:

B In Office Button = Word Options & Popular, set the ScreenTip Style setting to Show Feature
Descriptions in ScreenTips.

B In Office Button = Word Options & Advanced = Display section, enable (check) Show Shortcut
Keys in ScreenTips.

Table 5-1 provides a quick reference of keyboard shortcuts related to character formatting. This list might
not be exhaustive.

TABLE 5-1

Default Character Formatting Keyboard Shortcuts

Command Keystroke
All Caps Ctrl+Shift+A
Bold Ctrl+B, Ctrl+Shift+B
Copy formatting Ctrl+Shift+C
Font dialog box Ctrl+D, Ctrl+Shift+F
Highlighting Alt+Ctrl+H
Hyperlink Ctrl+K

Italics Ctrl+l

Paste formatting Ctrl+Shift+V
Point size: decrease by 1 point Ctrl+[

Point size: decrease to next preset Ctrl+Shift+<
Point size: increase by 1 point Ctrl+]

Point size: increase to next preset Ctrl+Shift+>
Remove non-style character formatting Ctrl+Space
Small capital letters Ctrl+Shift+K
Subscript Ctrl+=
Superscript Ctrl+Shift+=
Symbol font Ctrl+Shift+Q
Toggle case of selected text Shift+F3
Underline Ctrl+U

Word underline Ctrl+Shift+W
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Summary

For most of us, the most important thing about the documents we create is the choice of words. Character
formatting is mostly about formatting words. In this chapter, you've seen the variety of things you can do to
words and characters, as well as a variety of ways to treat them in Word. You should now be able to do the
following:

B Apply character formatting to any size selection of text, from a single character up to a complete
document

Choose whether to apply formatting directly or to use a character style

Distinguish between character formatting and characters

Decide among the variety of formatting tools which one to use in any given formatting situation

Remove unwanted character formatting

Save time by using shortcut keystrokes and shortcut techniques



verything you type in Word resides in paragraphs. Even if you type noth-

ing at all, in fact, every Word document — even one that you believe is

completely empty — contains at least one paragraph. The key to knowing
that a paragraph is present is the ubiquitous paragraph mark: 9. If you don't see
them in Word right now, perhaps you have them turned off. Pressing Ctrl+Shift+8
toggles it and the other nonprinting characters on and off.

Also called a pilcrow or an alinea, in Word the paragraph mark is the repository of
paragraph formatting. Delete a paragraph’s pilcrow, and you've extinguished its
soul. A little dramatic? Perhaps, but Word is filled with drama. Just ask anybody
who ever wrestled with numbering in Word 2000.

In this chapter, I'll go into detail about paragraph formatting, and along the way,
try to demystify aspects that seem to leave people scratching their heads. You'll
also learn about the interaction between selected Word options and the nuances
of paragraph formatting.

Styles and Paragraph Formatting

One of Word’s challenges is that there often are multiple ways to do the same thing.
For any given set of circumstances, however, only one way is the most efficient.
The challenge is to see through the clutter and determine which way is best.

“I don't use styles” is something I hear quite frequently, but that can't be true. If
you're using Word, you're always using two styles: a paragraph style and a char-
acter style. When people say “I don't use styles,” of course, that doesn’t mean that
they don’t use styles at all. It’s that they use just a single paragraph style, called
Normal, and a single character style called Default Paragraph Font. More to the
point, it means that they simply ignore the existence of styles.

Any formatting variation such “astylists” might achieve is by applying variant or
direct formatting. I'm not going to snobbishly sit here and tell you that paying no
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FIGURE 6-1

attention to styles is a sin. Although, come to think of it, this is a Bible . . . Even so, there are times when
you have to do something ASAP, and if ignoring styles gets that “The building is on fire!” memo finished
sooner than fumbling with unfamiliar tools and concepts, then so be it.

This chapter will tell style shunners what paragraph formatting is, what it’s for, and how to use it. It also
will tell style users the same things, but the latter will have a broader context for it all as well as a strategy,
because paragraph formatting is integral to paragraph style formatting.

When to use styles

The same commandment that applies to character style formatting applies with respect to paragraph style
formatting. If it’s a one-time ad hoc need, direct paragraph formatting is entirely appropriate. For example,
if it’s a centered heading on a one-time announcement you're going to tack to a bulletin board, feel free to
simply press Ctrl+E.

On the other hand, if it’s formatting that you're going to need again and again, then use a style. For exam-
ple, if it’s one of a number of headings in a monthly newsletter you're going to be assembling for the next
five years, either adopt and adapt built-in heading styles to suit the need, or create your own styles. The

more work styles can do for you, the less time you're going to have to spend formatting and reformatting.

What Exactly Is a Paragraph, Anyway?

With apologies to Mrs. Hewitt, my eighth-grade English teacher, a paragraph is everything between two dif-
ferent paragraph marks. Shown in Figure 6-1, the shaded block near the bottom is a complete paragraph.
Note, however, that so is the solitary paragraph marker that follows the shaded paragraph. Moreover, the
bordered block of italicized text above the shaded block is also a single paragraph, despite the fact that
there is white space between the upper and lower portions.

A paragraph is everything between two paragraph marks. A paragraph mark without any text is called an empty
paragraph.
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Note that many new Word users often are distracted by the display of nonprinting characters (such as para-
graph marks, manual line breaks, spaces, and tabs). As shown here, however, displaying them can give you
essential clues about what’s going on in a document.

Sometimes it’s useful to break a paragraph horizontally, while still keeping it as a solitary paragraph. That
way, any paragraph formatting you do to any part of the paragraph is done to the entire paragraph, despite
its disjoint appearance. If the paragraphs are numbered or bulleted, it also prevents a new number or bullet
from being assigned to what logically is a continuation, not a new item.

If you're in the habit of working with nonprinting characters turned off, you might sometimes find that it
useful to occasionally turn them on when trying to diagnose the behavior of text. They can be toggled by
pressing Ctrl+Shift+8. If any marks don't toggle, then check Word Options = Display to see whether any are
checked to be displayed all the time.

Another useful diagnostic aid in analyzing paragraph formatting is the Reveal Formatting pane, shown in
Figure 6-2. You display it by pressing Shift+F1. It shows all of the formatting that’s common to the selected
text, or that’s applied at the insertion point. It has three segments: Font (character formatting), Paragraph,
and Section. (Thanks to Word’s thesaurus, I just neatly sidestepped having to refer to the bottom segment as
the “section section.”) It also displays the selected text, if any, using the current common formatting, as best
it can. If nothing is selected, then it displays the words “Sample Text” using common current formatting.

FIGURE 6-2

Press Shift+F1 to toggle the Reveal Formatting pane. It shows all of the formatting in effect for the selection.
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Why do I say that it displays the common formatting? That’s because the selected text might not be format-
ted homogeneously. In this case, although you can't see it, the sentence in the text was “It was a dark and
stormy night.” Because bold and italic aren’'t common to the entire selection, you can’t use Reveal Formatting
to determine whether a given selection contains any formatting of a particular type.

Notice that the Reveal Formatting pane does not tell you what style is applied. We will look at other tools
later on that help us with styles. In this chapter, we focus only on the paragraph segment.

o The Reveal Formatting pane is not accessible from the Ribbon interface. If you want to be able
4SS to access it from the Quick Access Toolbar (QAT), you can add it. To do so, right-click the
QAT and choose Customize Quick Access Toolbar. Choose Commands Not in the Ribbon from the Choose

Commands From drop-down list. Click in the list and tap the S key to accelerate to the S’s, and then tap the
up-arrow key seven times or so to select Reveal Formatting. Click Add => OK, and you’re done.

Paragraph formatting attributes

Paragraph formatting, like character formatting, can be applied using a wide variety of tools that apply
certain paragraph attributes. Many of those attribute controls, but not all, can be found on the Paragraph
group in the Home tab of the Ribbon, shown in Figure 6-3. Indent and Spacing, both of which are para-
graph attributes, are located on the Paragraph group in the Page Layout tab of the Ribbon, also shown in
Figure 6-3. A number of attributes missing from the Ribbon are on the horizontal rulers: left and right
indent, hanging and paragraph indent, and tab settings.

FIGURE 6-3

The Paragraph section in the Home tab of the Ribbon contains a number of paragraph formatting controls.
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Many paragraph attributes, but again not all, are also found in the Paragraph dialog box, shown in Figure 6-4.
You can display the Paragraph dialog box by clicking the Dialog Box Launcher in the lower-right corner of the
Home tab’s Paragraph groups, by double-clicking any of the indent controls on the horizontal ruler, or by
pressing the legacy keystrokes Alt+O, P

Missing from the dialog box, of course, are tab settings, which can be accessed by clicking Tabs in the
Indents and Spacing tab of the dialog box. Also missing are borders and shading, which can be accessed by
clicking Borders and Shading from the bottom of the menu that appears when you click the Border tool’s
drop-down list arrow (in the Home tab), shown in Figure 6-5.
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FIGURE 6-4

The Paragraph dialog box contains controls for most, but not all, of Word’s paragraph attributes.
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FIGURE 6-5

The Borders and Shading dialog box can be accessed from the bottom of the Borders control in the Home tab.
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You might be wondering from all this how to determine whether a setting is a paragraph formatting attrib-
ute. One way is to see whether the attribute can be applied to a paragraph without selecting the whole para-
graph. For example, if you click anywhere inside a paragraph and click the Center tool on the Home tab,
the whole paragraph is centered. The same anywhere-in-the-paragraph rule is true for each of the other
alignment options. The same applies to borders, shading, indentation, bullets, numbering, and line spacing.

Note, however, that two “paragraph formatting” attributes behave according to the if nothing is selected, for-
mat the whole paragraph rule, but behave differently if only part of a paragraph is selected. These two are
shading and borders. While they generally are considered paragraph formatting, they also can be character
formatting.

Paragraph formatting techniques

Two techniques can be used for all paragraph formatting attributes. As noted, you can simply place the
insertion point in the paragraph you want and then choose the attribute (using the Ribbon, a dialog box, a
keystroke, the context menu, or the Mini Toolbar).

The other technique is to select a range of paragraphs (up to and including the entire document). Note that
even though shading and border formatting can apply to a selection of characters/words, if the selection
includes or spans a paragraph mark, the formatting is applied to all of the full paragraphs in the selection,
even those paragraphs that aren’t fully selected.

Structural Formatting

Paragraph formatting can be thought of as encompassing two concepts:

B Structural formatting— Attributes that affect the overall structure of the text, such as alignment,
indentation, tabs, etc.

B Decorative formatting— Attributes that affect the interior appearance of the text, such as shad-
ing, borders, numbering, and bullets

This section deals with structural formatting. Decorative formatting is detailed in the section that follows.

Indentation

Indentation typically is used for automatically indenting the first line of paragraphs, block indenting quotes,
and setting up hanging indentation for bulleted or numbered text. Preset indentation can be set using the
Decrease Indent and Increase Indent controls in the Paragraph group of the Home tab on the Ribbon.

¥ You can also perform Decrease Indent and Increase Indent using the Backspace and Tab keys,
i respectively. To do this, first choose Office Button => Word Options => Proofing => AutoCorrect

Optlons In AutoFormat As You Type, in the bottom set of options, click Set Left- and First-Indent with Tabs

and Backspaces to enable it. This is enabled by default in Word, but many people turn it off because it some-
times appears to be “broken.” I should also note that it does not perform identically to the Ribbon’s Decrease
Indent and Increase Indent controls.

When this setting is enabled, the Tab and Backspace (also Shift+Tab, if you prefer symmetry) work as adver-
tised, but only when the paragraph is not empty, and only if the insertion point is as far left as it can go (in any
line in the paragraph). If the insertion point is anywhere else, then the keys have their normal effects. Note



FIGURE 6-6
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that the first press of the Tab key (if the insertion point is at the beginning of the paragraph) indents only the
first line of the paragraph. Subsequent presses indent the entire paragraph.

Special rules apply for the Backspace key. Backspace decreases the indent only when an indentation is actu-
ally set. If there is a negative indent and a first-line or hanging indent, the first press of Backspace removes
the hanging or first-line indent. If there is a negative indent and no hanging/first-line indent, then Backspace
resets the indent to 0.

This is all potentially confusing enough that you might want to turn the setting off. In any case, if you turn
it on, watch the ruler and the text when you press Tab or Backspace. One last thing: To insert an actual tab
at the beginning of a paragraph when this setting is enabled, press Shift+Tab. This is also how you insert a
tab into a table.

More precise indentation can be set using the Indent Left and Right settings controls in the Page Layout tab
of the Ribbon. First-line indent or hanging indent typically are set using the mouse drag controls on the
horizontal ruler, as shown in Figure 6-6.

The ruler provides GUI controls for indentation.

_EH S G ’—T 3 T 7
First Line Indent | Left Indent Right Indent
Hanging Indent
. Military conflict as a context for Congressicnal action
. Disability compensationlevels
. Presumptions of service connection
. Concurrentreceipt

If you have trouble grabbing the ruler’s tiny indent controls, you can use the tab/indent selec-
tion control at the left end of the horizontal ruler. Click the L- shaped (usually) control to cycle
through the different tabs and indents and stop at the indent control that’s giving you problems. With that

control selected, you can now set first indent or hanging indent by clicking the desired position on the ruler.

If you press the Alt key while manipulating the ruler’s indent controls, Word displays the measurement,
allowing for more informed positioning. Depending on your mouse’s resolution, however, you might some-
times need to use the Paragraph dialog box’s Special settings, shown in Figure 6-7. Here, the settings are
identical to those shown in Figure 6-6.

Mirror Indents

Word 2007 isn't all just a flashy new interface. Keen observers who've used Word 2003 or earlier versions
no doubt notice the Mirror Indents addition to the Paragraph dialog box. When enabled, left and right
become Inside and Outside, as shown in Figure 6-8. This enables your indent settings to accommodate
book style printing. Note that this is different from Mirror Margins, which is a Page Setup setting discussed
in Chapter 8, “Page Setup and Sections.”
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The Paragraph dialog box is ideally suited to users who need more precision for exact settings.
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FIGURE 6-8

Mirror Indents is a new feature in Word 2007.
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Alignment

Horizontal alignment determines how any given paragraph is oriented. The four options are Left, Right,
Centered, and Justified. Settings can be made using the respective controls in the Paragraph group in the
Home tab of the Ribbon. They can also be made using the four Alignment options in the Paragraph dialog
box. And finally, they can be set using Ctrl+L, Ctrl+R, Ctrl+E (don't ask), and Ctrl+]. How Ctrl+E ever came
to mean “center” is a mystery to me, but it seems to mean “center” in a wide variety of Windows programs.
Maybe it’s because it contains two e’s.

Tabs

Tab is largely passé for many modern computer users. That’s because better control can be effected using
tables. Ever wonder about why we call them tabs and tables? We call them tabs because that’s short for tabu-
lation. And we call them tables for the same reason. (If you want the exact etymology, try the Oxford English
Dictionary [OED].)

By default, a new document doesn't have any explicit tabs set. However, when no explicit tabs are set, Word
uses default preset tabs every .5". When you set a tab, all of the built-in preset tabs to the left of the one you
set are removed, leaving the manually inserted tab and all remaining preset tabs to the right.

Tabs can be set using the horizontal ruler line or the Tabs dialog box. Using the ruler line, you first deter-
mine the type of tab by clicking the tab control at the left end of the ruler. As indicated earlier, this control
cycles not only among Word’s built-in five tabs, but among first and hanging indent controls as well. The
five built-in tab types are shown in Figure 6-9. When the desired tab type is displayed, click the lower por-
tion of the ruler (below the “-inch notches) to set the desired tab(s). You can drag them for better place-
ment; holding the Alt key while dragging shows you the exact location.

FIGURE 6-9

Tabs can be set visually using the ruler line.

Left tab sets the starting position of text

Center tab centers text at the set position

Right tab sets the ending position

Decimal tab aligns all numbers at the decimal point, regardless
of length

=] [e] (] [H] [

Bar tab causes a vertical bar to be inserted at the location of
the tab

To remove a tab using the ruler, simply drag it down and away from the ruler until the mouse pointer is no
longer in the ruler area.

If you prefer the steadiness and precision of being able to type the settings you want, use the Tabs dialog
box, shown in Figure 6-10. Activate the Tabs dialog box by choosing Tabs from the Paragraph dialog box,
or by double-clicking any existing tab in the ruler line.

Notice that the Tab dialog box also lets you set tab leaders, typically used to help the reader visually line up
text and numbers. Tab leaders often are used in tables of contents and indexes, such as the one shown in
Figure 6-11.
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Use the Tabs dialog box to set and clear tabs, set the default tab stop interval, and set a tab leader.

Tabs @I&J‘

Tab stop position: Default tab stops:
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Alignment
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© Right
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Set ] [ Clear ] [ Clear all ]

FIGURE 6-11

Tab leaders are a visual aid that help the reader correctly align associated text.

1 - EXECUTIVE SUMMARY 1
CONGRESSIONAL INTENT FOR PROGRAM GOALS 2
ELIGIBILITY REQUIREMENTS 3
BENEFIT AMOUNTS 4
CONCURRENT RECEIFTS 7
DISABILITY RATING SCHEDULE 9

2 - INTRODUCTION 11

3 - RECURRING THEMES AND CHANGES SINCE WW.....cocercneenn 14

Military Conflict as a Context for Congressional Action 14
BENEFIT AMOUNTS AND DISABILITY RATING SCHEDULES 16
PRESUMPTIONS OF SERVICE-CONNECTION 17
CONCURRENT RECEIFT 21

Tabs versus tables

If you can use tabs, and you can use tables, when should you use which? Years of using Word has con-
vinced me that pseudo tables, as I like to call tables that are created using tabs, are a lot more fragile than
actual tables. They’re also a lot less flexible.

Even so, there are times when tabs give you precisely what you want, and in a way that a table either can’t
or can't without jumping through hoops. If you want tab leader lines, while there are other ways to accom-
plish the same effect, it’s almost always faster and easier to use tab leaders.

If you need to create an underscored area for a signature or other fill-in information on a paper form, the
solid tab leader line is definitely the way to go, even though you could draw lines where you want them
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instead (holding down the Shift key to keep it horizontal, of course). However, graphical lines have a way of
not always staying where you put them, so you'll usually find that its much more efficient and predictable

to just use a leader line.

..@ B To create a signature or other fill-in area, type the prompt (Name:, Phone:, etc.). Use the tab
HLAESEEES selection tool at the left end of the horizontal ruler to choose a right tab, and then click on the

horizontal ruler line where you want the fill-in line to end to insert a right tab. Double-click the tab you just

created. In the Tabs dialog box, choose Leader option 4 (solid underscore), and click OK. This creates some-

thing like what is shown in Figure 6-12. (If you accidentally inserted a new tab when you tried to double-

click, make sure you zap it while visiting the Tabs dialog box.)

FIGURE 6-12

Tab leader lines are ideal for creating underscored fill-in areas for paper forms.
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Incidentally, using a table, you can create a fill-in area that looks identical to that one. Create a table with
one row. Size it so that Name is a narrower column and the second column ends where you want the fill-in
area to end. Next, use the Borders tool to turn off all borders in the table. Finally, use the Bottom Border
tool to turn on just the bottom border in the second column’s cell. For me, however, this is a lot more work
just to prove a point.

Another situation when tabs give you what you want is with simple document headers. The default header
for Word 2007 documents contains a center tab and a right-align tab. This enables you to easily create a
header with text to the left, centered text, and right-aligned text, simply by separating those three compo-
nents with tabs. Tabs also can be useful inside actual tables for aligning numbers at the decimal point.

(As noted earlier, to insert a tab inside a table, press Ctrl+Tab.)

However, for more complex presentations of information, particularly when you might need organizational
control (copying and moving rows and columns), its much better and much more natural to use a table.

Paragraph Decoration

A second kind of paragraph formatting is something that might be termed paragraph decoration. This includes
shading, boxes, bullets, and other semi-graphical elements that help the writer call attention to particular
paragraphs, or that help the reader understand the text better.

Numbering/bullets

Numbering in Word has always been a bit of a sore point. That’s because historically, it has proven to be
both confusing and fraught with odd quirks. Let’s pretend for the moment that numbering and bullets work
perfectly and never give the user grief. To make that assumption pass the Sarcastic Giggle Test, let’s assume
we're using the Word 2007 .docx format, rather than Word 2003% (or earlier) legacy .doc format.
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Numbering or bullets can be applied simply by clicking the Numbering or Bullets tool in the Home tab of
the Ribbon. You can click the Numbering or Bullets tool and just start typing. When you're done with your
list, simply press Enter twice.

B If Automatic bulleted lists or Automatic numbered lists are enabled, then you don’t even need

i to click the Numbering or Bullets tool. To begin a numbered list, simply type 1. and press the
spacebar, and Word automatically replaces what you typed with automatic number formatting. Other varia-
tions work, too, such as 1<tab>. To begin a bulleted list, simply type * and press the spacebar. When you
want to end either kind of list, press Enter twice.

You can also apply numbering or bullets to an existing list. Just select the list and click either tool. If the list
has levels (for example, created by pressing tab before certain sub-items), then the Numbering tool uses dif-
ferent and appropriate numbering schemes for each level.

Note that Bullets and Numbering both offer live preview of the resulting list. Multilevel List, however,
does not.

Line numbering

Line numbering, which is different from numbered lists, often is used in legal documents such as affidavits.
The numbering allows for ready reference to testimony by page and line number. Line numbering itself,
however, is not a paragraph formatting attribute. It is a section formatting attribute. Line numbering is
turned on using the Line Numbers tool in the Page Layout tab of the Ribbon or by using the Line Numbers
option in the Layout tab of the Page Setup dialog box, shown in Figure 6-13.

FIGURE 6-13

Line numbering is a section formatting attribute, but it can be turned off in any given paragraph.
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So, why am I talking about line numbering here if its not a paragraph formatting attribute? I'm talking
about it here because although line numbering isn’t a paragraph attribute, suppressing line numbering is a
paragraph attribute, as shown in Figure 6-14. (Note that line numbers do not display in Draft or Outline
views.) Here, I've also displayed the Reveal Formatting pane so that you can see that Suppress Line
Numbers is indeed a paragraph formatting attribute.

FIGURE 6-14

While line numbering is a section formatting attribute, the ability to suppress it is a paragraph attribute.
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Supress Line Numbers

To suppress line numbering in any given paragraph, put the insertion point in that paragraph, display the
Paragraph dialog box (double-click any of the indent controls on the horizontal ruler), and enable Suppress
Line Numbers in the Line and Page Breaks tab, as shown in Figure 6-15.

Additional paragraph controls
Figure 6-15 shows additional paragraph-level formatting controls:
B  Widow/Orphan control — Prevents a solitary paragraph line from being “stranded” on a page all
by itself (widows precede the main portion of the paragraph, while orphans follow it).

B Keep with next— Forces a paragraph to appear with the paragraph that follows. This is used to
keep headings together with at least the first few lines of the first paragraph under that heading.
It is also used to keep captions and pictures, figures, tables, and so on, on the same page.

B Keep lines together — Prevents a paragraph from breaking across two pages.

B Page break before — Forces an automatic page break before the paragraph. This often is used to
force each chapter to begin on a new page.

B Don’t hyphenate — Instructs Word not to perform hyphenation in a given paragraph. This often
is done when trying to reproduce a quote and maintain its integrity with respect to the words and
position of the original being quoted.
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Line numbers can be suppressed on a paragraph-by-paragraph basis.
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Shading

Paragraph shading, as well as shading of individual words, can be performed graphically with live preview
using the Shading control in the Home tab of the Ribbon, shown in Figure 6-16.

Additional shading options can be viewed using the Shading tab in the Borders and Shading dialog box.

In addition to color shading, you can also choose to apply patterns. Patterns often are more useful when
preparing documents for grayscale printing in which shading variations might be too subtle. To display the
Borders and Shading dialog box, click the drop-down arrow next to the Border tool in the Home tab of the
Ribbon, and select Borders and Shading (at the bottom of the list).

™ Note that the Border tool changes to the last border option you picked using the drop-down
% arrow. Therefore, if the last option you picked was Borders and Shading, then that’s what the

main Border tool becomes (for now, anyway).
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When nothing is selected, shading is applied to the whole paragraph. Unlike many other paragraph formatting
attributes, shading can be a character formatting attribute as well.
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otherdocument building blocks. When you create pictures, charts, or diagrams, they also coordinate
‘withyourcurrent documentlook.
You can easily change the formatting of selected text in the document
text by choosinga look for the selected text from the Quick Styles
gallery on the Home tab. You can also format text directly by using the
other controls on the Home tab. Most controls offer a choice of using
the look from the current theme or usinga format that you specify
directly.
To change the overall look of your document, choose new Theme elements on the Page Layouttab. To
!,
What’s that dot?
When a square dot appears to the left of a paragraph, any of the following attributes are assigned to that
paragraph:

B Keep with next

B Keep lines together

B Page break before

B Suppress line numbers

These options can all be found in the Line and Page Breaks tab of the Paragraph dialog box, shown in
Figure 6-15.

Borders and boxes

Some call them borders, some call them boxes. I call them . . . borders and boxes. Unlike shading, Borders
does not provide Live Preview. You can choose from the Border control’s drop-down options, or you can
instead display the Borders and Shading option at the end of the drop-down list to display the dialog box
shown in Figure 6-17.
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The Borders and Shading dialog box provides complete control over a paragraph’s border.
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Because the drop-down doesn’t provide live preview, I often find working in the dialog box to involve a bit
less trial-and-error. The basic technique is to choose a box/border design (Box, Shadow, or 3-D), and then

customize as you see fit. You can click the boxes or the borders in the Preview area to turn individual sides
on or off. By alternately clicking Style, Color, or Width and the line segments you want to format, you can

even create a box with four completely different sides. (Did I fail to mention that this chapter is about for-

matting, not tacky design?)

Additionally, the distance between the border and paragraph text can be adjusted by clicking Options in the
southeast corner of the dialog box. You can individually adjust the distance for any of the four sides.

Random Bonus Tip #1 —
Sort Paragraphs That Aren’t in a Table

You've seen Sort in the Paragraph group and in the Table Layout Ribbon, but you might not know that it
works on any list — even one that’s not in a table. Select the items you want sorted and click the Sort tool in
the Home Ribbon’s Paragraph group. Or, if you're a keyboard junkie, try using the same menu keystrokes
you used in earlier versions of Word (Alt+A, S).

Random Bonus Tip #2 — Move Paragraphs Easily

If you ever have two paragraphs that you need to quickly swap, don't reach for the mouse. Instead, put the
insertion point into either paragraph, and use Shift+Alt+Up or Shift+Alt+Down to “drag” the current para-
graph up or down so that it changes places with the other paragraph. These are outlining keystrokes, but
they work great for this sort of thing as well. You can also quickly move rows around in tables.
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Summary

In this chapter, we've explored the ins and outs of direct paragraph formatting. You should have also
learned that anything you can do to a paragraph, you can enshrine in a style. You should now be able to
do the following:

B Decide when to use direct formatting, and when to use a style
B Distinguish between paragraph formatting attributes and other kinds of attributes

W Properly indent and align any paragraph, as well as determine how to find and use the appropri-
ate tools

B Apply and remove bullets and numbering

Use shading and boxes to highlight paragraphs

B Explain at the next cocktail party what those strange square dots are at the left side of certain
paragraphs

B Decide when to use tabs versus when to use a table
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tyles are the seat of power in Word — any version, not just Word 2007.

Word 2007 includes additional tools that make using styles for formatting

more powerful and more flexible. The dizzying array of options might
leave you scratching your head in wonder and amazement, but perhaps in confu-
sion as well. In fact, much of how Word 2007 goes about its business might seem
shrouded in mystery, since there are so many unfamiliar elements.

This chapter sorts things out, solving the mysteries, reducing the confusion, and
giving you a handle on which tools to use for what. It looks at new concepts and
tools, such as Quick Styles and Quick Style sets, the Style Inspector, the Apply
Styles task pane, and the Styles task pane. It ties these features together and
shows how they relate to legacy Word tools, such as the Modify Styles dialog
box and the Organizer.

Styles Group

The most visible Ribbon control for applying and changing styles is the Styles
group in the Home tab of the Ribbon. Seemingly simple, the Styles group is the
tip of a rather large iceberg.

On its face are four controls, shown in Figure 7-1: the Quick Styles Gallery, Change
Styles (for selecting Style sets), More, and the Styles Dialog Box Launcher.

The word “quick” very likely will confuse many users. You

! might also notice that the term “Quick Style” also applies to
the gallery used for SmartArt. These are not related. One way to deal with the
disconnect is to think of them as different kinds of styles— one you apply to text
elements, the other you apply to certain kinds of graphic elements. We will look
at SmartArt “styles” in Chapter 9.
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The Styles group is the command and control center for styles.
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In a normal screen configuration and resolution, the Quick Styles gallery shows only three to five styles. In
a very high resolution setup with a sufficiently wide monitor, it can show up to a dozen styles without hav-
ing to use the More control. Clicking the More button shows more of the styles in the Quick Styles gallery,
as shown in Figure 7-2. If there are still more styles in the gallery, they can be accessed using the vertical
scroll bar or by dragging the right corner control to expand or shrink the size of the gallery.

FIGURE 7-2

The Style Gallery can be scrolled and made larger or smaller.
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The Styles group also provides access to Quick Style sets. If you click Change Styles and then click Style
Set, you see additional new toys, shown in Figure 7-3. The options shown — Default (Black and White),
Distinctive, and so on, are carefully constructed sets of styles that are coordinated to help you quickly
change the look of your document. (You'll see where those Quick Style sets come from later in this chapter.)
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Quick Style sets offer additional coordinated styles to help achieve a different “look” for your documents.
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Notice also the Colors and Fonts controls. These tools work with themes, which aren't the same thing as
styles. Like Quick Style sets, themes can be used to dramatically change the appearance of your document.
Unlike Quick Style sets, however, they are tied to the use of theme elements in your document.

Theme is a feature new to Word 2007, and does not work with compatibility mode documents.
=) S8 In the Change Styles list, Style Set is available, but Colors and Fonts are not. These features

are avallable, however, not only when working with Word 2007 documents, but also when working with

web-oriented documents (*.mht, *.htm, *.html, etc.). Themes are explored in Chapter 8, “Page Setup and

Sections.”

The effect of different style sets—indeed, seeing any effect at all — depends on your having used styles in
your document. If you simply use the style Normal, then at most applying a new Quick Style set will
change the font. For maximum benefit from Word’s new style features, you need to lay the proper founda-
tion, which means using styles to differentiate different kinds of text (headings, body, captions, etc.).

Using styles
When you first start typing in any Word document, you’re automatically using the default style. Ordinarily,
that would be Normal.

The style named Normal is wholly independent of the fact that there is a Word template

s 8% named Normal .dotm. Normal .dotm contains many different styles, and one of them hap-
pens to be named Normal. In fact, every Word template contains a style named Normal. This is nothing
more than an unfortunate, confusing, and creativity-challenged choice of names. They could have named
Word'’s default style Base or Body, and I really wish they had. It would make notes like this one unnecessary.
Fortunately, Normal view has been renamed Draft view, so at least we no longer have to deal with that
added bit of creativity-challenged confusion.
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As you type different parts of any document, you should consider applying an appropriate style. For exam-
ple, if you type a heading, consider applying a heading style to it, such as Heading 1, 2, or 3. To do this,
click the heading style in the Quick Styles gallery, as shown in Figure 7-4. If Heading 1 isn't showing,

then click the More button to the right of the Styles, also shown in Figure 7-4.

FIGURE 7-4

Click a style in the Quick Styles gallery to apply it to the current paragraph or selection.
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Apply styles task pane

If you're accustomed to Word 2003 or earlier, you can also apply a style in a way thats similar. In Word 2003,
you could either click in the Style drop-down tool or press Ctrl+Shift+S. There is no default Style drop-down
in Word 2007, but Ctrl+Shift+S activates the Apply Styles task pane, shown in Figure 7-5. Once the Apply
Styles task pane is visible, it can be used in a way that’s similar but not identical to Word 2003’ Style tool.

FIGURE 7-5

Press Ctrl+Shift+S to activate the Apply Styles task pane, which is Word 2007’s substitute for Word’s earlier Style tool
in the Formatting toolbar.

Apply Styles ¥ X
Style Name:

Heading 3 |z|
AutoComplete style names
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In the preceding paragraph, I said there is no default Style drop-down tool. There isn't.
However, there is one you can add to the Quick Access Toolbar. Unfortunately, you can’t
assign a keystroke to it, but you can at least use it for setting the style using the mouse. More important,
it displays the style assigned to the insertion point all the time, unlike the Quick Styles gallery.

To put this tool onto your QAT, right-click the QAT and choose Customize Quick Access Toolbar. Set
Customize Quick Access Toolbar to For All Documents (default). Choose Commands Not in the Ribbon from
the Choose Commands From drop-down list. Click in the list of commands and tap the T key. This displays
the first command starting with T, but also exposes all of the commands beginning with “Style.” Click on the
command named just Style. When you hover the mouse over it, the tooltip says “Style (StyleGalleryClassic).”
With Style selected, click Add to add it to the QAT. Click OK, and you’re done.
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Creating and modifying styles
Often, when you use a built-in heading style, it does not suit your needs. The font or point size might be

wrong, or, the spacing might be off. No problem. Change it. Or, if you still need the existing style but want
a slightly different version for another purpose, create a new style.

To change an existing style, right-click the style in the Quick Styles gallery and choose Modify. This displays
the Modify Style dialog box shown in Figure 7-6. Make the desired change to the style. If the formatting
you need to change isn’t shown, click Format in the southwest corner and choose from the seven different
categories of formatting.

FIGURE 7-6

Use the Modify Style dialog box to make changes to a style.
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Keep Automatically Update turned off unless you absolutely need it (for example, if your com-
S ! pany’s policy requires it be used). The Automatically Update setting can bring much joy or much
sorrow. If enabled, when you make changes to Heading 3, for example, those changes are automatically incor-
porated in the style’s definition. All other text in the document formatted using that style will automatically
change to reflect the changes in the style’s definition. If you're using styles correctly, this can bring great joy.

If, on the other hand, you’ve misused Body Text throughout the document, applying direct formatting in
various locations to make it “look right,” then you could be in for an unpleasant shock. Suppose a modified
Body Text style sometimes is used on a heading, other times used for a caption, and other times for other
purposes. Each time you modify the Body Text style in one place, all other instances in your document also
change, undoing your careful direct formatting. This can happen without you realizing it, because the
updated instances may be miles away in another part of the document. By the time you see what’s happen-
ing, it might be too late for a Ctrl+Z miracle. On the bright side, the Automatically Update option does not
exist for the Normal style. This option was the cause of much grief in Word 2003 and earlier. Its removal
from the Normal style in Word 2007 will prevent a great many self-inflicted mishaps!
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FIGURE 7-7

While there is a special New Style dialog box you can use (available from the bottom of the Styles task pane
and the Manage Styles dialog box, for example), you aren't limited to that method. In Figure 7-6, where it
says Heading 3, you can type a new style name. When you click OK, the style is created!

Style by example

Another way to modify a style assumes that Automatically Update is not enabled, and that Prompt to
Update Style is enabled in the Advanced section of the Word Options dialog box. Choose Office Button =
Word Options = Advanced, and in the Editing Options section, click to enable Prompt to Update Style.
Assuming that Automatically Update is not enabled for a given style, you can now perform what's some-
times called style-by-example. We also need to assume that you're not using the Normal style, as it plays by
different rules (Automatically Update doesn’t work for Normal).

Use whatever formatting controls you like — Ribbon, keyboard shortcuts, dialog boxes, and so on—to
tweak text so that it looks the way you want. When you've got it looking just so, you can either create a new
style or modify the current one. Note that you should modify a given style only if you want all other text
formatted with that style to be formatted the same way.

To create a new style, type the new style name in the Style Name box in the Apply Styles task pane, and
then press Enter to apply it.

To modify the existing style, click Reapply on the Apply Styles task pane. Or, reapply the current style using
some other method such as the Quick Style Gallery or a keyboard shortcut. Word now prompts you with
the dialog box shown in Figure 7-7. Note that you will never see this dialog box if the current style is
Normal. Normal marches to a different drummer and is designed to resist easy changes that might have
major unintended consequences.

When enabled, the Advanced Word option Prompt to Update Style tells Word to prompt you when you attempt to
reapply a style (other than Normal) to text that contains formatting that differs from the current style’s settings.

Modify Style

(2] = |

Style: Heading 3
Do you want to:
(@ Update the style to reflect recent changes?
(2) Reapply the formatting of the style to the selection?

[] Automatically update the style from now on
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Choose the Update the Style to Reflect Current Changes option to redefine the current style according to
the formatting in the current selection (that’s what “recent changes” really means — it doesn’t mean “in the
last week or two”). The Reapply the Formatting of the Style to the Selection option will undo your direct
formatting and reapply the original style. Note that Automatically Update the Style From Now On enables
(checks) the Automatically Update checkbox in the Modify Style dialog box. Think long and hard before
you ever check that checkbox!
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Furthermore, redefining a style works on the Normal style! This can be good or bad. Consider,
: for example, that many styles are based on Normal. If you change the font, for example, every
style that gets its font definition from Normal changes too. If you change the Before or After spacing, the
indentations, the alignment, and so on, then every style that inherits those attributes from Normal will also
change. Only rarely will that be exactly what you want.

Quick Style sets

Quick Style sets are a potentially confusing new addition to Word’s formatting arsenal. Quick Style sets get
their information from a set of .dotx (not macro-enabled) templates. In the Styles group of the Home tab
on the Ribbon, choose Change Styles = Style Set and look at the names: Default (Black and White),
Distinctive, Elegant, and so on.

These sets correspond to .dotx files stored in C: \Program Files\Microsoft Office\OFFICE12\
1033\QuickStyles, as shown in Figure 7-8.

FIGURE 7-8

The Quick Style sets are stored as .dotx files, and can be changed or customized by the user.

] Name R Type Size
@Clas;\:.dnn Microsoft Office Word Template 9KB
@Default.dotx Microsoft Office Word Template 9KB
@Defaultﬁla:kAndWh\te‘dobc Microsoft Office Word Template 9KB
@Distmmve.dotx Microsoft Office Word Template 9KB
@E\Egant.dobﬁ Microsoft Office Word Template 9KB
@Fancy.dob( Microsoft Office Word Template 9KB
iE‘IFDrmal‘dm:x Microsoft Office Word Template 9KB
@Manuscript.dob{ Microsoft Office Word Template 9KB
@MUdEI’I’].dUb{ Microsoft Office Word Template 9KB
@S\mp\a.dnb{ Microsoft Office Word Template 9KB
@Tradltmna\.dub{ Microsoft Office Word Template 9KB

These .dotx files contain no text or other formatting, but only style information for 135
& built-in styles (no, this is not the entire list; a few notable missing styles are footnote,
er, and footer).

When you apply a new Quick Style set by choosing Change Styles = Style Set and clicking on one of the
displayed sets, Word replaces the style definitions in the current document with those contained in the cor-
responding .dotx file. It effectively overlays a new document template on top of what you're already using
(even though the name of the underlying document template does not change). All style-formatted text that
uses any of the styles in the replaced Quick Style set is affected.

I emphasize style-formatted because if paragraphs have direct formatting applied, then that formatting will
not be overridden. The attributes of the selected text that are applied only through a style are changed. For
example, if you manually change the alignment of a series of paragraphs from centered to left aligned, then
any alignment formatting in a Quick Style set you apply will be ignored.
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FIGURE 7-9

You can

Modifying and creating quick style sets

Quick Style sets are not carved into stone. You can modify the ones that Microsoft provides, and you can
create your owrl.

You should modify the ones that Microsoft provides, by the way, only when a built-in Quick Style set’s origi-
nal form is something you wouldn't be caught dead using. While you can recover the original, it’s easier to
simply use a different name, such as Classic Bert, so you recognize it as your own variation (assuming your
name is Bert).

To easily modify a set that Microsoft provides, open a document that is affected by a Quick Style set, and apply
the style set you want to use, using Change Styles = Style Set on the Home tab. Next, modify any styles you
want changed. Finally, choose Change Styles = Style Set = Save as Quick Style Set, as shown in Figure 7-9.

modify the built-in Quick Style sets or add your own.
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In the Save Quick Style Set dialog, specify the name of the built-in set you want to modify or override.
Suppose, for example, that you want a custom version of the Elegant Quick Style Set. In File Name, type
Elegant (you don't need to type the .dotx extension). Note that this will not actually modify or overwrite
the original file. Then click Save. Or, to create your own Quick Style Set, type a new name (such as My
Elegant) and choose Save.

If creating your own style set named Elegant doesn’t overwrite Word's version, then how does Word know
to use yours instead of its own? As indicated earlier in this chapter, Word keeps its own Quick Style sets

in one of the Microsoft Office Program Files folders. It saves your Quick Style sets, however, to the
C:\Documents and Settings\user name\Application Data\Microsoft\QuickStyles folder
(in XP) or C:\Users\user name\AppData\Roaming\Microsoft\QuickStyles (in Vista). When you display the
Quick Style sets list by choosing Change Styles = Style Set on the Home tab, Word builds the list from a
combination of the user folder and its “own” folder, giving priority to any user Quick Style set names that
are the same as the Quick Style set names that ship with Word.
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To revert to a Quick Style set that comes with Word, simply delete or rename your own. In general, however,
you increase your options by not giving your Quick Style sets the same names as those that come with Word.

Do you have customized styles in your Normal . dotm file? If so, before working with Quick
A Style sets, protect your original Normal . dotm Quick Style set by saving it as a unique Quick
Style set. To do this, press Ctrl+N to create a new document window based on Normal . dotm. On the
Home tab of the Ribbon, choose Change Styles > Style Set=> Save as Quick Style Set. In File Name, choose
a name that’s unambiguously clear, such as My Favorite QuickStyles.

Changing your mind

If you've been experimenting with Quick Style sets but now want to revert either to the document’s own
styles or to those of the underlying template, you probably can. To be able to revert to the documents own
original styles, the document must not have been saved and closed. Even when the document has been
saved, you can revert to the document’s original styles as of when the document was opened.

To revert to the document styles that were in effect at the beginning of the current editing session, choose
Home = Change Styles = Style Set. As shown in Figure 7-10, click Reset Document Quick Styles.

FIGURE 7-10

As long as the current document hasn’t been saved and closed since the last Quick Style set change, you can revert
to the document’s original set of Quick Styles.
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To be able to revert to the styles of the underlying template, you must not have saved Quick Style set
changes to the template. Otherwise, reverting won't do anything other than reapply styles that are already
in effect. Unlike the document itself, where a mere save doesn't prevent you from being able to go back to
square one, a mere save to the underlying template does commit the style changes in that case. If you did
that, see the tip at the end of the preceding section.

Assuming that you haven't saved a Quick Style set to your current document template, you can revert to its
styles. Choose Change Styles & Style Set &> Reset to Quick Styles from Template on the Home tab (refer to
Figure 7-10).
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FIGURE 7-11

Styles Task Pane

Conceptually, the Styles task pane is the replacement for Word 2003’ Styles and Formatting task pane.
Shown in Figure 7-11, the Styles task pane provides some of the same functionality, but not all. It also offers
some new functionality that Word earlier task pane didn’t have.

I In Figure 7-11, notice that styles have three kinds of icons next to them: q], a, or {la.

" The 9 means that it’s a paragraph style only. You cannot apply it to only part of a paragraph,
and you can apply it by placing the insertion point anywhere in the target paragraph.

The a icon means that it’s a character/text style. It is applied only to selected text. You can apply it to a single
word (assuming that “When selecting, automatically select entire word” is enabled in the Editing Options
section of Word Options). You can also apply it to a single character or an entire document.

The {la icon means that the style can be used as either a character style or a paragraph style. If nothing is
selected or if parts of two or more paragraphs are selected, the style is applied to the entire paragraph(s)
touched by the selection. If only part of a single paragraph is selected, the style is applied only to selected text.

Does this mean that Heading styles, which use {Ja, can be applied to something less than a full paragraph? You
betcha! This can be exceedingly useful when you want to include headings at the beginning of paragraphs,
particularly when you want to save vertical space in the document. This is not a new feature, by the way; you
could do it as far back as Word 2000.

Right-click a style in the Styles task pane for style-specific options.
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The options you get when you right-click or use the drop-down arrow vary according to Word’s Options
settings as well as to whether the selected style is a built-in style or a user-created style. In Figure 7-11, the
built-in Heading 1 style excludes the Delete option. You cannot delete a built-in style. You can hide it, but
you can't deep-six it.

The Update option at the top of the menu appears even if the option Prompt to Update Styles is not enabled
(Office Button = Word Options = Advanced = Editing Options). If you have that option turned off but
need the capability, the Styles task pane provides ad hoc access to it.

Two extremely useful options, one of them new in Word 2007, are Select All # Instance(s) and Remove All #
Instance(s). The Remove All option is new and extremely useful when cleaning up a document’s extraneous
formatting. Remove does not delete the text in question. Instead, it removes the style wherever it is used
and resets the formatting of those occurrences to the default style for the current document. Ordinarily, that
would be Normal.

The Select option is equally useful. Typically, to change a given style to a different style, you might consider
using Find and Replace. Indeed, that is an option. However, it’s not necessary. Click Select All # Instances,
and then click the desired style in the Styles task pane. Or, once the instances are selected, use manual/direct
formatting to “sculpt” the text just the way you want it, and then choose New Style at the bottom of the
Styles task pane.

In Figure 7-11, why would Select All and Remove All say Not Currently Used when the style is
c in fact in use? This is an artifact of a Word Options setting. Choose Office Button => Word

Options => Advanced = Editing Options section and click to disable Keep Track of Formatting. Now Select All
and Remove All will work. The problem stems from the way in which Word keeps track of formatting, which
it does by making tiny incremental changes to the underlying style. The result is that when Keep Track of
Formatting is used, Word disallows the Select All and Remove All features.

Remove from Quick Gallery does not remove the style from the document. Instead, it removes the style
from the Quick Gallery listing of styles. If the style is not currently in the Quick Style Gallery, the command
in the pop-up will be Add to Quick Gallery instead.

Manage styles

Another option available from the Styles task pane is the Manage Styles button. Shown in Figure 7-12,
Manage Styles is your master control and grand central station for styles. Use this dialog box to create, mod-
ify, and delete styles (the latter, only user-created styles).

Use the manager also as a launch pad for the Organizer, via the Import/Export button, which enables you to
copy styles between different templates and documents, as well as rename and delete styles (again, only
user-created styles can be deleted).

Recommended styles

The Recommend tab, shown in Figure 7-13, controls which styles show up on the list of recommended
styles. The “recommended” option shows up in each of the style-related task panes and applies to the styles
that are displayed in the Quick Style Gallery. For any style, you can choose to Show, Hide Until Used, or
Hide. It’s a great way to focus the options when you want to exercise strong control over document format-
ting. It’s better than a whip!
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FIG -12

Manage Styles gives you complete control over styles.
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Use the Recommend tab to control what styles show up when you restrict style controls to displaying
“recommended” styles.
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In the recommended list of styles, you can apply your changes one at a time or by using standard Windows
selection techniques to select multiple styles. Note the Select All and Select Built-in buttons, too, which
enable you to quickly distinguish between Word’s standard styles and user-created styles.

Use the Move Up/Move Down/Make Last/Assign Value tools to determine the recommended order. You can
even alphabetize them, if that makes more sense to you!

Restricted styles

You've heard of the style police? Well, grab your badge! For even stronger style enforcement, the Restrict
tab lets you restrict which styles can be used. This is a good tool when designing templates and forms in
which you want extremely tight control over the formatting of content. It also useful in setting up training
classes for Word, for which you might want to tame the options a bit to prevent the novice user from being
overwhelmed.

Additionally, if you want to enforce the use of only styles— and not direct formatting— the restricted
styles capability provides a way to do it. Use Limit Formatting to Permitted Styles, shown at the bottom of
Figure 7-14, to accomplish this feat. This can be useful when setting up forms and templates for specific
tasks in which the resulting document formatting must adhere to strict requirements.

By restricting formatting only to certain styles, you effectively prevent the use of direct formatting tools. As
shown in Figure 7-15, when formatting is restricted to Normal and Heading 1 through Heading 5, most of
the Font and Paragraph controls on the Home tab of the Ribbon are dimmed as unavailable.

FIGURE 7-14

The Restrict tab enables you to make direct formatting off-limits.

Manage Styles m-‘

Edit | Recommend | Restrict | SetDefauits |

Sortorder: | As Recommended E Show recommended styles only

Select one or more styles to set their availability when a document is protected
for formatting changes

Heading 5 o
Heading 6

Heading 7

Heading 8

Heading Base

Heading Base Char

HTML Acronym
HTML Address
HTML Cite i

[ select visble | [ selectBuitin | [ selectal

Set availability of selected styles

[ Limit formatting to permitted styles
Allow AutoFormat to override formatting

[ Block Theme or Scheme switching

[ Block Quick Style Set switching

@ Only in this document () New documents based on this template
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FIGURE 7-15

In this scenario, formatting is limited to Normal and Heading 1 through 5, which puts the Font and Paragraph direct
formatting controls off-limits.
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FIGURE 7-16

Note that not only can you limit formatting only to permitted styles, you can block Theme and Quick Style
switching. If you want to tame “artistic” tendencies of users whose mission statement doesn’t include using
up all of the colored ink or toner, this provides an avenue of attack. Did I mention that this stuff is better
than a whip?

Style Inspector

The Style Inspector enables you to quickly determine whether the current formatting is applied wholly
through a style, or whether direct formatting is in effect. In Figure 7-16, notice that under the paragraph
and text (character) styles there is a box with the word “Plus.” In the lower panel, it says Plus: <none>,
which indicates that no direct text/character formatting has been applied. In the upper panel, however, it
shows that left alignment has been applied directly, along with a left indent of .38", and line spacing of 1.5
lines. In the current mystery, it appears that someone mistakenly applied the Heading 3 style to regular
body text and then tried to compensate using direct formatting.

The Style Inspector can help you diagnose formatting mysteries.

U, ZUUE, TEPTESEN SUMTE CUTGTESSTOTET SETTITETTT Tl 0T 200 TdW O TT0T o Tar

ennunh_RBnth nfthess hills which were referred to the Subcommittee on Benefits in
Style Inspector X

Paragraph formatting

ans:

Body Text bt ‘ iminated in favor of immediate concurrent receipt.

Plus: Left: 0.38 Line spacing: 1.5 lines ng requirement would be eliminated, so that all

Text level formatting

ity compensation would be eligible.

‘ Default Paragraph Font

lirement would be eliminated, so that all veterans
oflength of service.

Plus: <none> “uary 26. 2004, Rep. Bob Filner of Califomnia said:

stensions), Page 2291

156



Summary

In this chapter, we’ve explored a variety of features, old and new, but mostly new. You now know how to
apply Quick Styles, choose and modify Quick Style sets (as well as create your own), and how to create,
modify, and delete user-created styles. In addition, when a style can’t be deleted, you now know why. You
should also be able to do the following:

B Use the Manage Styles dialog box to hide and restrict styles and direct formatting
B Use Apply Styles to apply, create, and modify styles

B Use the Styles pane to quickly select all occurrences of any given style

]

Use the Style Inspector to solve formatting mysteries
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his chapter examines some concepts that might be a bit challenging if

you're new to Word, perhaps even if you're not new to Word. Grasping

these concepts, however, opens up the marvelous and potential-filled
world of section formatting, themes, and headers and footers, which enable you
to do wonderfully creative things with your documents.

Page Setup Basics

To fully grasp what this chapter is about, you're going to have to make sure that
you can see section breaks and other nonprinting formatting characters.
Although some users think these characters are an eyesore and distract from the
basic business of putting words into the computer, they should instead be viewed
as flashlights that illuminate otherwise dark corners that are home to the secret
and mysterious powers of Microsoft Word. Wow!

It’s time to turn on those flashlights, assuming they’re not already on. Looking at
Figure 8-1, the upper paragraph has nonprinting formatting marks turned On,
whereas the lower paragraph has them turned off. You press Ctrl+Shift+8 to tog-
gle them on and off, or click the Show/Hide () button in the Paragraph section
of the Home tab on the Ribbon. To truly understand what’s happening in this
chapter, as well as what’s happening in your documents, you should toggle those
nonprinting formatting characters on — at least for now. From here on out in
this chapter, it’s assumed that you can actually see what's being talked about.
Otherwise, you'll miss out on all the fun and you won't be in on the mystery.

Page setup is an interesting concept in Word. It’s interesting because the phrase
really isn’t about setting up a page. It’s really about setting up section formatting.
We've talked earlier about distinct units of formatting— letters, words, sentences,
paragraphs. For Word, section formatting is large-scale formatting that usually
affects the entire document. The scale of section formatting is so encompassing, in
fact, that it can’t be contained in styles. To contain section formatting, you need a
whole document or a whole document template.
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These two paragraphs are identical, but in the upper one, Ctrl+Shift+8 was pressed to toggle nonprinting formatting
marks on.

Interviews-with-appraisers,-lenders,-and-real-estate-personnel-were-more-open-ended-
discussions-than-formal-interviews.-All-interviews-were-conducted-by-phone.-The-
meetings-and-interviews-included-the-discussion-of-the-following-topics:-VBA-rules-and-
guidelines;-Home-Loan-Guaranty-Handbook-for-Lenders-and-Appraisers;-VBA-audit-and-
review-procedures;-certification-process-for-appraisers;-adjustable-rate-mortgages;-and-
awareness-of-energy-efficiency-improvement-loans.q| ton Sreak (Co

Space Paragraph Mark  Section Break

Interviews with appraisers, lenders, and real estate personnel were more open-ended
discussions than formal interviews. All interviews were conducted by phone. The
meetings and interviews included the discussion of the following topics: VBA rules and
guidelines; Home Loan Guaranty Handbook for Lenders and Appraisers; VBA audit and
review procedures; certification process for appraisers; adjustable rate mortgages; and
awareness of energy efficiency improvement loans.

Section formatting

Word uses section breaks to separate distinctly formatted parts of a document. Most documents, in fact, have
just a single section. Only when you need to apply different section formatting within the same document do
you need to create a document that contains more than one section. Different sections are necessary for varia-
tions in the following kinds of formatting:

B Headers and footers — Includes changes in page numbering style (except for Different First Page

settings)

B Footnotes — Can be set to be numbered continuously or set to restart numbering on every new
page or every new section

B Changes in line numbering style — Except for suppression on a paragraph-by-paragraph basis

B Margins — Indentation can vary within a section, but not margins.

B Orientation — Landscape versus portrait (actually done through paper size)

B Paper size—38.5 X 11 (letter), 8.5 x 14 (legal), 7.25 x 10.5 (Executive), A4 (210.03 x 297.03 mm),
and so on.

B Paper source — Upper tray, envelope feed, manual feed, and so on

B Columns — Snaking newspaper-style columns, the number of which cannot vary within a

document section

Them'’s the breaks (section breaks, that is)
Word uses four kinds of section breaks. What kind of break you use depends on why you're breaking:

B Next Page — Causes the new section to begin on the next page.

B Continuous — Enables the current and next section to coexist on the same page. Not all kinds of
formatting can coexist on the same page, so even if you choose Continuous, Word will sometimes
force the differently formatted content onto a new page. Section formatting that can be different
on different parts of the same page include the number of columns, left and right margins, and
line numbering.
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B Even Page — Causes the new section to begin on the next even page. If the following page would
have been odd, then that page will be blank (unless it has header/footer content, which can
include watermarks).

B  Odd Page — Causes the new section to begin on the next odd page. If the following page would
have been even, then that page will be blank, except as noted for the Even Page break.

If you set up a letter in which the first page is to be printed on letterhead, but subsequent pages are to be
printed onto regular stock (using different paper feed methods), the first page must be in a separate docu-
ment section. If you set up a letter for which the first or last page is an envelope, the envelope must be in a
separate section — for multiple reasons, because envelopes typically would use a different printer paper
source, different orientation (landscape), and different margin settings.

Inserting section breaks

To insert a section break, in the Page Setup group of the Page Layout tab on the Ribbon, as shown in
Figure 8-2, click Breaks. Word displays a variety of different kinds of breaks, including the four types of
section breaks. Click on the desired section break.

FIGURE 8-2

The icons next to the four section break types provide a graphic hint of what the different breaks do.
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Indicate that the text following the column
break will begin in the next column.

Text Wrapping
= Separate text around objects on web

pages, such as caption text from body text.

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

-

b [y

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

g

0dd Page
Insert a section break and start the new
section on the next odd-numbered page.

Al

If you’re inserting multiple breaks of the same kind to section-off part of a document to be for-

RS matted, after inserting the first section break, you can use F4 (Repeat) to insert subsequent
breaks. Keep in mind that if you do something else after inserting a break, that F4 will now repeat that other
action, rather than insert another break.
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Automatic section breaks

Because some kinds of formatting require a section break in order to vary within a document, Word automat-
ically inserts one or more section breaks when you apply “qualifying” formatting to selected text. Sometimes
it gets those breaks right, sometimes not. You'll have to be vigilant if you’re going to rely on this feature.

For example, suppose you want an interior set of paragraphs to be formatted in three columns, while the
adjacent areas are formatted as a single column. Select the paragraph you want to differentiate and in the
Page Layout tab, choose Columns = Three Columns. Word automatically inserts continuous section breaks
before and after the selected text to cordon it off for the distinct formatting. If you're lucky, that's what it
does, that is.

Sometimes, but not always, Word will insert the wrong kind of section break before and/or after the selected
text. It’s never quite clear why, but when that happens, the best recourse is to press Ctrl+Z to undo the
attempt, bracket the target text with the desired type of section breaks, and then apply the formatting to

the section you want formatted differently.

Styles, section formatting, and paragraph formatting

Styles can contain font/character formatting attributes and paragraph formatting attributes. However, they
cannot contain section formatting attributes. Therefore, for example, you cannot create a style that would
enable you to format a given selection with three columns and 1.5-inch left and right margins. Stand by for
a few minutes, however, and you’ll see how you can indeed effectively create a style for section formatting,
although it’s not really a style.

Recall that in Chapter 6, “Paragraph Formatting,” you learned that the paragraph mark is the repository of
paragraph formatting. Similarly, the section break is the repository for section formatting. If you delete a
section break, the current section adopts the formatting of the section that follows, the section whose sec-
tion break is still intact.

Where is the section break in a document that has only one section? In fact, most documents have only a
single section, so this is a serious and valid question. There is an implied section break at the end of the
document, so if you insert a section break into a single-section document, the formatting for section 1
resides in that section break, and the formatting for section 2 effectively resides in the permanent paragraph
mark at the end of the document.

Permanent? Yes, permanent. If you don’t believe it, with paragraph marks displayed, delete everything in
a document. Now delete that last paragraph mark. You can’t do it! (You can hide it by clicking the
Show/Hide button in the Paragraph group in the Home tab of the Ribbon, but that’s cheating, because
it’s not really gone.)

Saving section formatting for reuse

If section formatting can't reside in a style, then how can you save it for using later? Suppose you often use
a very precise set of section formatting attributes — margins and columns, for example — and want to save
them for using in other documents. There is a way, but it’s not using what’s traditionally called a style.
Instead, use a Quick Part or a Building Block.

To do this, insert section breaks — continuous or next page, as needed — to bracket the area to be format-
ted. Format the first section break in as vanilla or as typical a way as possible. This first section break will be
used to shield existing text from the new formatting when the Building Block or Quick Part is inserted into
an existing document. If it’s inserted at the beginning of a document, the vestigial section break can then be
deleted.



FIGURE 8-3

Page Setup and Sections

Format the area between the first section break and the second as needed (see the next section, “Page setup
choices,” for a handy all-in-one-place location to set section formatting, or display the Page Layout tab of
the Ribbon).

Finally, select both section breaks and the interior matter (it doesn’t have to contain text because section
formatting resides in the section break), and choose Insert & Quick Parts &> Save Selection to Quick Part
Gallery. In Create New Building Block, in the Name box, type a descriptive name for the item as well as a
longer Description. If you'll need this item frequently, save it to the Quick Part Gallery. Otherwise, you
might as well save it as AutoText. Use the Category drop-down setting to choose Create New Category. In
the Create New Category dialog box, as shown on the right in Figure 8-3, type a category name that you
can later recall for accessing all of your custom section formatting. Click OK, twice.

Use Quick Parts or Building Blocks to create reusable section “styles.”

Create New Building Block ‘u‘
Mame: 3 columns/1. 5" margins
- T |
Gallery: AutaText El Cieat=NewCateqooy
Category: | Create New Category... E| Mame: ||
Contains before and after Continuous 1
Descrpton: Secton bea )
savein: | Normal.dotm =l
Options: Insert content only E|

Now, whenever you want this particular kind of formatting, it’s there waiting for you. Choose Insert &>
Quick Parts, and if it’s in the Quick Parts Gallery, click on it to insert it. If it’s in AutoText or elsewhere,
choose Building Blocks Organizer. Click the Category heading to sort by category, select the item, and then
click Insert. Or, if it’s a simple name, type it and press F3.

Page setup choices

For access to section formatting, click the Page Layout tab on the Ribbon. The Page Setup section provides
access to a number of section formatting attributes, as well as to the Page Setup dialog box, as shown in
Figure 8-4. The Page Setup section of the tab also contains Hyphenation, which is not a section formatting
attribute. As discussed in Chapter 6, hyphenation is a paragraph formatting attribute. (The Margin tab of
the Page Setup dialog box is shown in Figure 8-8. The Paper tab is shown in Figure 8-10.)

TP~ If the Page Layout tab isn’t showing, you can also activate the Page Setup dialog box by double-
i ‘ : clicking the vertical ruler, if it’s displayed, or even by double-clicking the left edge of the Word
window in the document area (i.e., anywhere below the horizontal ruler and above the horizontal scroll bar).

If you click the Line Numbers drop-down arrow in the Page Setup group of the Page Layout tab, note that
the fifth option — Suppress for Current Paragraph, shown in Figure 8-5 —actually is incomplete. The fea-
ture should say Suppress for Selected Paragraphs. If you choose this option, line numbers for the current
paragraph (even if no text is selected) or for the entire selection are suppressed.
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FIGURE 8-4

The Page Setup section of the Page Layout tab provides access to section formatting and the Page Setup dialog box.

Insert

Margins

(2 Orientation = *=, Breaks ~ 4] Watermark * | Indent

Page Layout References Mailings Review View Developer

13 size - 3 Line Numbers = || <4 Page Color ~ || 25 = |0 :
= Columns = be~ Hyphenation ~ Q Page Borders | % Right: |0 < :i After
Page Setup 4 || Page Background Paragraph

FIGURE 8-5

Page Setup

- Show the Page Setup dialog box.

Suppress for Current Paragraph actually suppresses line numbering for the current selection, not section.

Hone

v | Continuous
Restart Each Page
Restart Each Section
v | Suppress for Current Paragraph

Line Numbering Options...

164

Margins

Using the Margins drop-down of the Page Setup group on the Page Layout tab, shown in Figure 8-6, you
can apply a variety of different preset margin settings. If the document contains multiple sections, each of
the presets would be applied only to the current document section if nothing is selected, or only to the
selected sections if multiple sections are included in the selection.

If you want more precise control, choose Custom Margins, which opens the Page Setup dialog box to the
Margins tab, shown in Figure 8-7. From here, you can control all margins as needed, and apply the change
where you want. If text is selected, then Selected Sections and Selected Text replace This Section and This
Point Forward, respectively.

You can also adjust the top and bottom margins by dragging the blue and white boundary in the vertical
ruler to the left of the document window (depending on your Personalize settings, you might see shades of
gray or some other color rather than blue), also shown in Figure 8-7. To increase the top margin, drag the
top border down. To increase the bottom margin, draw the bottom border up. In both cases, press the Alt
key to display the margin setting as you're dragging.



FIGURE 8-6
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The Margins drop-down offers a selection of preset margins, including Office 2003 Default, just in case you want to
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FIGURE 8-7

Using the Margins tab of the Page Setup dialog box, you can control how/where the new formatting is applied.
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Orientation

Orientation refers to whether the page is laid out horizontally (landscape) or vertically (portrait — the
default orientation). You might sometimes need to rotate a page to landscape in order to fit a particular pic-
ture, chart, table, or other object. It should be emphasized, however, that changing a page to landscape ori-
entation carries with it a number of consequences that might be considerably worse and harder to deal with
than trying to find a way to rotate the object itself.

Consider page numbers and other header and footer content. If the whole page is changed to landscape,
then the header and footer now rotate as well. To have the headers and footers located in the correct posi-
tion relative to portrait-oriented pages takes a bit of strategizing. The usual approach is to set up different
headers and footers for the solitary landscape page. To get the orientation correct, you might consider put-
ting the header and footer material either into a text box or a single-cell borderless table, in which the text
has been rotated 90 degrees.

Alternatively, you can keep the orientation as portrait, and rotate the table, chart, or picture instead. For
pictures and charts, rotation isn’t challenging. With Wrapping (Picture Tools Format tab, in the Arrange
group) set to anything other than In line with Text, simply rotate the pictures or chart 90 degrees by drag-
ging the green rotation handle at the top of the selected object.

Tables are a bit more challenging, but you have several possibilities. If you're just now creating the table,
select the entire table and in the Table Tools Layout tab, Alignment group, click Text Direction to rotate the
text so that it can be read by tilting your head to the right or left. Keep in mind that columns and rows are
reversed. It’s not necessarily easy to work this way, but it can be done, as shown in Figure 8-8. Notice that
the header and footer are properly oriented to conform with the rest of the [unseen] document.

Another option would be to copy the table to the Clipboard, choose Paste &> Paste Special on the Home tab,
and paste the table into the document as a picture. Because it's now a picture, you can choose any floating
wrapping style and then rotate it as needed so that it fits comfortably, but sideways, in a portrait-oriented
Word document page. As above, headers and footers will display in portrait mode because you haven’t
changed the paper orientation.

The downside is that sometimes the graphics resolution of this technique isn't perfect. You'll have to decide
if it’s acceptable and legible. Plus, to make changes in the table, you need to maintain a copy of the actual
table and remake the “conversion” as needed.

Another negative is that once you've done this to a table, you won't be able to edit it anymore. If you decide
to go this route, you might consider saving the nongraphic version of the table as a Building Block in the
current template. If you need to modify it, it would still be accessible.

A variation of this approach, if the table fits into a window from which you can copy it, is to use screen cap-
ture software to take a picture of the table. This often yields more predictable and better-quality graphics,
but it suffers from the same maintenance issues as the previous approach, and achieving it depends on hav-
ing a sufficiently large monitor. To make a screen capture of a table under Windows XP, you'll get the best
results using an amenable screen capture program(such as Snaglt, from www.TechSmith.com, which is
highly flexible). Under Vista, you can use the new Snipping Tool feature (Start = All Programs =
Accessories = Snipping Tool.
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With all text in a table rotated 90 degrees, it's possible to create a sideways table, rather than have to change
orientation within a document.

sy | s
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Size

Size refers to paper size. A number of preset standard sizes are available by clicking the Size drop-down
arrow in the Page Setup group of the Page Layout tab, shown in Figure 8-9. Clicking More Paper Sizes dis-
plays the Paper tab in the Page Setup dialog box. While it says “More Paper Sizes,” that’s not actually what
you get. The “more” refers to the Custom Size setting at the bottom of the Paper Size list, which enables you
to set any size up to 22 inches. This assumes that your printer supports something that large.

Columns

Use the Columns tool in the Page Setup group on the Page Layout tab of the Ribbon to set the number of
columns either in the current section or in all sections in the current selection if text is selected.
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FIGURE 8-9

Click More Paper Sizes to display the Paper tab in the Page Setup dialog box.

Page Setup

o] = ]|

Layout

Paper size:

|2y Orientation ~ ¥= Breaks ~ | watermark ~
I3 Size > £ Line Numbers - | %] Page Coler ~
Margins
< Letter Page Borders
__I ES Background
Legal
_J 85 x14"

As
[] sasxsar

AL
J 827" x11.69"

BS
7177 x10.12

4x6in 101.6x152.4mm
4" x6"

5x7in 127.0x177.8mm
5" x7"

‘Comm. Env. #10
412 %9.5°

DL Env.
433" xB.66°

213"x339"

More Paper Sizes...

Credit Card 2.13x3.39in 54xB6mm

etter

width: (8.5

| [

Height: 117

Paper source
Eirst page:
Default tray (Paper Feed Swith) B

Paper Feed S
Auto Sheet Feeder

Cassette
Continuous Autofeed

Paper Allocation

Other pages:
-
Paper Feed Swif

Auto Sheet Feeder

Cassette

Continuous Autofeed

Paper Allocation

Preview

Apply to: | Whole document [ =] Print Options. ..

Page layout settings

We've already looked at the Margins and Paper tabs in the Page Setup dialog box. The Layout tab, visible in
Figure 8-10, houses additional settings, some of which often go unnoticed. Headers and Footers settings are
also set using the Layout tab; a full discussion of headers and footers comes later in this chapter.

If the Page Layout tab is showing, the quickest way to display the Layout tab of the Page Setup dialog box is
by clicking Line Numbers = Line Numbering Options in the Page Setup group, even if you're not interested
in line numbering. If the Page Layout tab of the Ribbon isnt showing, you can double-click on the vertical
ruler or between the horizontal ruler and the bottom of the Ribbon area to display the Page Setup dialog
box, and then click the Layout tab.

Fixing or changing a section break

The Section Start setting shown in Figure 8-10 is a bit cryptic and confusing to many users, but it can be
extremely useful. Have you ever ended up with the wrong kind of section break? For example, suppose you
want a Continuous section break, but you have a New Page, Odd, or Even section break, instead. This can
happen either because you inserted the wrong kind of break, or because Word inserted the wrong kind of
break automatically.

The ordinary impulse is to delete the wrong one and insert the kind you want. Sometimes, however, despite
your best efforts, you still end up with the wrong kind of break.

Section Start to the rescue! Put the insertion point into the section that is preceded by the wrong kind of
break. Activate the Page Setup dialog box using any of the techniques described earlier. Click the Layout tab
to display the dialog box view shown in Figure 8-10. Set Section Start to the kind of section break you want
and click OK.
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The Different Odd and Even and Different First Page heading/footer settings enable you to have different headers and
footers without using another section break.
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Preview
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Vertical page alighment

Another often unnoticed feature in Word is the Vertical Alignment setting (found on the Layout tab of the
Page Setup dialog box). By default, Word sets vertical alignment to Top, and most users never discover the
additional options shown in Figure 8-11. As a section formatting attribute, you can set vertical alignment
for the whole document or just for selected sections.

FIGURE 8-11

Word provides four different types of vertical page alignment.

Page

Vertical alignment: | Top

Vertical alignment can be extremely useful for particular parts of a publication — such as the title page for a
format report, booklet, or book — as well as for short letters, brochures, newsletters, and flyers. For title
pages, setting vertical alignment to Centered is almost always more efficient than trying to insert the right
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number of empty paragraphs above the top line, or trying to set the Before spacing to just the right amount.
For one-page notices, vertical alignment is also often just what the doctor ordered.

For some newsletters and other page-oriented publications, setting the alignment to Justified serves a cou-
ple of purposes. Not only does it make the most use of the whole sheet of paper, it adjusts line spacing to

do it. Hence, the appearance is smoother than it might be otherwise. This also lets you optimize the point
size if you want to make the font as large as possible without spilling onto another page.

Page Borders

The last page setup setting we'll look at is page borders. A page border is a line, set of lines, or decorative
artwork that appears around the perimeter of the page. You see them a lot on title pages as well as on flyers
and brochures.

To insert a page border, in the Page Layout tab, and choose Page Borders in the Page Background group,
which displays the dialog box shown in Figure 8-12. The dialog box offers the same options you saw earlier
in Chapter 6, “Paragraph Formatting,” under “Borders and boxes.” In addition, however, you have over 150
Art options you can use to create decorative borders, although some of these might look pretty cheesy com-
pared to the professional graphics you can create with SmartArt.

For page borders, you can insert a variety of different lines, or choose from over 150 built-in “Art” items.
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For placing a border around a title page, you can set Apply To This section — First page only. Other options
here are Whole Document, This section, and This section — All except first page.



FIGURE 8-13

Page Setup and Sections

To control the placement of the page border with respect to the edge of the text or paper, click Options for
the Border and Shading Options dialog box shown in Figure 8-13. Note that when setting page borders,
paragraph-related options are grayed out. Using the Measure From box, you can set the distance of the page
border either from the text or from the edge of the paper.

Use Border and Shading Options if your page border crowds the text too much.
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The Header and Footer Layer

Like that crazy aunt and uncle who live in Montana— or was it Idaho — headers and footers are often mis-
understood. Most folks think they know what they do and where they live, but they don't fully understand

them. The next sections will remove the veil and give you the full truth about headers and footers in a way

that not only puts you fully in the driver’s seat, but helps you understand when something unexpected sud-
denly shows up.

Seemingly, headers and footers are the areas in the top and bottom margins of each page, but that’s not the
whole story. In Word, headers and footers are distinct layers in your document, usually behind the text area.
They usually appear at the top or bottom of the page, respectively, but that’s just a convention. Once you're
in Word’s header or footer layer, text and graphics can be placed anywhere on the page.

This means that in addition to titles, page numbers, dates, and other essential bits of information, headers
and footers are also ripe for containing things such as watermarks, side margin material, or even those full-
bleed markers that are visible when you look at the edge of the pages of a closed book. (the concept is
there, the actual implementation requires a type of printer most of us can't afford and don’t need).
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A second area of misunderstanding concerns how headers and footers are inserted into your Word docu-
ments. They aren't inserted. They've been there right from the start. When you “insert” or “create” a header,
you're really doing neither. Instead, you're merely using what was already there, but was previously empty
or unused.

When youre working in Print Layout view, any text in the header and footer layer usually shows up as
grayish text at the top, bottom, or side of your document. To access those areas, double-click where you
want to edit— even if you don't see any text there. This brings the header and footer areas to the surface,
as shown in Figure 8-14.

FIGURE 8-14

Header and Footer tabs clarify what and where headers and footers are. With headers and footers open editing,
the document body text turns gray.
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Headers and footers also display in Print Preview. There, however, because the view is supposed to repre-
sent what you'll see when the document is printed, the header/footer areas aren't gray and isolated. By
default, headers and footers don’t show up in Full Screen Reading view unless you use the Show Printed
Page option. Unlike normal document text, however, headers and footers cannot be edited or changed in
Full Screen Reading view. For that honor and privilege, you need to be in Print Layout view or Print
Preview. This chapter assumes that you are working in Print Layout view. If you don’t see what's shown in
the screen shots, then check your view setting.

Document sections

Figure 8-14 indicates the document section number in the header and footer tabs at the left end of each
area. Word documents can be single-section or multi-section. You might use multiple sections for a variety
of reasons, particularly in long documents. Some users place each chapter of a document in a separate sec-
tion, with additional sections being used for front matter (tables of contents, tables of figures, forward, etc.)
and back matter (index, glossary, etc.).

Section formatting allows for different sections to have different kinds of numbering. It also allows different
header and footer text in different sections. For example, the header or footer might include the name of
each chapter, or the word Index or Glossary.

Section formatting is also used for other reasons that have nothing in particular to do with headers and
footers. See the earlier sections in this chapter for more uses for section formatting.

172



Page Setup and Sections m

Header and Footer Navigation and Design

Word provide

s a number of different tools that enable you to control the way headers and footers are displayed

and formatted. In this section, you'll learn what those are and where to find them in the new Word 2007.

Editing the header/footer areas

The main set

of controls are contained in the Header & Footer Tools Design tab of the Ribbon, shown in

Figure 8-15. To display the Design tab, double-click the header or footer area in a document. Or, from the
Insert tab, choose Header = Edit Header (or Footer = Edit Footer). Once the header/footer layer is open for
editing, either header or footer can be edited, as can items inserted into the side area (e.g., page numbers in
the side margins), as well as watermarks.

FIGURE 8-15

The Header & Footer Tools Design tab on the Ribbon provides complete control over headers and footers.
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Notice the Go To Header and Go To Footer commands in the Navigation group on the Design tab. You can
use those commands to quickly switch back and forth between the header and footer areas, but as sug-
gested by Figure 8-14, both areas are equally accessible at the same time.

method for opening headers and footers only works in the top and bottom margin areas.

While header and footer material can reside in the side margins, you cannot open the
header/footer areas for editing by double-clicking in the side margins. The double-click

Header and footer styles

By default, Word’s headers and footers use built-in paragraph styles named Header and Footer. Both are
formatted with a center tab and a right-aligned tab to facilitate placement of text and other items inside
headers or footers. This enables you to have three distinct components that reside at the left, center, and
right within the header or footer without having to resort to using a table, text box, or other devices
(although tables and text boxes are perfectly acceptable in headers and footers).

For example,

to create a header with a left-adjusted date, a centered document name, and a right-adjusted

author’s name, you would enter the date, press Tab, enter the document name, press Tab, and finally type
the author’s name, as shown in Figure 8-16.
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The default header style makes three-part headers easy.
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FIGURE 8-17
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Section surfing

When editing the header/footer layer of a document, you can use the mouse or keyboard keys to navigate
as needed. As long as you don't double-click in the text area of the document, the header and footer area
remains open for business.

In a long document that contains many sections, however, scrolling can be tedious and imprecise. For
greater control and precision, you can use the Previous Section and Next Section tools in the Navigation
section of the Header & Footer Tools Design tab.

When the header and footer area is open for editing, the Browse Object’s Next Section and
S8 Previous Section buttons located at the base of the vertical scroll bar will not have the
expected effect. Yes, they move you to the next and previous sections, but they also switch the focus back to
the main text layer.

Link to previous

Different document sections can contain different headers and footers. When Link to Previous is selected (in
the Navigation group of the Header & Footer Tools Design tab) for any given header or footer, that header
or footer is the same as that for the previous section. By default, when you add a new document section, its
headers and footers inherit the header and footer settings of the previous section.

To unlink the currently selected header or footer from the header or footer in the previous section (which
will allow the current section to maintain a distinct header or footer), click Link to Previous to toggle it off.
Observe the difference between the upper and lower Link to Previous buttons shown in Figure 8-17.

Link to Previous is a toggle that can be turned on or off independently in each header and footer in every document

section.
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Note that headers and footers in any section have independent Link to Previous settings. While Link to
Previous initially is turned on for all new sections that are created, when you turn it off for any given
header, the corresponding footer remains linked to the previous footer. This gives you additional control
over how document information is presented.

Different first page

Most formal reports and indeed many other formal documents typically do not use page numbers on the
first page. To keep users from almost always having to make such documents multi-section documents,
Word lets you set an exception for the first page of each document section. To enable this option for any
given document section, display a header or footer in that section, and click the Different First Page option
in the Options group of the Header & Footer Tools Design tap (refer to Figure 8-15).

In a way, this is like a “link to previous” option that you can apply to different document sections. Unlike
Link to Previous, there is no telltale toggle tool to tell you the setting for the current section. Instead, there’s a
checkbox that indicates whether the option is turned on or off. As you navigate across different header/footer
areas in a multi-section document, the checkmark appears or disappears to indicate the setting for the cur-
rent section. Also unlike the Link to Previous option, Different First Page cannot be different for header

and footer. You cannot suppress just one. To accomplish that, you would need distinct document sections
(separated by a section break).

Different odd and even pages

You can, without using section breaks, instruct Word to maintain different headers and footers on odd and
even pages. A common application is for use in book/booklet printing, where the header/footer always
appears closest to the outside edge of the paper — left for left pages, and right for right pages. This check-
box feature, also in the Options group in the Header & Footer Tools Design tab, works in the same way as
the Different First Page option and is set per section and not individually for headers and footers.

Show document text

Sometimes, having document text showing is useful, and helps provide a frame of reference for headers and
footers. Other times, however, it can be distracting and can make it harder to identify header and footer
text, particularly if you're actually using gray fonts in the header/footer area. Displayed text also can make it
difficult to access graphics that are stored in the header or footer layer.

By default, Show Document Text is enabled. To hide document text, click to remove the check next to Show
Document Text in the Options group of the Header & Footer Tools Design tab.

Distance from edge of paper

Headers and footers are printed in the margin area. The margin is the area between the edge of the paper
and the edge of the text layer in the body of the document. If the header or footer is too “tall” for a given
page, Word reduces the height of the text layer on-the-fly so that the header or footer can be printed. This
assumes that the distances between the top/bottom of the header/footer and respective edge of the paper are
kosher with respect to the nonprintable areas of the paper.

Printers have a nonprintable area around the perimeter of the paper. This is an area in which it is mechani-
cally impossible for a given printer to print. Windows’ printer drivers do a good job of calculating the margin
so that the printer does not try to print in the nonprintable region. When the margin is too small, Word will
warn you.
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Word does not warn you, however, if the header or footer extends too far into the margin. When this hap-
pens, all or part of the header or footer is cut off. Everything might look fine in Print Preview, and there is
no warning, but part of the footer or header will be printed in the Twilight Zone.

You can rein the document in using the Header from Top and Footer from Bottom settings in the Header &
Footer Design tab’s Position group. If you find that the header or footer is being cut off, determine how
much is being cut off and make that much additional allowance. For example, if .25" of text is being cut off
of the footer, then increase Footer from Bottom by that amount.

Adding Header and Footer Material

You can put a variety of things into headers and footers, ranging from filenames and various other docu-
ment properties (author, title, date last printed/modified, etc.) to page numbers and even watermarks.
Inserting most text and graphics that will actually be printed in the top or bottom margin is straightforward.
There are some special cases, however, such as page numbers, side margin matter, and background images
and watermarks, that require special attention.

Page numbers

A common use for headers and footers is to display page numbers. To include page numbers in Word 2007,
several methods are available — some new, and some old. This section focuses mostly on the new ways
because they provide extraordinary ease, flexibility, and variety not found in any previous version of Word.
When the old ways are best, however, that’s where we’ll turn.

Insert page numbers

Inserting page numbers in Word has never been easier. First, decide where you want the page numbers to
appear (top, bottom, or side margin). Then click anywhere on the first page in the document section where
you want the number to appear. As noted earlier, documents can contain multiple sections, and each sec-
tion can have independent headers and footers, which means they also can be numbered independently.

In the Insert tab’s Header & Footer group, click the Page Number button to open its menu, as shown in
Figure 8-18, and choose one of the top for items.

To see the gallery that corresponds to where you want the page number to appear, click the applicable
choice in the Page Number menu:

Top of Page

Bottom of Page

Page Margins (see “Where do page margin numbers really go?” a little later in this section)

Current Position (use this option, for example, when the insertion point is already exactly where
you want the page number to appear)

The bottom of the page is the most common choice for word processing documents, but there are times
when the top or side works better for a particular publication. Select the desired destination. Word displays
a number of preset page number options.

When you find a page number gallery item that suits your fancy, click on it to insert the page number into
the header or footer (according to which option you chose to get here). Note that you can also right-click
the gallery item to see additional options, which are shown in Figure 8-19.
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Word 2007 has extensive new galleries with a variety of page number formats from which to choose.
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FIGURE 8-19

Right-click a page number gallery item for additional options.

Insert at Current Document Position

Edit Properties...
Q Organize and Delete...

Add Gallery to Quick Access Toolbar

To see the true nature of a page number gallery item, right-click it and choose Edit Properties.

Where do page margin numbers really go?

When you insert the page number in the page margin, Word 2007 inserts it into the header as a floating
shape to which a page field code was added. If you try to double-click on that page number, nothing hap-
pens! In fact, you can even try the Select Objects tool (in the Editing group in the Home tab, choose

Select = Select Objects), which normally can grasp any graphic. It can't grab it either. The reason is because
it’s out of reach, located below the text in the header/footer layer.

To bring it into reach, in the Insert tab, choose Header = Edit Header. You can now click on the side page
number and edit to your heart’s content.
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Deleting page numbers
To delete page numbers, move to the document section that contains the numbering you want to remove.
In the Insert tab, click Page Numbers => Remove Page Numbers.

Remove Page Numbers removes all page numbers from headers and footers in the current section. It does
not remove page numbers from other document sections.

Formatting page numbers

You can choose the page numbering format before or after you insert a page number. On the Insert tab,
choose Page Number = Format Page Numbers, to display the Page Number Format dialog box, shown in
Figure 8-20. Options are explained in Table 8-1.

FIGURE 8-20

Word provides flexible page numbering options.
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TABLE 8-1

Page Number Options

Option Purpose

Number format Numbering using 1, 2, 3; A, B, C; a, b, ¢; I, Il, lI; or i, ii, iii. Provides an additional option to
bracket Arabic numbers with dashes (to bracket others, edit the header or footer directly, as
shown later in this chapter).

Include chapter Use a chapter numbering scheme such as I-1, II-5, 1ll-43, where |, Il, and Il are chapter
number numbers, and chapters are formatted using a Heading 1-9 style with numbering applied.
Chapter starts Available only if Include Chapter Number is enabled. For this option to work, chapter numbers
with style must be formatted using a Heading 1 through Heading 9 style, and numbering must be

included in the style.

Use separator Specify the separator to use between chapter and page numbers.
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Option Purpose

Continue from Indicates whether the current section’s numbering is connected with that of the previous

previous section section. Use this option when distinct sections are being used for a reason other than to create
distinct numbering, such as when switching sections to accommodate changes from portrait to
landscape and back again.

Start at Use this to specify a starting number other than 1.

Additional options that affect page numbers, such as whether headers or footers are displayed on the first
page of a document or document section, are discussed earlier in this chapter, under “Different first page.”

Themes

Before you leave the overall topic of formatting Word documents, you should consider one last formatting
“quick change” you can make in a document — changing its theme.

What are themes?

In Word 2007, the applied theme determines the overall color, font, and style choices for items in a document
such as tables, shapes, and SmartArt. Changing the theme updates the colors for these items and others in the
document, so that the document maintains a consistent overall look. The theme even works with the styles
supplied by the document template; changing the theme updates the fonts for the styles.

Each overall Theme encompasses three different elements:
B Theme colors. Controls the colors used in tables, graphic objects, and some other documents
elements like headers and footers.
B Theme fonts. Controls the heading and body fonts used in the document.
B Theme effects. Controls whether certain document elements use effects like glows or shadows.

Using built-in themes

The themes appear in a gallery, and when Live Preview is enabled, you can “try on” themes for the document
before applying the one you want. To change the theme. click the Page Layout tab on the Ribbon, and then
click the Themes button in the Themes group. Move the mouse pointer over various themes to preview the
look each applies (Figure 8-21), and then click the theme to apply.

Notice that there are three additional buttons in the Themes group. These are the Theme Colors, Theme
Fonts, and Theme Effects buttons, respectively, and you can use them to change overall factors of the docu-
ments appearance without changing the whole theme. You can save any combination of Theme Colors,
Theme Fonts, and Theme Effects settings as a new overall document theme; to start the process, click the
Themes button and then click the Save Current Theme choice at the bottom of the gallery that appears.
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Choosing a theme updates the colors and fonts in the document.
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Summary

In this chapter, you've learned about the difference between section and paragraph formatting, and exactly
what section formatting is. You now know how to create new document sections, as well as why you might
want to. You've also learned what headers and footers are, what they’re used for, how to use them, and how
to navigate them. You finished by seeing how applying a new theme can polish the look of your document.
You should now be able to do the following:

Convert a next page section break into a continuous section break, and vice versa
Vertically align a section of a document

Change the paper size and paper feed for the envelope section of a document
Place decorative or line borders around specific pages

Create page numbers in your documents

Edit headers and footers

Set up different page numbering systems in different parts of a document

Access side-margin material in the header/footer layer

Apply a new theme
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ables are one of Word’s most powerful and useful tools. They’re extremely

flexible and easy to create and manipulate, both directly and by using the

Ribbon. Thanks to a gaggle of galleries, it’s now easier than ever to create
professional-looking tables quickly and with minimal effort. Live Preview comes
to life when it comes to working with tables.

This chapter won't help you decide whether to include pictures. It won't tell you
what pictures to use. This chapter will, however, show you where to find pictures
if you don't have any, how to insert pictures and other graphics, how to work
with pictures once they’re in your document, and how to negotiate the precari-
ous relationship between pictures and text.

So, pull up a chair!

Quick Start

The quickest way to create a table in Word is to use one that already exists. It
might not be exactly what you want, but it often will be closer to what you want
than if you create one from scratch. It helps if you can see a picture, of course, and
Word 2007 includes many images of tables. From the Insert tab of the Ribbon,
choose Table = Quick Tables for a view similar to what is shown in Figure 9-1.

Stroll through the gallery to see if there’s something you like — something that
compares favorably with the table in your mind’s eye. If there is, then click on it.
If it has too many rows, you can delete the ones you don't need. If it has too few
columns, you can add a few more. If the proportions and other attributes aren't
quite right, you can use Words table tools to make them right. The point is that
you hit the ground running.
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FIGURE 9-1

The Quick Tables Gallery offers a number of preformatted tables.
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Table Basics

One way to think about a table is as a container for information. The container consists of vertical columns
and horizontal rows. If someone speaks of a five-by-four (5 x 4) table, by convention and agreement, they
mean a table that’ five columns wide and four rows high.

If the terminology is foreign to you, think of rows as you would rows of seats in a theater. Think of columns
as vertical columns on a building. Rows go across, and columns go up and down.

Inserting tables from scratch

There are three basic methods for creating a table from scratch. One is to use the Table tool to select the
numbers of rows and columns you want. In the Insert tab of the Ribbon, click Table. Release the mouse
button and then draw the mouse down through the table grid. As you move the mouse, the selected table
dimensions change, and Word shows a Live Preview in the document window, as shown in Figure 9-2.
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Cell Markers and Gridlines

hen nonprinting formatting marks are displayed (Ctrl+Shift+8), cell markers display in each cell, show-

ing where the cells are, as indicated in Figure 9-2. You might wonder why cell markers are needed if the
table borders show the location of cells. That's because not every table has borders. If a borderless table’s grid-
lines aren’t displayed, you might not even know a table is there! Toggling the cell markers might provide just
the clue you need. Cell markers, incidentally, display whenever paragraph marks do.

When a table has no border, it’s a good idea to display table gridlines. These are nonprinting marks that show
the cell’s dimensions. To display gridlines, click the Show Gridlines tool at the left end of the Table Tools
Layout tab on the Ribbon.

FIGURE 9-2

When a 5 x 4 table is selected in the Table tool grid, a 5 x 4 Live Preview appears in the document window.
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A second method for creating a table from scratch is by using the Insert Table dialog box. To get its atten-
tion, choose Table &> Insert Table on the Insert tab of the Ribbon. As shown in Figure 9-3, you choose the
number of columns and rows, select an AutoFit behavior, and click OK. If you'd like Word to remember to
default to the dimensions you choose, then click the Remember Dimensions for New Tables option.
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If your hands aren’t steady, use the old-fashioned dialog box to choose the number of columns and rows using spin
controls.
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The third method for inserting a table from scratch is to draw it using the Draw Table tool. To begin, choose
Insert = Table = Draw Table. Drag a rectangle to inscribe the outer boundary of your table shell, and then
use the Draw Table tool (or pen) to carve out the desired cells. Use the tools in the Table Tools = Design
Ribbon’s Draw Borders group to set line style, weight, and color for the table borders. Use the Eraser tool to
remove unwanted table parts. See the sections “Borders and table drawing” and “The Table Eraser” later in
this chapter for additional information.

AutoFit behavior

Notice the AutoFit behavior options shown in Figure 9-3. These same AutoFit options are also available
from the shortcut (right-click menu), as shown in Figure 9-4. Keep this in mind if you need to change the
formatting once a table is fully populated.

FIGURE 9-4

When the insertion point is inside a table, table-related options are displayed on the shortcut menu.
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The Fixed Column Width option is straightforward enough. When you choose this option, the column
widths remain fixed unless you explicitly change them by dragging or by using some other method. Note
that fixed is not the same as equal. They might be equal also, but that’s a different concept.

The middle option — AutoFit to Contents —is a formatting attribute that causes a table to automatically
resize as you add or remove material. Its not a temporary setting, so don’t freak out when it acts like it’s
made out of elastic when you add or remove text in existing cells.

The third option — AutoFit to Window — is misnamed. It should be AutoFit to Left And Right Margins.
This option means that the table will remain as wide as the document text itself, regardless of how much
text you stuff into the cells. If you add text disproportionately to any given column, that column will auto-
matically resize, making the other columns correspondingly narrower. But the table itself will maintain the
width of the document text.

Inserting tables based on existing data

As suggested elsewhere in this book, there is a correspondence between the word tab and the word table.
While the proportion of the word processing population that was raised on typewriters is rapidly dwin-
dling, many of us still survive in the wild. Those who took typing classes learned how to fashion tables
using the tab stops and the tab key. Tab stops are metal hardware on a typewriter that literally stop the
carriage when you press the Tab key.

Microsoft knows that tab and table both have the same root. As a result, Word can readily convert your tab-
delineated tables into real tables. The easiest way is to select the “table” (although it might look like a table,
Word doesn't agree). On the Insert tab of the Ribbon, click Table = Insert Table. Word instantly determines
how many rows and columns there are and encloses your data in a table. As shown in Figure 9-5, the results
are basic, but functional. For example, you often end up with the expected number of rows and columns, but
one or both columns might be too wide. In this case, it’s so wide that you can't see where it ends on the right.

FIGURE 9-5

Word easily converts a tabbed “table” into an actual Word table.
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You can fix the width problem easily. Right-click anywhere in the table and choose AutoFit = AutoFit to
Contents (refer to Figure 9-4).

E: | There are other methods for converting text to tables, but they all take more effort. For example,
WAL you can create a table shell (an empty table) that fits the dimensions of the data you have, select
it, and then drag your tabbed data into it.

Convert text to table

Alternatively, you can use the Convert Text to Table dialog box as an intermediary. Select the data to be con-
verted and choose Table &> Convert text to table on the Insert tab. This displays the Convert Text to Table
dialog box, shown in Figure 9-6.

FIGURE 9-6

The Convert Text to Table dialog box guesses how many rows and columns to create.
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This method doesn’t produce instant results, but it does let you set the AutoFit behavior ahead of time,
as well as choose a different column delimiter if the one Word guesses (usually Tabs) is incorrect.

It also a useful diagnostic tool when the quick method illustrated above yields unexpected results, such as
more or fewer columns than you expected. When you get the wrong table dimensions, press Ctrl+Z, inves-
tigate the data, make any corrections, and try again.

You can get the wrong number of columns if there are too many tabs (sometimes obscured due to formatting
issues) or if some rows use spaces instead of tabs to accomplish the table “look.” Figure 9-5 demonstrates the
utility of displaying nonprinting formatting characters, such as tabs. In this case, the user relied upon built-in
tab stops rather than setting a custom tab in the tabbed table. As a result, alignment required two tabs for
some of the shorter items (Books, Pens, and Pencils), and only one tab for the rest. The result confuses Word,
which assumes there are three columns, rather than two. When this happens, dismiss the dialog box, find
and remove the extra tabs, and try again. Don’t worry about setting a properly aligned tab because you're
converting the tabbed data into a table anyway; the table will handle the alignment for you.

Converting tables to text

What goes around, comes around. Sometimes it’s necessary or useful to convert an existing table to text. You
might want to do this if the data needs to be provided to someone else in a different form. Some statistical
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programs will accept CSV (comma-separated value) data, but not Word tables, so you might need to convert
a table to text to use the data in such a statistical program. Or, you might simply find it easier to manipulate
the data in text form, and then transform it back into a table. Whatever the reason, it5s easy.

First, save your document (because it’s easy to make mistakes, too). Next, select the table you want to con-
vert. This activates the Table Tools tab on the Ribbon. Click Layout, and on the right end, choose Convert
to Text. In the Convert Table to Text dialog box, choose the desired horizontal delimiter and then click OK.
Note that if the table contains nested tables, then the Convert Nested Tables option will be available.

Handling tables

Word tables feature several kinds of handles and mouse pointers that enable you to manipulate and select
cells, rows, columns, and entire tables. The table handle, shown in Figure 9-7, is displayed only when part of
the table is selected, and only when All Formatting Marks are displayed (Office Button => Word Options =
Display). Row and column sizing handles, on the other hand, are not affected by the display setting.

FIGURE 9-7

Handles enable you to resize rows and columns by dragging, as well as to select and move whole tables.
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Table handle Resizing Pointer

Use the resizing mouse pointer that appears when you point to a row border to drag the row to make it
larger or smaller. Press the Alt key while dragging to display the measurements on the vertical ruler (even if
the vertical ruler currently is not displayed).

Columns can be resized in a similar way by dragging a vertical resizing pointer (it looks like the row resizing
pointer, but flipped 90 degrees). Again, adding the Alt key displays the measurements, this time on the hori-
zontal ruler, enabling you to drag with a little more precision. You can modify the results by pressing the Ctrl
or Shift keys while dragging. Experiment to see which method yields the desired results. Remember: Ctrl+Z
is your friend.

The entire table can be resized proportionally using the resize table handle. Hover the mouse pointer over it
until you see a diagonal arrow and drag to expand or shrink the table.

Selecting tables, rows, and columns
Click on the table handle to select the entire table. You can also select an entire table by right-clicking any-
where in the table and choosing Select Table. If you're Ribbon-oriented, you can always select the table by

clicking anywhere in it to reveal the Table Tools tab of the Ribbon, shown in Figure 9-8, and then clicking
Select = Select Table in the Layout tab.
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Use Table Tools > Layout tab to access a number of table selection and manipulation tools.
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There is also a keyboard method for selecting tables, but it’s a nuisance to remember and to use. With the
insertion point anywhere in the table, and NumLock engaged, press Alt+Shift+5 on the number pad. If
NumLock isn't engaged, then press Shift+5 on the number pad instead. Unless it's Thursday, of course,
in which case. . . .

To select a cell, you can use the method illustrated in Figure 9-8. Using the keyboard, selecting the cell
marker selects the cell. Hold down the Shift key and use the arrow keys to expand the selection to other
cells. Using the direct mouse method, move the mouse pointer so that it is the diagonal black arrow indi-
cated in Figure 9-9. You can drag to expand the selection to include additional cells. Or, hold the Ctrl key
and use the select cell pointer to select additional discrete cells.

FIGURE 9-9

Word's mouse pointer changes shapes to indicate what action a click will perform.
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To select a row without using the Ribbon, move the mouse pointer so that it assumes the Select Row shape,
and click. Drag to expand the selection to include contiguous rows, or Ctrl+Click using the Select Row
pointer to select additional noncontiguous rows.

To select a column without using the Ribbon, move the mouse pointer so that it takes on the Select Column
shape, and click. Again, drag to expand the selection to include additional contiguous columns, or
Shift+Click using the Select Column pointer to select additional discrete/noncontiguous columns.

Copying table matter

When copying all or part of a table from one table to another, you need to consider the dimensions of the
source and the target. Sometimes, when you paste into the new table, the whole table is pasted into a single
cell! Thats hardly ever what you want!
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As a general rule, when pasting table matter, the receiving dimensions should match the sending dimen-
sions. If you're trying to paste a 4 X 5 set of cells into a table whose dimensions are 6 X 8, then copy the

4 x 5 source to the Clipboard, then select the desired 4 X 5 location in the receiving table, and then paste.
Pasting without first selecting sometimes works, but sometimes doesn’t. The situation can get ever weirder
when pasting between Word and Excel, so have that Ctrl+Z (Undo) key standing by.

To control what happens with respect to formatting, see Office &> Word Options => Advanced = Cut, Copy,
and Paste section. Use the top four Pasting options to specify what happens when you paste under a variety
of circumstances. If necessary, temporarily enable the desired behavior, perform the paste, and then go back
to reset the defaults.

Moving and copying columns

To move one or more adjacent columns, select them and then drag to the desired column. Release the
mouse button anywhere in the destination column. The selected column(s) will move to the position of the
destination column, which will scoot to the right. To move one or more selected columns to the right of the
right-most column, drop the selection at what appears to be outside the right edge of the table. As shown in
Figure 9-9, there are cell markers to the right of the table’s right boundary. When moving columns to the
right side of the table, drop them on those exterior markers.

To copy one or more columns, hold the Ctrl key as you drop. The selection will be inserted at the drop
point, using the same location rules that apply when moving columns.

Moving and copying rows

Rows can be moved and copied in the same way as columns, except with respect to last row. The last row
does not have exterior cell markers. If you drop a selection of one or more rows onto the last row of a table,
the selection will be placed above the last row. If you drop it after the last row, the selection will be
appended to the table, but the formatting will often change.

Instead, when you want to move rows after the last current row, drop them on the last row. Then, put the
insertion point anywhere in the last row and press Ctrl+Shift+Up Arrow to move the stubborn last row up

to where you want it.
o " s Anytime you want to move table rows around, Ctrl+Shift+Up and Ctrl+Shift+Down can be
el J@n &8 used to push the current row up or down in the table. If you’re moving a single row, you don’t
need to select anything. If you’re moving multiple contiguous rows, select them first.

Table properties

If you prefer to manipulate tables nongraphically, click Properties in the Table Tools => Layout tab, or right-
click a table and choose Table Properties to display the dialog box shown in Figure 9-10. Use the Table tab
to control overall layout and behavior; use the other tabs to control row, column, and cell characteristics.

Preferred width

Preferred width sets a target width for the table. Preferred width can't be absolute, however, because tables
contain text and data, and are further constrained by paper and margin settings. Note that preferred width
is overridden by AutoFit settings.
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FIGURE 9-10

Use Table Properties to control overall alignment, indentation, and positioning of tables.
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Table alignment affects the entire table with respect to the current left and right margins. If the table extends
from the left margin to the right margin, which is the default for tables inserted in Word, then the alignment
controls seemingly will have no effect. This makes it easy not to notice if they’re changed. If you later nar-
row the table, its placement on the page might suddenly seem askew. That’s the time to visit the Table
Properties dialog box to see what’s going on.

Table alignment is a sore spot for some users due to the fact that table alignment and text alignment within
cells are different things. Whereas table alignment can be set using the Alignment tools in the Ribbon, if the

entire table is not selected, then the Home tab’s Paragraph alignment tools affect only the selected portion of
the table.

The Cell Alignment option, shown in Figure 9-11, affects only selected cells. The Alignment tools in the
Table Tools = Layout tab also affect only selected cells.

The bottom line is that if you're having trouble centering your table, center it using the Alignment control in
the Table tab of the Table Properties dialog box. You can't go wrong.

Table indent from left

This setting controls how far the table is from the left margin. There is no Ribbon control for this setting,
and it cannot be set using the ruler line.

Note that Indent from Left is available only when Text Wrapping is set to None (see Figure 9-10). When
Around Wrapping is enabled, use Table Positioning to set the distance from the left, as shown in the section
that follows.
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Cell Alignment affects only the text inside cells, even if the entire table is selected.
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Text wrapping

Tables can be inserted in line with other text, or they can be moved/dragged so that text outside the table
wraps around them, as shown in Figure 9-12. You can achieve wrapping by selecting the appropriate option
in the Table Properties dialog box, or you can force it by dragging a table to the desired location, using its
handle. This automatically changes the setting from None to Around.

FIGURE 9-12

Tables can be positioned for text wrapping, like graphics.
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Positioning
Table Positioning is used much like the positioning settings for graphics. Most of the settings here need no
further explanation.

The Move with Text option controls whether the table’s vertical position is governed by the paragraph to
which it is anchored. If Move with Text is enabled, the Vertical Position can be Relative to only Paragraph.
Use this setting if the paragraph’s content and the table’s content are intertwined so that the table would not
make sense except in that paragraph. This often is the setting you want for research reports.

Turn off Move with Text if the location of the table is not logically tied to a particular paragraph. This setting
might be more in keeping with the design of a brochure or a newsletter in which the table’s contents are rel-
ative to the entire document, and should appear in a particular location for aesthetic reasons.

Table Layout and Design

Word 2007’ Table Tools contextual tab of the Ribbon provides you with most of what you need to create
tables that are both aesthetically appealing and functional. Naturally, Word can’t do all of the work. Its up
to you to decide on presentation. When you get stuck for ideas, however, sometimes the Ribbon provides
just the touch of inspiration, or just the right suggestion or hint to speed you along your way.

Word’s Table Tools tab has Design and Layout tabs. In many ways, although Design comes first in the Ribbon,
Layout logically comes first. Layout determines whether or not your presentation is logical, meaningful to the
reader, and ultimately whether it helps whatever point you're trying to make. After all that, design is icing on

the cake.

So far, we've looked at a number of basic tools that help you achieve the right structure for your tables. In
this section, we’re going to look at how to mold tables into shape and then polish them for presentation.

Many of the Ribbon techniques described in this section are also available in the right-click
RS context menu. If you prefer the context menu to the Ribbon, press Ctrl+F1 to dismiss the
Ribbon and go for it!

Modifying table layout

Once you have your basic table, what do you do with it? We all know that situations, ideas, and data
change. Let’s look at how to cope with change.

Note that all references to the Layout tab in this section actually refer to the Table Tools &> Layout tab. We
can save ink and trees by saying that up front rather than each and every time the need arises. Note that
none of the layout tools provide Live Preview. Live Preview must wait for the Design tab discussion.

Deleting tables and table parts

Sometimes you need to trim your tables by deleting rows or columns. Sometimes you have to delete the
entire table. Sometimes this simple act can prove more daunting and challenging than you expect. If you
select a table and tap the Delete key, the data inside the table is deleted, but the table shell itself is still there!
“Good trick! Now, make it go away!” you exclaim. The same thing sometimes happens when you try to
delete a cell, a row, or a column.

When the Delete key doesn’t do what you want, try the Backspace key instead.
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Rather than say this a half dozen times, let’s just say it once. If you want to remove the contents of a cell,
row, column, or table, select what you want to remove and tap the Delete key. In what follows, we’ll be
looking at table structure, not contents.

Deleting tables

As you've seen, you can't just select a table and tap the Delete key. That would be too logical and easy.
Instead, select the table and tap the Backspace key. Goodbye table. Why? Who knows. It works.

Alternately, click anywhere in the table (no need to select anything) and in the Layout tab, choose Delete &>
Delete Table, as shown in Figure 9-13. Again, the table is gone. If you absolutely positively need to know
how to do it using the Delete key, insert a paragraph above or below the table (but outside the table) and
include it in the selection. Now when you press Delete, the table departs.

You can also kiss the table goodbye by cutting it to the Clipboard. Select the table and click the Cut tool, or
press Ctrl+X (or Shift+Delete). Of course, this clutters the Clipboard, which you might not want cluttered.

FIGURE 9-13

Delete the current cell, column, row, or table using the Layout tab’s Delete tool.
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Deleting rows, columns, and cells

To delete the current row or column, you have the same options: select the offending rows or columns and
press Backspace, or choose Delete = Delete Columns, Delete &> Rows, or Delete = Cells from the Layout
tab’s Delete tool (refer to Figure 9-13).

When deleting cells, Word needs a little more information. You are prompted as shown in Figure 9-14.
Make your selection and click OK. Now you know how those rag-eared tables you sometimes see lost their
corner cells!

FIGURE 9-14

Word prompts to find out how to handle the rest of the column or row when you delete a single cell.
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Inserting rows, columns, and cells

To insert a row or column into a table, click in the row or column adjacent to where you want to insert, and
then click Insert Above, Insert Below, Insert Left, or Insert Right, depending on where you want the new
row or column to appear. If you miss, you can always drag the new row or column where you want it.

B To add a new row to the end of an existing table, put the insertion point in the bottom right cell
S8 and press the Tab key. To add additional rows, press F4 (Repeat). Or, hold the Tab key until it
repeats, and then continue holding until the table has the desired number of new rows. To add a new interior
row, click outside the right side of the table above where you want the new row to appear, and press Enter.

To insert multiple rows or columns, you have a couple of options. Select the number of rows or columns
you want to insert, and then click the appropriate Insert tool. Word will insert as many rows or columns as
you have selected. Alternatively, insert a single row or column, and then press the F4 (Repeat) key for each
additional row or column you need.

To insert cells, select the cell(s) adjacent to where you want the new one(s) to appear, and click the Insert
Cells launcher in the bottom right corner of the Rows and Columns group in the Layout tab. You'll see a
dialog box with the identical options shown in Figure 9-14. Choose the desired action and click OK.

Controlling how tables break

Sometimes you don’t particularly care how tables break across pages, but sometimes you do. When you
have an opinion, select the row or rows in question and click Properties in the Layout tab (or right-click the
selection and choose Table Properties from the shortcut menu). In the Row tab under Options, Allow Row
to Break Across Pages is enabled by default. Clear this option if you absolutely positively don’t want the
selected row(s) to break.

To force a table to break at a particular point, move the insertion point to anywhere in the row where you
want the break to occur, and then press Ctrl+Enter. Note that this doesn’t simply force the table to break at
that point, it actually breaks the table into two tables. If the Repeat As Header Row At The Top of Each Page
setting is enabled, it won’t be inherited by the “new” table. You'll need to copy the heading row to the new
table and reinstate the setting, if needed.

Merge
Sometimes you need to merge columns, rows, or cells. Merging cells is easy. Select the cells you want to
merge and click Merge Cells in the Layout tab (refer to Figure 9-13).

T You want it even easier? Use the Table Eraser, in the Table Tools => Design tab. Click the Eraser
button, and then click on the table line segment that stands between Romeo and Juliet. Instant

marltal bliss. Click the Eraser button again, or press the Esc key to turn it off. Jump ahead to the section “The

Table Eraser” near the end of this chapter for more exciting details.

Word can't really merge rows or columns. Suppose, for example, that your table has three columns, and you
need to merge each of the cells in two adjoining rows. What you want to end up with is one new row with
three new combined cells. If you select both rows and click Merge Cells, however, Word treats that as a
request to merge all of the cells in the selection, and you end up with one big cell. This is illustrated in
Figure 9-15. There is no way around this. If you want the middle result, you must merge each set of cells
separately (in other words, merge A and E and then merge B and G). To effect a merge of the columns,
while retaining the rows, you would need to merge A and B, and then F and G.
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Word cannot merge into multiple cells.

What you have...

A B
F G

What you want...

A B
F G

What you get...
A

B
F
G

Splitting cells, row, and columns

At first, it seemed that one cell, row, or column was fine, but later you decide that the logic of the presenta-
tion calls for two (or more) where there once was one. In any divorce, amicable or not, one has to divvy up
the jointly held property. Like a few of the shadier attorneys, Word seems to think that everything should go
to one party, the other getting nothing.

If we reverse the situation illustrated in Figure 9-15, to make a long story short, we end up with all of the
data in the upper row, as shown in Figure 9-16.

FIGURE 9-16

When you split cells, Word’s distribution logic probably won't agree with yours.

What you get...

A F
B G

When you split cells using Word’s default divorce attorney, you're going to have to manually redistribute the
goodies after the split. You get to be the judge!

A better solution to managing and controlling split-ups is to use the Draw Table tool, described later in this
chapter. In Table Tools = Design, click on the Draw Table tool to set it in motion. Use the tool to draw a line
in a cell between the items you want to separate. The items above the new line go north, and the ones
below the line head south.

Horizontal splits are often harder to control. The trick is to make sure that items are horizontally displayed
and separated either by at least two spaces or by a tab (press Ctrl+Tab to insert a tab inside a table). It can
still be tedious, but it’s a bit more direct than using the dialog box, and you have a bit more control and pre-
cision, your honor.
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Cell size

When using a table to lay out a form, cell measurements sometimes have to be precise, especially when try-
ing to align a Word document with preprinted forms. When cell height and width need to be controlled
precisely, click in the corresponding boxes in the Cell Size group on the Layout tab, shown in Figure 9-17.
Note that cell height cannot vary for any cell within any given row.

FIGURE 9-17

Use the Cell Size group to specify the precise height and width of rows and columns.
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When you need rows to all have the identical height, click the Distribute Rows button. If rows are of differ-
ent heights — as sometimes happens when converting part of an Excel spreadsheet into a Word table — this

command determines the optimal height and equalizes the height of all selected rows, or of all rows in the
table if no rows are selected.

Similarly, click Distribute Columns to set selected or all columns to the same width. If columns in different
rows have different widths, this command will not equalize the whole table. It works only when all the rows
have the identical width. If any differ (e.g., if row 2 is 4" and all of the other rows are 3.5", giving the table a
ragged left and/or right edge), it won't equalize them all. To remedy this, drag the right border(s) of shorter
or longer rows so that they all align on the left and right.

Cell alignment

Cell alignment offers nine options, as shown in Figure 9-18. To set or change cell alignment, click in or
select the cells you want to change, and then click the desired tool. As noted elsewhere, many users confuse
cell alignment with table alignment. With the whole table selected, this tool will at most set the individual
alignment of each cell, and won't have any effect on table alignment. Instead, select the whole table and use

the Paragraph Alignment tool in the Home tab of the Ribbon, or use the Alignment setting in the Table
Properties dialog box.

FIGURE 9-18

Word offers nine options for cell alignment.

SEE
HEE

=l [= = pirection Margins

Alignment

= 0O

Text Cell

196

Text direction

To control Text direction in table cells, click the Text Direction tool in the Layout tab. This option often

makes possible the portrait presentation of tables that otherwise might need to reside in separate landscape
document sections.



Cell margins and cell spacing
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Word provides several different kinds of controls for cell margins. Cell margin is the distance between cell
contents and the imaginary lines that divide cells. Proper margins can keep cells from becoming too
crowded. Additional spacing sometimes helps achieve a precise look. It can also prevent data from printing
over the borders when using a table to format data for printing on preprinted forms. To set cell margins and
cell spacing, click Cell Margins in the Layout tab, shown in Figure 9-18. This displays the Table Options

dialog box shown in Figure 9-19.

FIGURE 9-19

If your table is too crowded, increase the default cell margins.

Default cell spacing
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Despite the text in the dialog box, this does not set the default cell margins or spacing for tables. It sets those

only for the currently selected table.

Cell spacing can be used to create the rather cool effect shown in Figure 9-20. This gives the table the

appearance of having a distinct box inside each table cell.

FIGURE 9-20

Cell spacing can give tables a more dramatic appearance.

B. Nature of Work (Demand)

A Longstanding Experience

E. Expertise to Administer Program
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Tables that span multiple pages

When a table spans multiple pages, Word can automatically repeat one or more heading rows to make the
table more manageable. When the need arises, select the target table’s heading rows (you can have multiple
heading rows), and click Repeat Heading Rows in the Layout tab. The selected heading rows are then repeated
where necessary. The setting can be toggled on or off for each individual table. Because the number of heading
Tows can vary, this setting cannot be made the default for all tables, nor incorporated into a style definition.

This setting has no observable effect on tables that display or print on a single page. It also has no effect on
pages displayed in Web view, because Web pages are seamless and pageless in concept.

Sorting tables

Word provides a flexible and fast way to sort data in tables. As noted in Chapter 6, “Paragraph Formatting,”
it can also sort lists that aren't in tables. To sort a table, click anywhere in the table and click the Sort tool in
the Layout tab. Word displays the Sort dialog box, shown in Figure 9-21. If the table has headings at the top
of each column, enabling the Header Row setting does two things. First, it provides labels in the Sort By
and Then By drop-down lists. Second, it excludes the header row from being included in the sort. Unlike
the previous feature, this one allows only a single header row.

FIGURE 9-21

The Sort command lets you sort by up to three fields.
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To sort, set Sort By to the first field. Setting Type to Text, Number, or Date affects the way data is sorted. For
Weight, shown here, sorting by number ensures that the correct sorting order will be used. Choose the
desired order, Ascending or Descending. If you have additional sort fields, use Then By to include up to two
of them. Click Options for additional settings, including how fields are separated (for non-table sorts) and
additionally whether to make the sort case sensitive, and to set the sorting language. Click OK to close Sort
Options, and then click OK to do the sort.
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Table math

Word can perform some calculations using the Formula tool shown in the Layout tab in Figure 9-18. It

is limited, however, and is subject to hard-to-spot errors. If you use Word for math, double-check all
calculations using a calculator or Excel. But if you have Excel and you need math in tables, then use Excel,
period. You can then link the results to Word. See Chapter 44, “Integration with Other Office Applications,”
for additional information on using Excel with Word.

Modifying table design

Word 2007 provides a number of powerful new tools to help you quickly enhance the look and feel of your
tables. One of these tools, Table Styles, features Live Preview. In this section, we'll look only at the features
contained in the Table Tools = Design tab, shown in Figure 9-22.

FIGURE 9-22

The Table Tools = Design tab provides access to six preset Table Style Options and a gallery of Table Styles.
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Word 2007 has a number of preset table styles that you can apply to any table. They provide a wide variety
of different kinds of formatting that can be previewed live in your table. You can use these styles to ensure a
consistent, professional look to your tables. You can also modify them and save the modified version for
later use.

To use a table style, click anywhere in the target table to activate the Table Tools tab. Under Table Tools,
click Design. In Table Styles, hover the mouse over different styles and observe the changes to your table.
As you move the mouse, ScreenTips display the name of the selected table style (such as Table Colorful 2),
as shown in Figure 9-23.

If you see a style you like, click on it to apply it to your table. If it’s not perfect, you can modify it. If you
don't see a style you like, click the More button to the right of the table styles that are showing. Word dis-
plays the full Table Style Gallery, showing Custom, Plain, and Built-In table styles, as shown in Figure 9-24.
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As you move the mouse over different table styles, the currently selected table displays a Live Preview of the formatting.
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FIGURE 9-24

The Table Style Gallery enables you to test-drive dozens of built-in table styles.

Custom &

Maodify Table Style...

=
@ Clear
=

Hew Table Style...

To modify the currently displayed table style, click Modify Table Style just below the Table Style Gallery, to
display the Modify Style dialog box, shown in Figure 9-25. You can use the Modify Style dialog box to
apply style formatting, as described in Chapter 7, “Styles.”
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FIGURE 9-25

If you type a new name, the style will be saved as a custom style in the Table Styles Gallery.
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For additional options, right-click a table style in the gallery for the menu shown in Figure 9-26. Note the
Set as Default option. This option enables you to set the selected table style as the default for all tables in
the current document, or as the default for all future tables in documents based on the current template
This enables you to easily achieve a consistent look for tables you add to your documents

FIGURE 9-26

For additional options, right-click any table style in the gallery.

Apply (and Clear Formatting)
Apply and Maintain Formatting
New Table Style

Modify Table Style

Delete Table Style

Set as Default

Add Gallery to Quick Access Toolbar

I Making this your default table style does not apply the style to existing tables. You would need
| to do that using the method described above (albeit one table at a time). Note also that the
Modlfy Style dialog box for table styles lacks the Automatically Update option. That denies you the potential

utility or the disastrous consequences (take your pick) to which that might lead given the preponderance of
documents based on the normal.dot or normal . dotm templates
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Table style options
Word provides access to six options, shown in Figure 9-22, that it can automatically apply to your table.
For these to work, the table must have been formatted using one of the Built-In table styles instead of Plain
Table, shown in Figure 9-24. Click to check or uncheck to apply those features to your tables. Table style
options provided are as follows:

B Header Row — Applies special formatting to the entire top row in your table.

B First Column — Applies special formatting to the entire first column.

B Total Row — Applies special formatting the last row, except for the first cell.

B Last Column — Applies special formatting to the last column, except for the top cell.

]

Banded Rows — Alternates shading in rows to create a horizontal striping effect. This helps the
reader focus on specific rows.

B Banded Columns — Alternates shading in columns to create vertical strips, focusing the reader
on columnar comparisons.

Each of the style options works together with Table Styles. Each Table Style might have any of these attributes
enabled. Use the checkboxes to add or remove attributes.

Shading

Shading refers to the background color for tables, which can be applied individually to cells, rows, or columns,
or to a complete table. Shading sometimes is used to draw attention to one or more elements of a table.

Shading is a Live Preview attribute. As shown in Chapters 5 and 6, shading is applied by selecting the part
of the document you want shaded, and then using the Shading tool, as shown in Figure 9-27. You can use
either of the Shading tools in the Ribbon to shade a table, not just the one in the Design tab. The Home tab’s
Shading tool also works.

FIGURE 9-27

If you apply one of the Theme Colors to shade a table, the table shading will change when different themes are

applied.
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Borders and table drawing

Borders refers to lines that separate a table into cells, rows, and columns. You've seen in other chapters that
borders are not unique to tables, and can be applied to characters and paragraphs as well. They also can be
applied to other Word document elements, such as text boxes, frames, and graphics. Any of the border
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tools can be used to control borders in tables. None of the border tools offer Live Preview, although the
Borders and Shading dialog box does provide a generic preview.

You have two strategies for working with borders. You can use the holistic approach by launching the
Borders and Shading dialog box. For a detailed description of how to apply borders using the Borders and
Shading dialog box, see the “Borders and boxes” section in Chapter 6.

The second strategy uses an ad hoc approach, by using the Borders, Line Style, Line Weight, Pen Color,
Draw Table, and Eraser tools in the Design tab, shown in Figure 9-28. Much, if not all, of what you can do
using the Borders and Shading dialog box, you can also do using the Borders tool, in combination with the
Draw Borders group in the Design tab. Use whichever method works better for you, and it doesn’t have to
be the same method or set of tools each time.

FIGURE 9-28

Use the Borders tool and its friends to perform ad hoc editing on table borders.
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You should experiment with the Borders tools to get a feel for how they work. Even if you generally prefer
the dialog box approach, the individual tools are great when you want to touch up or polish the look of a
table. Keep in mind that you can use Ctrl+Z to remove the last effect applied, and F4 to reapply the most

recent effect to a new selection.

When you use the Borders tool, it applies the current style, weight, and color shown in the Draw Borders
group. For example, if you use the Borders tool in the configuration shown in Figure 9-29, the line style
will be the triple line shown, 2 points, and black (which might be hard to see in a book with grayscale
pictures). Therefore, to apply a black, 2" point triple line to the outside perimeter of the currently selected
table cells, rows, columns, or complete table, choose Borders = Outside Borders, as shown in Figure 9-29.

You can also change existing borders using the Draw Table tool. Like the Borders tool, the Draw Table tool
also takes its cue from the currently selected style, weight, and color.

To change a particular border to blue without changing the other border attributes, for example, use the
style and weight controls to reset those controls so that they match the current border settings. Use the Pen
Color control to choose the shade of blue that you want. Finally, click Draw Table to turn the tool on (it will
look pushed-in), and then click each of the borders you want dyed blue. Note that the Draw Table tool
affects only one border at a time.
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Use the Borders tool to apply borders by name, remove borders (No Border), draw a horizontal line, display gridlines,
as well as launch the Borders and Shading dialog box.
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To turn the Draw Table tool off, either click it again (it’s a toggle) or press the Esc key.

Using either the Draw Table tool or the Borders tool, it’s possible to place ugly diagonal lines
in table cells. Unfortunately, the effect is purely visible, not functional. You cannot place data

above and below those lines. Some folks use these ugly lines to indicate that the cells contain no data. Some

might well imagine that emptiness or subtle shading conveys the same information, and somewhat more ele-
gantly and eloquently. It’s all a matter of style and aesthetics. If you want ugly diagonal lines and X’s in your
tables (yes, the diagonals can go both ways at the same time), it’s entirely up to you. It’s your table.

Drawing tables from scratch

You can also use the Draw Table tool to draw tables from scratch. In the Insert tab, choose Table = Draw
Table. Use the table pen to drag to form an overall outline of the table. Then use the pen to add rows or
columns, as shown in Figure 9-30. If necessary, you can use the Layout tools later to touch up any cell, row,
or column dimensions that need to be adjusted.

FIGURE 9-30

Use the Draw Table tool to create tables from scratch, as well as to expand, extend, and modify existing tables.

_______ g
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The Table Eraser

The Table Eraser is a powerful tool, and perhaps misunderstood. The Eraser actually erases parts of tables.
It doesn't merely remove border lines. It actually deletes the table structure it touches. To turn the Table
Eraser on, click the Eraser button at the far right end of the Table Tools &> Design tab.
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No, it won't leave a hole in the middle of the table where non-table text can leak through (although that
would be really cool). What it can do, however, is turn interior cells into a larger interior cell. Or, if you've
ever wanted to knock a table’s block off, now’s your chance. You can use the Table Eraser to remove corner
cells from tables. In some presentations, the top left corner cell serves no purpose, so why tolerate its pres-
ence? Erase it!

To dismiss the Eraser, either click the Eraser tool again to toggle it off, or press the Esc key. The Table Eraser
also goes away if you click outside a table (i.e., in regular text).

Inserting Pictures from Files

Is a picture really worth a thousand words? It’s up to you. Pictures for their own sake might simply clutter
up a document and make it more time consuming to send to somebody and more expensive to print. Used
carefully, pictures enable you to show the reader what you mean. Yes, used the right way, pictures can save
many paragraphs of explanation, so perhaps a picture is worth a thousand words — maybe more. If not,
there wouldn't be so many pictures in this book, helping to illustrate ideas.

You can insert pictures in Word in several ways, using pictures from a variety of different graphics formats.
We'll look at formats shortly.

If you have pictures on removable media — such as SD (secure digital), CF (compact flash), CD, or DVD —
it’s usually best if those pictures have been copied to your hard drive before proceeding. While you can
insert directly from such sources, or from a LAN or over the Internet, you have more options available to
you if the files are on your own computer in a location that is always accessible.

You might also have pictures available from a webcam, other camera, or a scanner connected to your com-
puter. Assuming the formats are supported, those also can be inserted into Word.

While it’s not necessary, computing life is usually easier when pictures, sounds, and other files are where
Word and other programs expect them to be. In the case of pictures, the expected location is your My
Pictures subfolder of the My Documents folder (Windows XP) or Pictures folder (Windows Vista). You'll see
why in this chapter. 'm going to assume that you've either copied the picture(s) you want to use to the
applicable folder, or that you otherwise know where to find them.

I'm also going to assume that you're working with Word 2007 .docx files, and not Word 97-2003 compati-
bility mode files. This matters because things are a bit different in compatibility mode. In compatibility
mode, linking of picture files is accomplished using the INCLUDEPICTURE field. In Word 2007 mode,
linking is accomplished using XML relationships.

To insert a picture at the current insertion point, choose Insert & Picture, which displays the Insert Picture
dialog box. Assuming the picture is listed there, select it, but don’t double-click it yet. Word displays a
sometimes blurry preview (see Figure 9-31). As shown, click the drop-down arrow next to Insert to view
the Insert options.
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FIGURE 9-31

When you insert a picture, Word’s default location is the \My Documents\My Pictures folder in Windows XP or
Pictures folder in Windows Vista (shown here).
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When inserting a picture this way, Word offers three options:
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Insert — The picture is embedded in the current document. If the original is ever deleted or
moved, it will still exist in your document. If the original is ever updated, however, your docu-
ment will not reflect the update. The document file will be larger because the original image is
stored in the .docx file. If neither file size nor updates are important, this is the best option.

Link to File— A link to the picture is inserted, and the picture is displayed in the document. The
document file will be smaller — often dramatically smaller — because the image is external to the
Word document. If the original file is moved or deleted, it will no longer be available for viewing
in the document the next time you start Word and reopen the document, and you will see the
upsetting and confusing message shown in Figure 9-32 (see the following Caution for more infor-
mation). On the other hand, if the image is updated (press F9), the update will be available and
displayed in Word. If file size is an issue but the availability of the image file is not, then this is the
best option.

Insert and Link — The image is both embedded in the document and linked to the original file.
If the original file is updated, the picture in the document will be updated to reflect changes in
the original. Because the file is embedded, the document will be larger than it would be if only
linked. However, the document will not be larger than it would be if only inserted. If file size is
not an issue but updates are, then this is the best option.
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FIGURE 9-32

If a linked, non-embedded picture is moved, renamed, or deleted, Word will not be able to display it the next time
you start Word and open the document.
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B If a link is broken, it can be confusing to discover the name of the missing file(s), especially if
you're accustomed to Word 2003 or earlier. That’s because linked files are not linked using

fleld codes. You can’t toggle field codes to discover the name. If you right-click the picture, there is no menu

item that will tell you the name of the file. To discover the name, choose Office Button = Prepare = Edit

Links to Files. (The command only appears when links exist in the document.) In the Links dialog box, the
name of the file is shown next to Source File.

If your picture format isn’t supported

If the picture you want doesn't appear in Word’s Insert Picture dialog box but you know that it’s really there,
open the Files of Type drop-down list shown in Figure 9-33 to verify that Word supports the format. If your
picture format isn't supported, there are several possible reasons.

FIGURE 9-33

Word supports a number of popular graphics formats, but some formats do not come with Word 2007.
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The most popular picture format used by most digital cameras is JPG, which stands for Joint Photographic
Experts Group (so if you didn’t know before, you do now). Word 2007 comes with a converter that sup-

ports .JPG files. Other Word 2007—supported popular formats include .GIF, which is heavily used on the
Internet (because of support for transparent backgrounds, which makes such images better suited for web

page design), .PNG, .WMF, and .BMP. Note that the latter two are natively supported by Word and do not
require special converters.
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Which formats are supported by your installation of Word depends on several things. Several graphics con-
verters are installed as part of Office 2007’ Shared Features. Other converters installed by other programs
might also be available. If you had Office 2000 or Office XP installed on your computer and upgraded to
Office 2007, additional converters possibly were installed as well.

If your file uses any of the formats that come with Office 2007 but they dont show up in the Insert Picture
dialog box, then it’s probable that you didn't install all of the converters. To add the missing converters,
from Windows Control Panel, run Add or Remove Programs (Windows XP) or Programs = Installed
Programs (Windows Vista), and locate Microsoft Office 2007. The precise name depends on which flavor of
Office 2007 you have.

Click Change = Add or Remove Features = Continue. Expand Office Shared Features &> Converters and
Filters &> Graphic Filters. Click the drop-down arrow by Graphic Filters and choose Run All from My
Computer. While you're here, you might want to install all of the text filters as well. You never know when
they might come in handy. Click Continue and follow any instructions (which might or might not include
inserting the original Office 2007 DVD or CD). When you're done, go back and check whether your picture
format is now supported.

If your file format isn't supported natively by Word 2007, try searching for a “converter pack” on Microsoft’s
support site for Office and see what you can find. Choose Office & Word Options = Resources = Check for
Updates. Once there, type converter pack in the Search box, and click Go. At this writing, several are listed.

Pictures from the Clipboard and Internet

You can also insert pictures from the Clipboard and from your Internet browser (usually, but not always). To
use the Clipboard, display the picture in any Windows program that supports graphics, and use that pro-
gram’s controls to select and copy the picture to the Clipboard. If all else fails, try right-clicking the picture
and choosing Copy or Copy Picture. Then, in Word, move to where you want the picture, and press Ctrl+V
(or click Paste in the Home tab of the Ribbon).

Sometimes the copy and paste method works from Internet Explorer, Firefox, Netscape, and other popular
browsers, other times not. When the Clipboard method fails, or when you want a copy of the file itself (not
simply the embedded version in a Word document), you can try several things.

In Firefox, right-click the picture and choose Save Image As. In Save Image, navigate to where you want to
store the file, accept the name shown or type a new one (no need to type an extension — Firefox automati-
cally supplies the extension), and click Save. In Internet Explorer, right-click the picture and choose Save
Picture. Again, navigate to the desired location, pick a file name, and click Save.

If you’re harvesting a number of files from an Internet browser, open a copy of Windows

i Explorer and navigate to where you want to store the pictures. Using the left mouse button,
drag the pictures from Internet Explorer and drop them into Windows Explorer. Click Yes to confirm copying
the file, and then continue.

There are a number of ways to find pictures on the Internet, from surfing to explicitly searching. Google itself
has an image Search feature. From Google’s home page, click Images. In the Image Search page, type the
search text (enclose in “quotes” to search for a whole name), and click Search Image. Another common tech-
nique is to search for “gallery,” although, these days, you'd probably find a lot of Office 2007 gallery hits!
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Manipulation 101

Now that you've got those pictures, what are you going to do with them? Word 2007 provides a number of
cool new tools that really expand your presentation options. What you can do with pictures depends on
how they “live” in the Word document. We'll look at the various wrapping options and their implications,
and then move on to working with pictures, knowing that there are some constraints. Keep in mind also
that this discussion is about working with Word 2007 format documents. If we were to deal with Word
97-2003 format, this book might need another 900 pages because the methods are so different.

Wrapping

Wrapping is the term used to classify the various ways in which pictures (as well as other graphics) are used
in a Word document. It helps to understand that a Word document has several different layers. Where you
normally compose text is called the text layer. There are also drawing layers that are both in front of and
behind the text layer. A graphic inserted in front of the text layer will cover text up, unless the graphic is
semi-transparent, in which case it will modify the view of the text. Graphics inserted behind the text layer
act as a backdrop, or background, for the text.

Additionally, there is the header and footer layer. This is where headers and footers reside. This area is behind
the text area. If you place a graphic into a header or footer, the graphic will appear behind the text. Dim
graphics placed in the header/footer layer often serve as watermarks. Sometimes, the word CONFIDENTIAL
will be used in the header/footer layer, branding each page of the document as a caution to readers.

Setting wrapping and wrapping defaults

Wrapping determines how graphics interact with each other and with text. Different wrapping settings are
shown in Table 9-1. To set the wrapping behavior of a graphic, double-click it and then click the Wrapping
tool in the Arrange group (in Picture Tools = Format tab, or in the Page Layout tab). Choose the desired
wrapping from the list shown.

You can also set the default wrapping. If you're a long-time Word user, you likely already have a default
wrapping style that suits your generic needs. If not, then in time you likely will find that you frequently
change the wrapping from the default to something else. If that happens a lot, you can save yourself a step
by setting the wrapping default to your usual setting.

To set the default wrapping style for most graphic objects you insert, paste, or create, choose Office Button =
Word Options = Advanced. In the Cut, Copy, and Paste section, use Insert/Paste Pictures As to set wrapping
to any of the options shown in Figure 9-34. This setting determines the default for most, but not all, graphics
inserted into Word.

Notable exceptions are Shapes (the leftmost group in the Insert tab) and Text Boxes. Shapes and Text Boxes
can be set to any wrapping style after the fact, but they are always inserted as In Front of Text. Another
exception, of sorts, stems from the fact that if you copy a picture from one part of a document and paste it
elsewhere, then it will inherit the wrapping style of the original picture and won’t use your default.
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Wrapping behavior determines what you can do with a picture in Word.

In line with text
H Square
yf-  Tignt
= Behindtext
H In front of text
H Through
H Top and bottom

Knowing how you plan to use a picture and what you need to do to it should determine the wrapping set-
ting. Wrapping effects and typical uses are shown in Table 9-1. Wrapping comes in two basic flavors: in line
with text and floating. Floating means that the picture can be dragged anywhere in the document and isn’t
constrained in the way that in line with text graphics are.

TABLE 9-1

Wrapping Styles

Wrapping Setting Effect/Application

In line with text Inserted into text layer. Graphic can be dragged, but only from one paragraph marker to
another. Typically used in simple presentations and formal reports.

Square Creates a square “hole” in the text where the graphic is. Text wraps around the graphic,
leaving a gap between the text and the graphic. The graphic can be dragged anywhere in the
document. Typically used in newsletters and flyers with a fair amount of white space.

Tight Effectively creates a “hole” in the text where the graphic is, the same shape as the overall
outline of the graphic, so that text flows around the graphic. Wrapping points can be changed
to reshape the “hole” that text flows around. The graphic can be dragged anywhere in the
document. Typically used in denser publications in which paper space is at a premium, and
where irregular shapes are acceptable and even desirable.

Behind text Inserted into the bottom or back drawing layer of a document. The graphic can be dragged
anywhere in the document. Typically used for watermarks and page background pictures. Text
flows in front of the graphic. Also used when assembling a picture from different vector elements.

In front of text Inserted into the top drawing layer of a document. The graphic can be dragged anywhere in the
document. Text flows behind the graphic. Typically used only on top of other pictures or when
assembling a vector drawing, or when you deliberately need to cover or veil text in some way
to create a special effect.
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Wrapping Setting Effect/Application

Through

Text flows around the graphic’s wrapping points, which can be adjusted. Text is supposed to
flow into any open areas of the graphic, but evidence that this actually works is in short supply.
For all practical purposes, this appears to have the same effects and behavior as Tight wrapping.

Top and bottom Effectively creates a rectangular hole the same width as the margin. Text flows above and
below, but not beside, the graphic. The picture can be dragged anywhere in the document.
Typically used when the graphic is the focal point of the text.
Changing Wrap Points

FIGURE 9-35

For Tight and Through wrapping, you can change the wrap points. To edit the wrap points, click the pic-
ture (you might need to click twice), and then choose Text Wrapping = Edit Wrap Points from the Arrange
group in the Picture Tools & Format tab, or from the Arrange group in the Page Layout tab, as shown in
Figure 9-35. If too much white space is showing, you can reduce it by moving the wrap points closer to the
object. If you want a special effect by creating a starburst or other pattern, you can drag the wrap points
outward and inward.

Use Edit Wrap Points to change the way text flows around a picture.
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Square
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Behind Text
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Through

Edit Wrap Points \
More Layout Options...

Dragging and nudging

You can move any graphic by dragging it, and some graphics can be dropped anywhere in the document.
Graphics inserted as In Line with Text, however, can be dropped only at a paragraph mark. All other graph-
ics can be dragged and dropped anywhere. The techniques described in this section apply only to floating
graphics (i.e., not In Line with Text). As described earlier, what happens when you drag a graphic is deter-
mined by the wrapping that is applied.

To drag a graphic, click to select it, and then drag it where you want it to go. You can also nudge a selected
floating graphic. Select it, and then use the cursor keys to nudge it in any of the four directions.
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To drag in discrete steps using Word’s built-in invisible drawing grid, hold the Alt key as you drag. If you
make Word’s gridlines visible (View = Gridlines), however, the effect of the Alt key is reversed. Now, hold-
ing Alt while dragging ignores the grid, shown in Figure 9-36. With the grid displayed, cursor key nudging
also changes. Now, the cursor keys move the picture in grid steps. Press the Ctrl key to nudge in smaller
gradations. Each grid mark is 's of an inch.

FIGURE 9-36

Enable Gridlines in the View Ribbon for help in planning graphic placement.

Monday, 12/19/2005
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Paradorin-Avila walked around Avila, where they're repaving the main
ptaza. The Parador s 5 16th century patace/iastte 1t has modern rooms,
but is quite| costly| We|had|dinner at the Parador|s restaunant. it was sll
good, but altogether too plentiful Katherineg had the salmon, and Karen
and T had the pig knuckles.[The [drinking [age here s 16, 50, they
automatically brought wine aperitif/to Katherine/and|a wine glass when
we-grdered-wine Mo-danger of Ketherine becoming awingo

Tuesday, 12/20/2005

fhis Morning we went|to Salamanca. Alang the way, we[stopped/and
bought bread, cheeze ham and turkey, and stopped for a picnicina
smathvittage - White Hwaswaiting for K&K tofinish, +decided toseeift
could connect to the internet. it worked!
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Note that gridlines is a Wordwide display setting. If you have other documents open in the same Word ses-
sion, they too will be gridded. Waffles, anyone?

Resizing and cropping

Resizing changes the physical dimensions of the picture as it is displayed in your document. Resizing in
Word will not make the associated file (or the image stored in the .docx file) any larger or smaller. If you
make it smaller and then later make it larger, you still retain the original file resolution.

Cropping refers to blocking out certain portions of a picture by changing its exterior borders. You can crop
out distracting or unnecessary details. Again, cropping in Word does not affect the actual picture itself, only
the way it is displayed in Word. The fact that Word doesn’t change the actual image is a big plus, because
you preserve your options if you later change your mind.

Resizing and cropping in Microsoft Picture Manager and other graphics programs does change
the picture itself. Keep this distinction in mind. Once you’ve saved a cropped or resized pic-

ture in Picture Manager, you can’t get the original back (unless you saved a backup copy, of course).

Resizing

You can resize a picture by typing the measurements or by dragging. To resize by dragging, click on the pic-
ture and then move the mouse pointer so that it’s over one of the eight sizing handles. The mouse pointer
changes into a double arrow, as shown in Figure 9-37. Drag until the picture is the desired size and then
release the mouse button. Note that dragging the corner handles maintains the aspect ratio of the picture,
while dragging the side handles can be used to stretch or compress the picture.
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Resize a picture or other graphic by dragging any of the eight sizing handles.

Hold down the Ctrl and/or Alt keys while dragging to modify the way resizing occurs:

B To resize symmetrically, causing the picture to increase or decrease by the same amount in opposite
directions, hold down the Ctrl key while dragging.

B To drag in discrete steps, hold down the Alt key while dragging; if gridlines are displayed, the Alt
key’s behavior is reversed, as indicated earlier.

You can combine these options. For example, holding down the Alt and Ctrl keys at the same time forces
Word to resize in discrete steps while resizing symmetrically.

I Use the solitary green handle above the center of the picture to rotate the picture.

To specify the size of the picture exactly, click in the Height and/or Width boxes in the Size group in the
Picture Tools & Format tab. By default, these settings maintain the aspect ratio automatically. To distort the
picture, click the Size dialog box launcher in the Size group. Remove the check next to Lock aspect ratio, as
shown in Figure 9-38. The Alt Text tab in the Size dialog box is for specifying descriptive alternative text to
be displayed in a browser if the picture is not available or the user has disabled displaying pictures.

Cropping

To crop a picture, click the Crop button in the Size group in the Picture Tools & Format tab, shown in
Figure 9-39. The selected picture sprouts cropping handles, as does the mouse pointer. Move the pointer
over any of the eight cropping handles and drag to remove the part of the picture you want to hide.
Note that the Alt key crops in discrete steps. You can also crop using the Size dialog box, as shown in
Figure 9-38.
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Lock aspect ratio is enabled by default; to distort a picture’s dimensions, turn it off.
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FIGURE 9-39

Crop to hide part of a picture to focus the reader’s attention.
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Word 2007 provides a variety of tools for controlling the presentation of graphics. To the extent possible,
use the Ribbon to apply the basic effects, then use additional tools to refine the effect for more precision, if
needed. The Picture Styles Gallery provides a variety of different presentation styles. Double-click a picture
to activate the Picture Tools = Format tab. In the Picture Styles group, shown in Figure 9-40, click the More

tool to expose more of the gallery.

FIGURE 9-40

Picture Styles are previewed in your document when you move the mouse.
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Choose an overall visual style for
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As shown in Figure 9-41, when you move the mouse, each style is applied to the selected picture (or pictures).
Note that the speed of Live Preview is heavily affected by the size of the graphic file. If the picture is 2MB, then

Live Preview is going to be a lot slower than if the file is only 50K in size.

FIGURE 9-41

Effects of each style are previewed as you move the mouse.
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Picture Effects

Additional effects can be applied and refined using the Picture Effects tool, also contained in the Picture
Styles group. There literally are millions of different permutations of effects you can apply, a small sampling
of which is shown in Figure 9-42. Take a few years off to explore the different combinations.
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FIGURE 9-42

Applying multiple picture effects and Picture Style Gallery choices provides myriad combinations of formatting.
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You can easily change the formatting of selected text in
the document text by choosing a look for the selected
text from the Quick Styles gallery on the Home tab. You canalso
format text directly by using the other controls on the Home tab. Most controls

Format picture/shape

You can hone many picture styles and effects using the Format Picture/Format Shape dialog box. Like many
other picture tools, although this is a dialog box, it nonetheless features Live Preview of effects. To display
the Format Picture/Shape dialog box, right-click on a picture or shape and choose Format Picture or Format
Shape. The Format Picture/Format Shape dialog box, which does duty for a variety of different graphic

types, is displayed, like the one shown in Figure 9-43. If you've applied formatting using the other style
implements, you can hone those effects here.

FIGURE 9-43

Refine your pictures further using the Format Shape (Picture) tool set.
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Adjust

Word also features six tools for adjusting picture attributes, shown in Figure 9-40. Use the tools to accomplish
a number of common tasks:

Brightness and Contrast — Tweak images for better printing or onscreen presentation (Live
Preview).

Recolor — Apply different color masks to achieve antiquing, sepia tone, grayscale, and a variety
of other color effects (Live Preview).

Compress Pictures — Reduce the size of the picture stored in the file to the minimum needed for
a given application.

Change Picture — Replace the picture with a different one. Picture Style and Effects applied carry
over to the replacement picture, as do changes applied using other tools in the Adjust group.
Cropping and resizing, however, do not.

Reset Picture — Removes formatting applied using Picture Styles, Picture Effects, and other
Adjust tools (except for Change and Compress).

Arranging pictures on the page

Word has additional tools for quickly controlling the position of pictures, both two-dimensionally on the
document page, as well as with respect to other objects in the graphical layer. In the Arrange group (see
Figure 9-40), click Position. Shown in Figure 9-44, In Line with Text is identical to the In Line with Text
option listed under Text Wrapping. The other options, however, aren’t duplicated elsewhere, except indi-
rectly through use of the Advanced Layout dialog box.

FIGURE 9-44

Position gives you a Live Preview of nine fixed positions.
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Some pictures need to be in a particular location in order to make sense. In laying out newsletters, brochures,
and many other publications, however, some pictures are intended as general illustrations. Position on the
page can be decided on the basis of aesthetics and balance rather than purely on logic and the relationship
between a given picture and a particular passage in the text.

FIGURE 9-45

The More Layout Options invokes the Advanced Layout dialog box, shown in Figure 9-45. Users of earlier
versions of Word will recognize this as the result of clicking the Advanced button in the Layout tab of the
Format Picture dialog box. The settings shown here correspond to the center position available in the preset
positions (absolute center of the page both vertically and horizontally).

Advanced Layout enables you to precisely control and set the position of graphics on the page.
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Relative position Page
Options
[T] Move object with text Allow overlap
[ Lock anchor Layoutin table cell
\
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Additional options of interest include the following:

Move object with text— Associates a picture with a particular paragraph so that the paragraph
and the picture will always appear on the same page. This setting affects only vertical position on
the page. Although Word will allow you to check this option and Lock anchor at the same time in
the dialog box, once you click OK, the Move object with text option is cleared.

Lock anchor — This setting locks the picture’s current position on the page. If you have trouble
dragging a picture, verify that it is set to one of the floating wrapping options (anything but In
Line), and that Lock anchor is turned off. Pictures that have been positioned using the nine
Position presets will also resist dragging.

Allow overlap — Use this setting to allow graphical objects to cover each other up. One use for
this is to create a stack of photographs or other objects. This feature is also needed in layered
drawings.

Layout in table cell — This setting enables you to use tables for positioning graphics on the page.
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Inserting Clip Art

Clip Art provides another source of decoration for your documents, frequently used in newsletters and flyers
when visuals are useful. Part of Office’s Shared Features set, depending on what Office program you have and
how much of them you have installed, Clip Art has hundreds or even thousands of little pieces of royalty-free
topical art that you can use anywhere.

To insert Clip Art at the insertion point, click Insert = Clip Art, in the Illustrations group. To accept the
defaults, type a search term (for example, medicine) and click Go, shown in Figure 9-46. When clip art
appears, scroll through the list. When you find something you want to use, click on it to insert it into your
document.

FIGURE 9-46

The Clip Art pane uses local clip art as well as clip art from Office Online.
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To control where Clip Art searches, use the drop-down Search In list, shown in Figure 9-47. To search only
your local collection, remove the check next to Everywhere, and enable only My Collections and Office
Collections. To include searching online, leave Web Collections checked. You can further control the scope
of the search by limiting the search to only a particular kind of media. By default, Word searches for all
media types — including movies and sounds! Note also that we talked earlier about where to find photo-
graphs on the web. Now you know another source. With Search In set only to Web Collections and Results

Should Be set only to Photographs, you can quickly see a list of photographs available for download from
Microsoft.

6 ' it As shown in the section “If your picture format isn’t supported,” earlier in this chapter, if you
WAL lack local clip art, check Office 2007’s Setup settings and verify that Clip Art was actually fully
installed; check Clip Organizer under Office Shared Features.
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FIGURE 9-47

Use the Search In drop-down list to control the scope of a search for clip art.
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Microsoft Clip Organizer

At the bottom of the Clip Art pane (refer to Figure 9-46), notice the Organize Clips option. This runs
Microsoft Clip Organizer, which is a separate application that comes with Office. I won't go into a lot of
detail about it except to say that it can be very useful. As shown in Figure 9-48, if you choose File => Add
Clips to Organizer, it can search your hard disk(s) and add items to the Clip Organizer. These added items
will also be available from Word’s Clip Art pane.

FIGURE 9-48

The Clip Organizer can vastly expand the supply of clips to which Word has access.
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If you have a lot of media files on your computer, this can take a long time, and it might
appear that your computer has stopped. It hasn’t (not usually, anyway). Go out for some lunch
and it might be done by the time you return.
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SmartArt

Thanks to SmartArt, there’s now a whole new level of professional graphics available for use in Word. If this
book had color screen shots, you would be dazzled by the kinds of sparkling, shiny, bubbly diagrams you
can now make with Word. Best of all, although the SmartArt is seemingly bottomless in variety, the tech-
niques are intuitive and simple to use.

SmartArt replaces Word 2003% (and earlier) Insert Diagram and Insert Organization Chart feature. The six-
item Diagram Gallery has been completely revamped and replaced with SmartArt. Moreover, the plain two-
dimensional formatting has been replaced by 3-D formatting thats so slick it looks like something you'd
find in the pages of a major magazine. Lets just hope that Word users have some excellent data and content
to go with all this newfound slickness.

Inserting SmartArt

To insert SmartArt, on the Insert tab, click SmartArt. As shown in Figure 9-49, there are seven categories,
plus All, which enables you to peruse the entire gallery. Clicking on a thumbnail preview in the middle
panel reveals a larger preview displayed on the right. A description lists the intended use. When you find
something that looks appropriate, either double-click it or click on it and then choose OK. Note that
SmartArt is inserted like other graphics, such as pictures, and will use your default wrapping style. See
“Wrapping” earlier in this chapter.

FIGURE 9-49

Word 2007 has more than 100 different SmartArt gallery items distributed in seven different categories.
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Word inserts the shape into your document with the text entry area ready to accept information, as shown
in Figure 9-50. To enter text for the SmartArt diagram, click in the Type Your Text Here box (the Text Pane)
and start typing. As you type on the left, text is displayed in the corresponding SmartArt component on
the right.
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A new SmartArt chart begins with the SmartArt Tools = Design tab.
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There are a variety of different ways to enter and format text. The following is not intended to be exhaus-
tive; it’s simply a list of things that work. Note that some actions can also be performed using the Create
Graphic group in the SmartArt Tools = Design tab, shown at the left in Figure 9-50.

B To move to the next item, press the down arrow. Use the other arrow keys to navigate in the text
entry box as well.

To add a new item to the list, press Enter, either at the end of the list of items, or above an exist-
mg tem.

To demote the current item, press the Tab key.

To promote the current item, press Shift+Tab.

To delete an item, select it and press the Backspace key.

To change the font for an item, select the text you want to change, mouse over the selection, and
use the Mini toolbar.

The Text Pane can be moved and resized if its in the way; drag it to a more convenient location or
drag any of the four sides to resize the text area.

B To dismiss the Text Pane, click the X. To redisplay the Text Pane, click either of the arrows at the
left end of the diagram (see Figure 9-51).

FIGURE 9-51

The Text Pane isn’t the only way to enter text.

@ Click to toggle
Text Pane
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You can also enter text directly, without using the Text Pane. Click in the SmartArt item and type. Right-click
the item to see a list of options, shown in Figure 9-52. To add a shape above the selected item, right-click and
choose Add Shape => Add Shape Before.

FIGURE 9-52

When working directly with the SmartArt item, right-click to see actions and formatting options.
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Note that basic paragraph and character formatting can be applied to SmartArt shapes. Indents, bullets, and
numbering cannot be, nor can styles. You can assign a style to the overall diagram; however, effects are lim-
ited unless the SmartArt item is In Line with Text.

To change the font used in all of the text in a SmartArt object, display the Text Pane, click in it, press Ctrl+A
to select the contents of the text area, and then right-click and set the desired font.

You're not limited to the shapes you start out with, nor must each item be the same shape. To change the
shape of any given item, select the item, right-click it, choose Change Shape, and select an alternative. Keep
in mind, however, that not every shape works for every type of diagram.

Tl @ If you have a list— hierarchical or not — that you would like to convert into a SmartArt object,

_.:BJ- R select the list and copy it to the Clipboard before choosing the SmartArt tool. Once your
SmartArt object appears, click in the Text Pane. Press Ctrl+A to select the placeholder list, and then press
Ctrl+V to paste the list over the placeholder.

Changing layout

You can change layout at any time. Select the SmartArt graphic and use the Layouts Gallery, shown in
Figure 9-53, to choose a different layout. Note that the gallery provides a Live Preview. You aren't limited to
applying the same class (List, Hierarchy, Process, Cycle, etc.). SmartArt will adapt the different designs using
the relationship levels currently applied.
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SmartArt will apply any layout to any hierarchical list.
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SmartArt Quick Styles

SmartArt Quick Styles apply a variety of preset formatting to your SmartArt diagrams — again, using Live
Preview. As suggested by Figure 9-54, a great deal of care, thought, and artistry has gone into the design of
SmartArt Quick Styles.

SmartArt formatting

SmartArt provides a number of additional tools for further sculpting your diagrams. Shown in Figure 9-55,
use the SmartArt Tools & Format tab to add the finishing touches.
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FIGURE 9-54

The Quick Style Gallery puts a basic spin on your graphics; you can refine these further using the SmartArt Tools =

Format tab.
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FIGURE 9-55

Formatting tools include Shapes, Shape Styles, and WordArt Styles.
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Use the Format tools as follows:

Shapes
B Edit in 2-D— When you click on a shape, a 2-D version appears for more direct editing.
B  Change Shape — Change the selected shape into any of dozens of Word’s shapes.

B  Make Larger or Smaller — Expand or shrink the selected shape.
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Shape styles
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Shape Style Gallery — Choose from three dozen different patterns of outlines and fill.
Shape Fill — Choose your own custom fill for the selected shape.
Shape Outline — Choose a custom outline for the selected shape.

Shape Effects — Choose from a variety of effects — shadow, reflection, glow, soft edges, bevel,
and 3-D —to change individual shapes.

WordArt Styles — Choose from a number of different filled-block lettering styles.

In addition to these tools, SmartArt shapes also can be formatted using the Format Shape dialog box that
you can display by right-clicking the SmartArt and clicking Format Shape. This tool is especially useful for
honing rotation in 3-D objects.

Summary

In this chapter, you've learned just about everything there is to know about tables and graphics. You know
a quick way to insert a whole table and several ways to create a table from scratch. You also know how to
modify and format tables using a variety of tools and techniques. You learned how to insert graphics, Clip
Art, and SmartArt, and how to work with the formatting for those objects. You should now be able to do
the following:

Copy material from one table into another, even if the dimensions don’t match
Use the table eraser to remove unwanted parts of tables

Use table styles to add zest and color to your tables

Create tables from existing non-tabular data

Use the Ribbon tools to modify table layout and design

Determine whether Word supports the graphic format of your pictures

Achieve any wrapping effect when working with text and graphics

Use the Clip Organizer to add media files on your hard disk to the Clip Art Pane

Present a hierarchical text list as SmartArt



ets face it. The term mail merge is entirely too narrow to fully reflect the
range of what can be done using Word’s “mail merge” features.

Setting up a mail merge or data document involves a number of steps, some of
which must be done before others can happen:
1. Set the document type: letter, e-mail, envelope, labels, and directory.

2. Associate a data source with the document: new, Outlook contact, or
some other source.

3. Design your data document by combining ordinary document features
with Word merge fields.

4. Preview the finished document by testing to see how it looks with dif-
ferent data records.

5. Finish the process by merging the data document with the data source,
creating a printed result, a saved document, or an e-mailed document.

Understanding Data Sources

When you perform a mail merge, Word inserts an individual set of information
(such as a recipient’s name and mailing address) into a copy of a document to
customize or personalize the document. The sets of information come from a
data source—a file that organizes information into fields and records of informa-
tion. For example, for a mailing address, the persons first name, last name, street
number, city, state, and ZIP represent the different fields; all the field entries for a
single recipient comprise a single record.

In most cases, the data source that you use for a merge will be a file created in
another application, most typically in Excel or Access. You also can use the con-
tact information from Outlook. You even can use information from a Word file or
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other Word processing file. The key with data sources is that the information in the data source file must be
properly divided into fields and records. In Excel, you can enter the field names in row 1 and each record
below the field names. In Access, the table will already define the field names and records. In a word pro-
cessing file, you can enter the field names on the first line, and press Enter to start each new record; you
include a delimiter such as a comma or tab between each field name and field entry so that Word can cor-
rectly separate the information to perform the merge.

Chances are, your data source may be a file that’s already been created for another purpose. If not, many
users create a data source file first, but Word can accommodate creating a data source “on the fly” during
the merge process described in this chapter.

Choosing the Type of Data Document

The data document holds the text that repeats for all the merged documents. For example, for a merged let-
ter, the data document consists of every thing except the individual records merge in to personalize each
copy of the letter. In Word, you can set up an existing document as your data document, or a new, blank
document.

To choose the type of data document, in the Mailings tab of the Ribbon, click Start Mail Merge, as shown in
Figure 10-1. Some of the options are obvious, others are not. There are basically two kinds of data docu-
ments you can design. For one kind, each data record (a set of data items or fields describing a person,
company, product, etc.) will result in a single document, such as a form letter, a mass e-mail, a product
specification sheet, or an invoice. For the other kind, a single document is produced in which multiple
records can appear on any given page. This approach is needed for creating directories, catalogs, and sheets
of labels.

FIGURE 10-1

Letters, e-mail messages, and envelopes use one record per output document, while labels and directories use
multiple records for each output document.

N Normal e ERE s
&

Home Insert Page Layout References Mailings
B R e e
Envelopes Labels Start Mail Select E-:\lt
Merge = |Recipients * Recipient List
Create j Letters
[ E-Mail Messages
|=1 | Enyelopes...
=il Llabels..
j Directory
ﬁ? Hormal Word Document
__":| Step by Step Mail Merge Wizard...

Contrast, for example, using an envelope (with a different address on each envelope) with using a sheet of
labels (with a different address on each label). If you have only one address and want to print only one
envelope or label, you don’t need a data document. When you plan to crank out stacks of envelopes, each
with a different address, or sheets of labels for which no two contain the same information, then you need
the approach described in this chapter.
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As shown in Figure 10-1, Word offers five flavors of the two basic types of data documents:

B Letters — Use this option for composing and designing mass mailings for which only the recipi-
ent information varies from page to page. Use this approach too when you're preparing sheets
containing product or other item specifications with one piece of paper per product or item. You
might use this approach, for example, not only when sending out a form letter or invoices, but
also when producing a job manual wherein each page describes a different job title, and job infor-
mation is stored in a database.

B E-mail messages — This is identical in concept to the form letter, except that it is geared to
paperless online distribution. Contrast this with using multiple e-mail addresses in the To, Cc, or
Bec fields. Using E-mail merge, each recipient can receive a personalized e-mail. Using multiple
addresses, each recipient receives the identical e-mail.

B Envelopes — This is also identical in concept to the form letter, except that the resulting docu-
ment will be envelopes. As a result, when you choose this option, Word begins by displaying the
Envelope Options dialog box.

B Labels — Use this option to print to one or more sheets of labels. This combines Word’s capability
to print to any of hundreds of different label formats with the capability to associate a database
with a document, printing many addresses (data records) on the same page, rather than the same
address on each label.

B Directory — This is similar in concept to labels, in that you print from multiple data records on a
single page. Use the directory approach when printing a catalog or any other document that
requires printing multiple records per page.

To choose the kind of document, choose Start Mail Merge in the Mailings tab, and click on the kind of doc-
ument you want to create.

If you want step-by-step guidance through the process, note an additional option at the bottom of the Start
Mail Merge list— Step by Step Mail Merge Wizard. Use this option if you're unfamiliar with the mail merge
process. The Mail Merge Wizard process is described later in this chapter.

Restoring a Word document to normal

Sometimes, either by accident, temporary need, or whatever, a Word document becomes associated with a
data file, and you want to restore a document to normal non-mail-merge status. To restore a Word docu-
ment to normal, in the Mailings tab, choose Start Mail Merge &> Normal Word Document. Note that when
you restore a document to normal status, a number of tools on the Mailings toolbar that were formerly
available are now grayed out as unavailable. If you later decide that you need to again make the document
into a data document, you will need to reestablish the data connection.

If there’s a chance that you'll later need to restore a data connection, and if document storage

B8R space isn’t a concern, rather than break the data connection for a document, save a copy of
the document, giving it a name that lets you know that it has a data connection, such as Sales Letter Merge
with Data Connection. While establishing a data connection isn’t all that difficult or time-consuming, you
can usually save some time and guesswork by not having to reinvent that particular wheel.
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Attaching a Data Source

After you establish the type of data document for the merge, you need to attach a data source to it. In the
Mailings tab, choose Select Recipients, as shown in Figure 10-2. If you choose Use Existing List, the Select
Data Source dialog box appears so that you can navigate to and select a data source file. If you choose Type
a New List, click Create, and then use the dialog box that appears to enter names and addresses.

FIGURE 10-2

A document isn’t really a data document until you attach a data source to it using one of the Select Recipient

options.
ICAEE Norml R EErEl
—ij Home Insert Page Layout References Mailings

Envelopes Labels Start Mail
Merge = Recipients ' Re

Cr.e ste E Type New List...
E]  Use Existing List...
8= Select from Outlook Contadts...

Note that once you've attached a data source to the document, Edit Recipient List and a number of other
tools on the Mailings tab are no longer grayed out. If you plan to use the entire database, you can skip fol-
lowing section.

Selecting recipients

If you don't plan to use the entire database, you can use the Mail Merge Recipients dialog box, shown in
Figure 10-3, to select just the recipients you want to use. To open the dialog box, click Edit Recipient list in
the Start Mail Merge group of the Mailings tab. Use the check boxes shown to include or exclude records.
To quickly deselect all records, clear or select the checkbox at the top of the list, just to the right of Data
Source.

Editing data

Depending on your data source, you sometimes can edit it by clicking the database in the Mail Merge
Recipients dialog box and then clicking Edit. When your data source is Outlook contacts, note that Edit is
not an option. To change your Outlook data, you must use Outlook. Once you've made your change in
Outlook, you can then refresh the records you see in the Mail Merge Recipients list by highlighting the data
source and clicking Refresh.
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FIGURE 10-3

Select just the target recipients using the Mail Merge Recipients dialog box.

Mail Merge m

Mail Merge Recipients (- ]

This is the list of redpients that will be used in your merge, Use the options below to add to or change your list. Use the
checkboxes to add or remove redpients from the merge. When your listis ready, dick OK.
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Restaurants [V Market and Deli Greek Greek Market and Deli 2

Restaurants [+ Three Pigs Barbecue 13¢
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Data Source Refine redipient list

Restaurants »| 4] sort..

¥ Eilter...
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Find recpient....
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Sorting records

When editing non-Outlook data, you can sort using Word controls. Click the down arrow for a field name
in the Mail Merge Recipients dialog box to drop down a list of sort options, shown in Figure 10-4. For
example, if you want to filter out records for which company name is blank, click the Company drop-down
arrow and choose Blanks. To select only records for which the e-mail address is not blank, click Nonblanks.

To restore the list to show all records, choose the All option.

FIGURE 10-4

Quickly select records for which the current field is blank or nonblank by choosing Blanks or Nonblanks.
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To sort by multiple fields at the same time, in the Mail Merge Recipients dialog box, choose Sort under
Refine Recipient List. This displays the Filter and Sort dialog box, shown in Figure 10-5.

FIGURE 10-5

You can sort by up to three fields.

Fiter and Sort L i
Eiter Records | SortRecords
Sortby: | Company [¥] @ ascending © pescending
Thenby: | Last [¥] @ ascending © Descending
Thenby: |First E @ {ascending) Descending

Use this dialog box to sort by multiple criteria. For example, if letters are being hand-delivered within a
company, it might be useful to sort by floor and then by room number, assuming those are separate fields.
(Often, sorting just by room number accomplishes both at the same time.)

Filtering records

Word also enables you to filter records to either include or exclude records with data fields matching spe-
cific criteria. To filter records, click Filter under Refine Recipient List. Here, you again get the Filter and Sort
dialog box, but the Filter Records tab this time, as shown in Figure 10-6. Use the options shown to filter by
specific values. As shown here, you can use it to include specific zip codes. While the dialog box initially
shows just six filter fields, you are not limited to that many. It’s not clear what the upper limit is, but you
can specify at least 45 (that’s the point at which I got bored trying to discover an upper limit).

FIGURE 10-6

You can specify multiple filter criteria.

Filter and Sort 16 [t
Fiter Records | SortRecords
Field: Comparison: Compare to:
TipjPostal Code [7] |contains [] [22308 -
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o [x] [zefrostel coce [=] [contains [=] (22503
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While the dialog box shown in Figure 10-6 shows just the Contains comparison, you can make a total of 10
comparisons (see Figure 10-7).

FIGURE 10-7

Include records based on 10 comparison operators.

Less than or equal
Greater than or equal

When filtering by ZIP code, if your database contains nine-digit ZIP codes, use the Contains
filter rather than the Equal To filter. Using Equal To, you would need to specify all nine digits in
the filter, and specifying as many as 9,999 different filters doesn’t seem like a productive use of your time.

Understanding And and Or

When setting up filters, there are two kinds of comparisons you can make: And and Or. If all we had were
one or the other, there would be no problem, but we have both, and we don’t have parentheses to help clar-
ify the comparisons.

It helps to understand that And and Or apply to each pair of rules. You also need to understand that the And
rule is harder to satisfy, in that it requires that two conditions be met. Depending on what comes before or
follows, each and/or effectively divides the list of filters into sets of filters that are being evaluated. However,
by being careful with filters, you can avoid combinations that are impossibly difficult to understand.

Suppose the filters contained the comparisons shown in Table 10-1. The first And applies to the Alexandria
and VA filters. The second And applies to the Hampton and VA filters. This set of filters requires that records
must be in Alexandria, VA, or in Hampton, VA.

TABLE 10-1

Understanding Or and And Operators

Operator Field Comparison Compare to
City Equal to Alexandria

And State Equal to VA

Or City Equal to Hampton

And State Equal to VA

Finally, understand that it’s perfectly possible to set up filters that make no logical sense. Hence, Table 10-1
could have been set up with all of the Operators set to And. There would be no matching records, of course.
It’s up to you to examine the collection of resulting data records to make sure that your logic is being
applied as you think it should be.
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FIGURE 10-8

Duplicates

Databases often contain duplicate records. When mailing or e-mailing, especially, you want to avoid sending
the same person duplicate messages. When sending invoices to large companies, this can cause problems,
especially if they are received and processed by different people, resulting in double payment and further
paperwork downstream.

To find duplicates, click the Find Duplicates link in the lower section of the Mail Merge Recipients dialog
box. Word now displays the Find Duplicates dialog box, shown in Figure 10-8. If you identify duplicates,
remove the checks next to them to exclude them from the data merge. Look carefully, however, because
Wordss criteria for what constitutes a duplicate might be different from your own.

Beware of Word’s ability to find duplicates. Some “duplicates” aren’t duplicates at all!

Find Duplicates @é‘
The following entries appear to be duplicates, Use the checkboxes to select the entries you want to indude
in your merge.
Data Source Last First Title Company Address|
| |imondsPimal.

Restaurants
Restaurants
Restaurants
Restaurants
Restaurants
Restaurants
Restaurants
Restaurants

< [om]

Three Pigs Barb... 1394 Ch
Unos

Paso Café, El

Pines of Florence 1300 Kin
Dutch Country ... Dutch C
Cafe Asia 1720 1 5t
Mediterranee R... 3520 Leej
Taqueria Poblano 2400 Mo

R R R R RRRA]
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Caveat duplicates! In Figure 10-8, Word identified nine entries as duplicates, which they

: clearly aren’t. Word uses First and Last name to identify duplicates. If your database contains
only company names and no First and Last name fields (which isn’t unexpected when all you have is the
name of the establishment), you cannot use this feature to reliably identify duplicates.

Find Recipient

If your database is especially large, using Find Recipient can be faster than pawing through the listings man-
ually. Click the Find Recipient link in the lower portion of the Mail Merge Recipients dialog box to display
the Find Entry dialog box shown in Figure 10-9. Alternatively, click the Find Recipient tool in the Preview
Results section of the Mailings tab.

Type the search text in the Find field, choose All fields or a specific field, and then click Find Next. Note
that the search is not case sensitive. If there are matches, Word highlights the first match in the Mail Merge
Recipients dialog, and the Find Entry dialog box stays onscreen. Click Find Next to move to successive
matches in the database.

Return to this tool later, after your data document has been constructed, to preview specific data records.
It’s better to iron out problems before committing your merge to paper or e-mail.
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FIGURE 10-9

Use Find Entry to search for text in any or all data fields.

Find Entry 16 i
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Validate Addresses

The Validate Addresses link works with third-party software, such as that provided with stamps.com and
other electronic postage services. If you don't have such software installed, you'll see the message shown in
Figure 10-10. These services vary, but basically they check against a huge database of valid street addresses
to determine whether the selected address and zip code combination really exists. This can save consider-
ably on costs, as it can prevent you from mailing to addresses that might actually be somewhere in the mid-
dle of a lake (if the street were extended to where an address logically would fall). Unless you are targeting
fish, you might find having such a capability handy.

FIGURE 10-10

If you don’t have address validation software installed, Word invalidates your attempt to run the Validate Address
command.

Microsoft Office Word ==

(@ Youneed to nstall address validation software before you can validate the addresses of your recpients. Would you
LW i to visit the Microsaft Office Weh site to find out more about address validation add-ins?

Assembling a Data Document

Regardless of which data document type you choose (letter, e-mail, envelopes, labels, or directory), the
process is similar. There are some additional considerations for multi-record-per-page documents, however,
so we will look at those separately after discussing the common elements.

When designing a letter or e-mail you plan to send to multiple recipients using the merge feature, it’s often a
good idea to draft the document as you want it to appear, using placeholders for information pertaining to
the intended recipient, as shown in the following example:

Dear [name]:

We are writing to inform you that the warranty for:
[product]

which you purchased on:

[purchase date]
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will expire on [expirationdate].

If you would like to extend your warranty, you must take advantage of our extended warranty coverage
plans before [expirationdate]. Costs for extending the warranty are:

1 Year: [oneyearwarranty|

2 Years: [twoyearwarranty]

3 Years: [threeyearwarranty]

Please use the enclosed card and envelope to extend your warranty before it’s too late!
Yours truly,

[salesagent]

When you're done, edit your document and substitute merge fields for the placeholders.

Merge fields

After setting the data document type (using Start Mail Merge), associating a database with it (using Select
Recipients), narrowing the list of recipients or records just to those records you plan to use, and drafting the
data document, the next step is to insert merge fields into your document where you want the corresponding
data fields to appear.

Merge fields are special Word fields that correspond to the data fields in your database. For
example, if you have a data field called Company, then you would insert the company name
into your data document by using a MergeField field code with the name Company in it: { MERGEFIELD
Company }. In your data document, that field displays either as «<Company» or as the name of the company
associated with the current record in the data set. Use the ribbon’s Preview Results button to toggle between
the merge field name and actual data.

To insert a merge field, position the insertion point where you want the field to appear (or select the place-
holder if you're replacing a placeholder with a merge field). In the Mailings tab on the Ribbon, choose Insert
Merge Field in the Write & Insert Fields group, as shown in Figure 10-11. Click on the field you want to
insert. Using a combination of text, punctuation, and merge fields that you insert, complete the assembly
and wording of your document. Note that in addition to individual merge fields that you can insert using
the Insert Merge Field tool, you can use special sets of merge fields to save time: Address Block and
Greeting Line.

FIGURE 10-11

Merge fields are data tokens that you use where you want actual data fields to appear in the data document.
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Address Block

The address block contains a number of elements that you can select from the Insert Address Block dialog
box. To determine the contents of the address block, click Address Block in the Mailings ribbon, as shown
in Figure 10-12.

FIGURE 10-12

Use the Address Block tool to launch the Insert Address Block dialog box.

H B E e
— — =) 52 Match Fields
\Address Greeting Insert Merge
ds B%k Line Field~  |#] Update Labels
Write & Insert Fields

Address Block
Add an address to your letter.

You specify the formatting and
location, and Word will replace it
with actual addresses from your
recipient list when you finish the
mail merge.

When you click Address Block, the Insert Address Block dialog box, shown in Figure 10-13, appears.
Notice that it contains three sections for selecting, previewing, and correcting your address block informa-
tion (if there are problems). Make your selections as indicated, and then click OK.

FIGURE 10-13

Use the Insert Address Block dialog box to choose the address block elements for the current data document.

Insert Address Block JEeR==
Specify address elements Preview
(i edipient’ Here is a preview from your recipient list:

Kd s b M

Taste of Saigon
8201 Greensboro Dr.

o Melean, VA 22102
Insert company name
Insert postal address:
Never include the country/fregion in the address
Always indude the country/region in the address
@ orly indude the country/region if different than:

Correct Problems

Ifitems in your address block are missing or out of order, use

United States Match Fields to identify the correct address elements from your
mailing list.
7 . .
Format address according to the destination countryjregion Vintth Fickdon,

B Specify address elements — Use this section to tell Word how to define the address block. You
can include the recipient’s name (in a variety of formats), the company name, the postal address,
as well as the country or region. If desired, you can suppress the country or region, always
include it, or include it only if its different from the country selected. You can also tell Word to
format the address according to the destination country or region.

B Preview — Use the First, Previous, Next, and Last buttons to preview different addresses as they
will appear with the selected options. Its a good idea to preview a good sampling in case some
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parts of the address are treated differently from how you expect, or if there are problems with
missing data that will leave “holes” in the address block.

B Correct Problems — If the preview isn’'t what you expect, click Match Fields to change the differ-
ent data elements with which each of the fields listed is associated, as shown in Figure 10-14.

FIGURE 10-14

Use the Match Fields dialog box to associate each of the listed items with data fields from your database for the
Address Block.

Match Fields 12 [

In order to use spedial features, Mail Merge needs to know which fields in your
recipient list match to the required fields, Use the drop-down list to select the
appropriate recipient list field for each address field component

Required for Address Block

| >

Company Company [=]
Address 1 Address =
Address 2 {not matched) I;‘ 3
City City =l
State State [=]
Postal Code Zip/Postal Code [=]
Country or Region Country/Region |;|
Optional information
Unique Identifier Customer ID [=]
Courtesy Title Title I;‘
First Name First [=]
Middle Mame Middle Name -l T

Use the drop-down lists to choose the field from your datsbase that
corresponds to the address information Mail Merge expects (listed on the left.)

[] remember this matching for this set of data sources on this computer

Cancel

If you plan to reuse the address block data either for the same database or for other databases that contain
the same field names, click to enable the “Remember this matching . . .” setting.

Greeting Line

The Greeting Line merge field, like the Address Block field, is a collection of different data elements and plain
text designed to save you entry time when composing data documents. Click Greeting Line in the Write &
Insert Fields section of the Mailings tab of the Ribbon. This displays the Insert Greeting Line dialog box
shown in Figure 10-15. Proper operation of a number of aspects of the greeting line merge field depends
upon your having several potentially obscure data elements available and filled out, such as nickname,
spouse’s nickname, and the color of their children’s socks. Unless you or someone with whom you work is
obsessively compulsive about data entry, you're not likely to find some aspects of this terribly useful.

Use the Preview buttons to test your selected greeting line options against your actual data. If something
doesn't look quite right, click Match Fields and use the controls shown in Figure 10-16 to associate the
Greeting Line components with the correct merge data fields.

238



FIGURE 10-15

Mail Merge

Set and preview greeting line components.

Insert Greeting Line [ ==

Greeting line format:

Dear |z| Mr. Randall E . E
Greeting line for invalid recipient names:

Dear Sir or Madam, E
Preview

Here is a preview from your recipient list:

K4 = B

Dear Sir or Madam,

Correct Problems

Ifitems in your greeting line are missing or out of order, use Match Fields to
identify the correct address elements from your mailing list.

Match Fields...

Use the Match Fields dialog box to associate Greeting Line merge field components with data elements from your

FIGURE 10-16
database.
Match Fields 5 i |

In order to use special features, Mail Merge needs to know which fields in your
recipient list match to the required fields, Use the drop-down list to select the
appropriate redpient list field for each address field compenent

Use the drop-down lists to choose the field from your database that
corresponds to the address information Mail Merge expects {listed on the left.)

[ remember this matching for this set of data sources on this computer

Required for Greeting Line -
Courtesy Title Title [=]
Last Name Last [=] |

Optional information 3
Unique Identifier Customer ID [=]
First Name First E‘ N
Middle Name Middle Name =]
Suffix Suffix =]
Nickname Nickname [=]
Job Title Job Title [=]
Company Company E
Address 1 Address =]
Address 2 (not matched) [« =

Rules

In assembling a data document, you sometimes need to control or modify how data and records are
processed. Word provides nine commands to help you do that, as shown in Figure 10-17. The entries
shown in the Rules drop-down menu (click Rules in the Write & Insert Fields group of the Mailings tab)

show how those rule keywords are displayed in the data document.
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FIGURE 10-17

Use the Rules drop-down list of Word fields to control how data is merged with the data document.

nt Address Greeting Insert Merge
elds Block Line Field ~

Write & Insert Fields

5 Mailings Review View Developer Design Lay:
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Skip Record ...

Ask...

Fill-in...
If..Then..Else...
Merge Record #
Merge Seguence #
Next Record

Next Record If...

Set Bookmark...

These rules are tied to specific Word field codes, and are explained in Table 10-2. Note that many of
these are supported by dialog boxes that guide you through proper syntax, making them easy to use and

understand.

TABLE 10-2

Field

Merge Rules

Usage/Purpose

Ask

Fill-in

If...Then...Else...

Merge Record #

Merge Sequence #

Next Record
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This field prompts you to provide information and assigns a bookmark to the answer
you provide; the information is stored internally. A reference to the bookmark can then
be used in the mail merge document to reproduce the information you type. A default
response to the prompt can also be included in the field. The Ask field displays as an
empty bookmark in the mail merge document. You might use this field in conjunction
with an IF field to prompt for missing information during a merge.

This field prompts you to enter text, and then uses your response in place of the field in
the mail merge document. This is similar to the Ask field, except that the information
can be used only in one place.

This is used in mail merge documents to control the flow and to create a conditional
statement that controls whether specific mail merge fields are printed or included in
the merged document.

When doing a mail merge, the Merge Record # field serves as a counter of records in
the data file and doesn’t count the number of documents actually printed. This field is
incremented by the presence of Next Record and Next Record If fields. If you skip
records using Skip Record If, Merge Record # is incremented nonetheless.

This field provides a counter of mail merge documents that actually result from a
merge. If you merge the entire database and do not change the base sorting, and if no
records are skipped, then Merge Sequence # and Merge Record # will be identical.

The Next Record field is used to include more than one record in a given document.
Ordinarily, when doing a mail merge, one document is printed for each record. With
the Next Record field, however, you can include multiple records in a single
document. This can be useful when you need to refer to several addresses from a data
file. When doing a label merge, the Next Record field is provided automatically, and
appears as « Next Record ».
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Field Usage/Purpose

Next Record If The Next Record If statement works like the Next field except that it advances to the
next record only if an expression being evaluated is true. A typical use is to skip a
given record if a particular key field is blank. For example, in an e-mail merge, if you
haven't otherwise excluded records with blank e-mail addresses, you can use Next
Record If to do it.

Set Bookmark The Set Bookmark field is used to change the text referred to by a bookmark. Set
Bookmark often is used in conjunction with If...Then...Else... to conditionally change
how particular text is defined based on external factors, such as the current date, or
internal factors, such as the value(s) of particular fields.

Skip Record If The Skip Record If field is used to cancel processing of the current database record
during a mail merge. For example, you might use it to screen out a particular zip code.

Match Fields

The Match Fields button in the Write & Insert Fields group of the Mailings tab on the Ribbon displays the
Match Field dialog box shown in Figure 10-18. If the dialog box and fields look familiar, it'’s no accident.
The “special features” notation referred to at the top of the Match Fields dialog box refers to the Address
Block and Greeting Line. If you've already visited the Match Fields dialog boxes in those respective dialogs,
you can forego the pleasure of another visit. In addition, if you aren’t using Address Block and Greeting Line
fields, you can safely ignore this tool.

FIGURE 10-18

When launched from the Mailings tab, the Match Fields dialog box is a marriage of the Match Field dialogs available
from within the Insert Address Block and Insert Greeting Line dialog boxes.

Match Fields 5. ]

In order to use spedal features, Mail Merge needs to know which fields in your
recipient list match to the required fields. Use the drop-down list to select the
appropriate redpient list field for each address field component

Unigue Identifier Customer ID E
Courtesy Title Title =]
First Name: First [=]
Middle Name Middle Name [=]
Last Name Last E
Suffix Suffix =]
Nickname Nickname [=]
Job Title Job Title [=]
Company Company E
Address 1 Address =]
Address 2 (not matched) [=]
City City [=]
Chata Chata =

Use the drop-down lists to choose the field from your database that
corresponds to the address information Mail Merge expects {isted on the left.)

[] Remember this matching for this set of data sources on this computer

Cancel
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Preview Results

At any time as you go along, if you want to see what actual data will look like in your document, click the
Preview Results button in the Preview Results group of the Mailings tab to toggle between a data token
(merge field name) and actual data, shown in Figure 10-19. Note that because the merge fields actually are

field codes, they can also be displayed in a third way, also shown in Figure 10-19.

FIGURE 10-19

Data merge fields can be displayed in three different ways in your document.

«AddressBlock» <« Token

Taste of Saigon
8201 Greensboro Dr. Displayed

McLean, VA 22102 Data Result

{ ADDRESSBLOCK \f "<<_COMPANY_

>><<_STREET1_ Underlying

s><< STREET2 <«——+ ADDRESS BLOCK
- B Field Code

>><<_CITY_»><<, _STATE_>><< _POSTAL_>><<
_COUNTRY_>>"\I 1033 \c 2 \e "United States" \d }

In the Preview Results section of the Mailings tab, shown in Figure 10-20, you can use the First Record,
Previous Record, Next Record, Last Record, and Go To Record tools to display any data record.

FIGURE 10-20

Use the Preview Results tools to ensure that the merge will produce the results you want.

e |[H 4|25 [ pil
427 Find Recipient

Preview
Results | S Auto Check for Errors

Preview Results

Find Recipient

To search for a specific data record or for records whose data you want to preview, click the Find Recipient
button in the Preview Results group. This displays the Find Entry dialog box shown earlier in Figure 10-9.
Refer to the discussion earlier in this chapter.
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Update Labels

When the data document type is Labels, there are two ways to proceed. The easy way is to carefully edit just
the first label cell by inserting whatever merge fields you need. When you're finished, click Update Labels
in the Write & Insert Fields group of the Mailings tab. Word copies all text, merge fields, and formatting
from the first cell into each of the other cells, after the Next Record control. The result is that each sheet of
labels will contain data from the same number of label cells. A sheet containing nine labels will use data
from nine database records.

The hard way to do labels is to ignore the existence of the Update Labels tool and to carefully edit each of
the table cells, inserting the merge fields you want to use. Note that Word automatically provides the NEXT
(Next Record) field in each of the table cells, as shown in Figure 10-21. If you manually populate the cells,
additional merge fields should be inserted after the Next Record control. If you insert merge fields before
the Next Record control, data from the same record used for the first cell will be used.

FIGURE 10-21

When you insert a merge field into the first label cell, Word automatically puts the Next Record control into each of
the other cells.

«AddressBlocks| «Next Record» «Next Record»

«Next Record» «Next Record» «Next Record»

Why would you choose to do it the hard way? You might do it that way if you need to do something else in
each data field that can’t be accomplished by Word automatically copying the first table cell to each of the
other label cells. What might that be? Who knows? After all, they're your labels!

Highlight Merge Fields

Use the Highlight Merge Fields button in the Write & Insert Fields group of the Mailings tab to highlight all
of the merge fields in your data. This can be useful if you're working on a complex document and need to
recheck the logic and placement of merge fields. This is especially true if you've turned on Preview Results
and are looking at actual data results, rather than the merge fields themselves.

If, for example, you expect a given merge field result to appear in two places in the document, this tool
enables you to find those locations more easily so you can verify that the correct text appears. If you're

using conditional rules, such as Skip Record If, Next Record If, and If, this also helps you focus on the

results so you can verify that the rules are working as expected.

Auto Check for Errors

To avoid wasting paper and other resources, when you think you're done, click Auto Check for Errors in
the Preview Results group on the Mailings tab to display the options shown in Figure 10-22.
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Rather than waste paper or send out errant e-mails, use the error checking tool to avoid logical errors or other
unwanted surprises.

Checking and Reporting Errors &&J

) Simulate the merge and report errors in a
new document.

@ iComplete the merge, pausing to report each
ferror as it occurs,

() Complete the merge without pausing.
Report errors in @ new document.

Options are as follows:

B Simulate the Merge and Report Errors in a New Document — Use this option to examine any
and all errors in a new document.

B Complete the Merge, Pausing To Report Each Error As It Occurs — Use this option once
you've determined that there are errors, so you can observe the error in action.

B Complete the Merge Without Pausing. Report Errors in a New Document — Use this option
to go ahead and complete the merge without stopping at each error, sending the error report to a
new document.

Finishing the merge
Once the data document is ready and has been thoroughly debugged and certified as error free, it’s time to
go through the final motions. The Finish & Merge button in the Finish group on the Mailings tab provides

three options, shown in Figure 10-23, regardless of the type of data document chosen. Think twice before acci-
dentally clicking Send E-mail Messages if the document is a set of labels or a directory!

FIGURE 10-23

It's usually a good idea not to send a merge directly to a printer until the results have been thoroughly examined.

<@%ﬁ | 4|z | M| o
% | £9Find Recipient Sl
Preview Finish &

Results | = Auto Check for Errors | |\erge ~

Preview Results 43 Edit Individual Documents...

bg Print Documents...

Lty | Send E-mail Messages...
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Edit Individual Documents

Use the Edit Individual Documents choice if you want to save your merged results for future use. For exam-
ple, suppose you have a set of labels that seldom changes and which you need to print out every week.
Rather than go through the mail merge exercise each week, save a copy of the labels and then print them
each time you need them. That way, you don’t need to go through the whole mail merge routine unless the
underlying database has changed.

You might also choose this option if you don't trust other ways of proofing the results. Instead of printing
from the Mailings ribbon controls, send the results to a new document where you can examine each of
them, and then print when you're ready.

When you choose this option, Word displays the Merge to New Document dialog box shown in Figure
10-24. If you want Word to create a limited number of output documents, choose either Current Record or
indicate a From/To range. Click OK to commit those electrons to a Word window that displays your results.

FIGURE 10-24

Even if you're sure you're ready, Word wants to make sure you're sure.

Merge to New Document (2 o]

Merge records

) From: To:

If you choose this option for an e-mail merge, the resulting document(s) will not be useful
except for proofing the e-mails. To actually send the e-mails, you have to choose the Send
E mall Messages option.

Print Documents

Choose the Print Documents option when you're certain that the merge will give you the results you want,
and your boss is at the door asking “Where are those letters?” When you click Print Documents, Word dis-
plays the dialog box shown earlier in Figure 10-24, this time sporting a Merge to Printer title bar. The same
options prevail. Choose wisely and click OK to immediately . . . launch yet another dialog box, the Print
dialog box. Make any additional choices and decisions, including which printer to use, cross your fingers,
and click OK.

If you don't trust all of the previews and error checks at this stage, you’ve probably been

- & burned by mail merge in the past. If you still want to be sure before wasting a tree, use the
Name drop-down list to see whether you have an option that produces electronic images of printed pages,
rather than actual printed pages. If you have Adobe Acrobat, Microsoft Office Document Image Writer,
Snaglt, or a host of other options, choose one of those. Then you can review what actually amounts to your
best possible print preview.
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Send E-mail Messages

Choose the Send E-Mail Messages option if you're working on an e-mail merge. When you click Send
E-mail Messages, Word displays the Merge to E-mail dialog box, shown in Figure 10-25.

FIGURE 10-25

Make sure you fill out the Subject Line field!

Merge to E-mail (B |

Message options
To: T — |
Subject line:
Mail format: [ E|
Send records
@ Al
() Current record

) From: To:

In addition to the Send Records options (All, Current Record, and From/To), Word provides three addi-
tional options:

B To: —If the proposed e-mail address data field is not correct, use the drop-down arrow to replace
it with the correct address field.

B Subject line— This is very important. Studies show that 73.4% of all non-spam e-mail merges
sent omit the subject line.! Don't become a statistic! Replace that blank Subject line.

B Mail format — Many e-mail recipients wisely have their e-mail options set up to read all e-mail as
plain text (this gives them a shot at preventing any automatic naughtiness from being executed
when e-mail is opened). Options provided are Attachment, Plain Text, and HTML, the latter being
the default. While Attachment seems like a good compromise for formatted e-mail, this option
provides no way for you to include any message text for the body of the e-mail. When and if you
use that option, make sure the Subject line isn’t blank.

Mail Merge Task Pane/Wizard

YAHOO stands for you always have other options. YAHOO applies here, as well. Your other option is to use
the Mail Merge Wizard, rather than the individual tools in the Mailings tab of the Ribbon. If you need a lit-
tle more hand-holding when doing a mail merge, Word has the hand ready and waiting, in the form of the
Mail Merge Wizard. To travel this particular yellow brick road, start a new blank document (or open a doc-
ument you want to use as the basis for a data document). In the Start Mail Merge group of the Mailings tab
on the Ribbon, click the Start Mail Merge button and choose Step by Step Mail Merge Wizard. This opens
the Mail Merge task pane, shown in Figure 10-26.

! This statistic was made up by the author. Nonetheless, don’t send subjectless e-mails!
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FIGURE 10-26
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Choosing the Mail Merge Wizard opens the Mail Merge task pane.

Mail Merge -

Select document type

What type of document are you
working on?

@ Letters

(©) E-mail messages
(©) Envelopes

() Labels

() Directory

Letters

Send letters to a group of
peaple. You can personalize the

Click Mext to continue.

Step1of 6

% Next: Starting document

letter that each person receives,

x

Step 1
In Step 1,
to restore

: Document Type

shown in Figure 10-26, choose the type of data document you want to create. Later, if you need
this to a normal document, in the Start Mail Merge group of the Mailings tab, choose Start Mail

Merge = Normal Word Document. In the Mail Merge task pane, click Next: Starting Documents.

Step 2: Starting Document

In Starting Document, Word provides three options. Note that when you choose any of these options, Word
explains the option in the lower part of the task pane. The options are as follows:

Use the Current Document — Start from the current document and use the Mail Merge Wizard
to add recipient information (merge fields).

Start from a Template — Start from a template, which you can customize as needed by adding
merge fields and/or other contents. If you choose this option, click Select Template to be shown a
list of all of the available templates (at least the ones that Word knows about). Note that despite
the option’s wording, it does not present you with a list of “ready-to-use mail merge” templates.

Start from Existing Document — Open an existing mail merge or other document and change it
to fit the current need by changing the contents or recipients. Recent mail merge documents, if
any, will be listed. If the one you want isn’ listed, click Open to navigate to the one you want,
select it, and then click Open.

After homing in on the starting document, click Next: Select Recipients at the bottom of the task pane.
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Step 3: Select Recipients

In Step 3, select from Use an Existing List, Select from Outlook Contacts, and Type a New List. If you select
Use an Existing List, you will need to select a file that holds the recipients in the dialog box that appears. If
you choose Type a New List, click Create, and then use the dialog box that appears to enter names and
addresses. These options appear in Figure 10-27.

FIGURE 10-27

Choose whether to use the existing document or a new document, and then choose the data source (list of recipients).

Mail Merge - x Mail Merge - x
Select starting document Select recipients

How do you want to set up your @) Use an existing list

Ie_tters? (©) Select from Outlaok contacts

@) Use the current document _

() Start from a template © Type a new list

(7) Start from existing document Use an existing list
Use the current document Use names and addresses from a

file or a database.
Start from the document shown

here and use the Mail Merge 5] Browse...
wizard to add recipient
information. o

Step 2of 6 Step30of6

@ Mext: Select recpients & Mext: Write your letter

4 Previous: Select document type @ FPrevious: Starting document

After selecting the data source and the data, it is ready. Click Next: Write Your Letter at the bottom .

Step 4: Write Your Letter

In Step 4, shown in Figure 10-28, you are greeted with four options:

B Address block — This leads to the dialog box shown in Figure 10-13. See the discussion under
“Address Block” for additional details.

B Greeting line — The Greeting line option displays the dialog box shown in Figure 10-15. See the
“Greeting Line” heading for more information.

B Electronic postage — As indicated previously, the functioning of this option requires the installa-
tion of third-party software that enables you to apply postage to items you send.

B More items — This option displays the dialog box shown in Figure 10-28. It is a shame that this
thoroughly confusing dialog box appears as part of the Mail Merge Wizard. If you choose Address
Fields, the dialog box shows you a list of all of the fields in its vocabulary, many or most of which
are probably irrelevant to the attached database. Choose Database Fields instead to see a list of
what’ actually available for use in this merge.

248



Mail Merge

In theory, you move the insertion point to where you want a merge field to appear, click More
& items, select the field, and click Insert. Dismiss the dialog box and repeat this series of actions
for each merge field. In practice however, if you know which fields you want to insert, go ahead and insert
them all at once, and then cut and paste them where you want them to go.

Use a combination of text and merge fields to write the data document, inserting merge fields where you

want database fields to appear. When you're done, click Step 5: Preview Your Letter at the bottom of the
Mail Merge task pane.

FIGURE 10-28

Ignore the Address Fields option. The associated database fields are listed when you choose Database Fields.

Insert Merge Field [ ==

Insert:

() Address Fields 1@ Database Ficlds
Fields:
-
Last
Title
Company
Department
Office
Post Office Box
Address
City
State
ZipfPostal Code
Country/Region
Phone
Mobile Phone
Pager Phone =

Match Fields... ][ Insert ][ Cancel

Step 5: Preview Your Letter

In Step 5, shown in Figure 10-29, use the controls shown to move from record to record in your database.
Note that the << and >> tools correspond to the Previous and Next button in the Preview Results group in
the Mailings tab. There’s no reason you can’t use the far more flexible and useful tools in the ribbon.

Notice that the Find a Recipient and Edit Recipient list perform identical actions, respectively, as the Find
Recipient and Edit Recipient List ribbon tools discussed earlier in this chapter. About the only useful tool in
this set is the Exclude This Recipient button, which is the equivalent of choosing Edit Recipient List from
the Ribbon and removing the check next to the currently selected record.

Step 6: Complete the Merge

The contents of the Step 6 panel vary depending on the document type. As shown in Figure 10-29, when
the document type is a letter, the options are to send the merged results to the printer or to send them to
“individual letters.” Actually, that’s not at all what the option does. Instead, it sends all of the merged letter
results to a single new document, in which the individual letters are separated by section breaks.

249



m Creating Documents with Word

Use Steps 5 and 6 to preview the data document and complete the merge.

Mail Merge v ¥ Mail Merge - x

Complete the merge

Preview your letters

One of the merged letters is
previewed here. To preview
another letter, dick one of the
following:

Recipient: 25

éj Find a recipient...

Mail Merge is ready to produce
your letters,

To personalize your letters, dick
“Edit Individual Letters. " This will
open a new document with your
merged letters, To make changes
to all the letters, switch back to
the original document.

Make changes
You can also change your Merge
recipient list: 2y Print...

T Edit recipient list...

Exdude this recipient

When you have finished
previewing your letters, dick
Next. Then you can print the
merged letters or edit individual
letters to add personal
comments.

Step 5of 6

[ 4 ]

12 Editindividual letters...

Step 6 of 6

4@ Previous: Preview your letters

Summary

In this chapter, you've learned how to use each of the mail merge tools in the Mailings tab of the Ribbon to
begin a mail merge, attach a database to a data document, insert merge fields, and complete a data merge.
You've also seen that this feature isn’t just for mail merge, but has many other uses as well. You should now
be able to do the following:

B Attach a data source to a Word document and select just the records you want

B Within limits, use Word tools to discover duplicate data records

B Insert composite merge fields, such as the Address Block and Greeting Line, as well as control
how those fields are constituted

B Use the Mail Merge Wizard

250



ot too terribly long ago, about the only way you could protect a Word

document was to password-protect it using a password technology that

was decidedly easy to crack. Password-cracking solutions abounded and
were available free or practically free. Word has come a long way since then and
now offers a variety of different kinds of protection that are a lot better than what
was available for Word 97 and earlier, although nothing is 100% secure.

Not only does improved technology make protection stronger, but the variety of
types of protection has expanded as well. This chapter looks at the types of docu-
ment protection available to Word users and describes how to use them.

Protection Types

One of the unfortunate things about a piece of software as complicated as Word
2007 is that privacy settings aren’t centrally located. This makes discovering the
full range of what’ available a bit difficult. To save you the trouble of searching
all over to find what you can control, here’s the definitive list of the different
types of protection (and pseudo-protection) Word 2007 offers and where to find
them (more details about the settings will follow later in the chapter):

B Permission — Restrict a document so it can be opened and/or changed
only by specific individuals. Select Review tab = Protect = Protect
Document = Restricted Access. You then need to specify whether to
restrict formatting or editing (or both), click Yes, Start Enforcing
Protection, and then create a password when prompted.

B Digital signature — Sign a document with a digital signature to pro-
vide assurance that you are the source of the document. Select Office
Button = Prepare = Add a Digital Signature.
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B Inspect Document — Inspect the document to see if it contains private or sensitive information
or data. Select Office Button = Prepare = Inspect Document.

B  Mark as Final —Mark a document as final to let recipients know that the document is consid-
ered the final revision. This setting makes the document read-only and makes it unavailable for
additional typing, editing, proofing, or tracking changes. Note that this setting is advisory only.
Recipients with Word 2007 can remove the Mark as Final setting. Recipients with earlier versions
of Word who have installed the Office 2007 Compatibility Pack won't even see the file as read-
only. Hence, this kind of gentle protection would have to be combined with something more sub-
stantial to be meaningful. Select Office Button = Prepare = Mark as Final.

B Style formatting restrictions — Limit formatting to a selection of styles, as well as block Theme,
Scheme, or Quick Style Set switching. Protection here is by password, and is therefore less secure
and robust than when using permissions. Select Review tab = Protect Document = Limit
Formatting to a Selection of Styles.

B Editing restrictions-No Changes (Read Only) — This offers password protection, which is not
very secure, along with exceptions of specific areas of the document. Exceptions can be made
wholesale, or you can limit them to individuals with specific NET Passport—associated e-mail
addresses. Select Review tab t Protect Document = Allow Only This Type of Editing in the
Document & No Changes (Read Only).

B Editing restrictions-Tracked Changes — This type of protection allows only tracked changes to
be made. Select Review tab = Protect Document => Allow Only This Type of Editing in the
Document = Tracked Changes.

B Editing restrictions-Filling In Forms — This type of protection allows filling in of form fields
and content controls. Select Review tab = Protect Document => Allow Only This Type of Editing in
the Document = Filling In Forms.

B Editing restrictions-Comments — This type of protection allows only comments. Exceptions
can be made for selected areas of the document, for everyone, or for specific individuals (using
NET Passport-associated e-mail addresses). Select Review tab &> Protect Document & Allow Only
This Type of Editing in the Document &> Comments.

B Password to open/modify — This type of protection lets you specify a password to open and/or
modify the document. This protection is not the same as the Editing restrictions’ No Changes set-
ting. You must choose one or the other. Select Office Button = Save As. In the Save As dialog box,
select Tools => General Options.

The rest of this section looks at each of these, showing how you enable protection and assessing the degree
of protection provided.

Restricting permission (Information Rights Management)

A relatively new and strong way to protect your documents uses an Information Rights Management server
to authenticate users who create or receive documents or e-mail that have restricted permissions. As noted
in Figure 11-1, some enterprises have their own rights management servers. To use Information Rights
Management with Word 2007, you have to have the Windows Rights Management client software installed.
It should be installed automatically if you're using Word with Windows Vista, but you do need to install the
client when using Windows XP. Word will prompt you to download and install this software if you open a
document that’s protected with Information Rights Management.

If you don't have access to one, you can use Microsoft’s free trial Information Rights Management service.
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If you don't already have access to an Information Rights Management service, you can sign up to use a free trial
service.

Service Sign-Up @I&J‘
Cla
)

Introducing the Information Rights Management Service

Information Rights Management {IRM) uses a server to authenticate the credentials of people who create or

receive documents or e-mail with restricted permission. Some organizations use their own rights management

servers. For Microsoft Office users without access to one of these servers, Microsoft provides a free trial IRM
service,

If you choose to use this free trial service:
- You must use a Windows Live ID to use this service.

- Your documents and e-mail messages will never be sent to or stored at Microsoft. When using the
service, your credentials and the rights information for the document or message with restricted
permission are sent to the service, but not stored.

- Should Microsoft decide to end this trial, recipients will have access to restricted documents and e-mail
for at least three months, as long as their Windows Live ID accounts remain active.

- Microsoft will never dearypt content protected by this service unless required to do so by a valid court
order.

Do you want to sign up for this trial service?

@ Yes, Iwant to sign up for this free trial service from Microsoft;
) No, I do not want to use this service from Microsoft

Learn more about this free trial service from Microsoft

To use this service, you and all users with whom you share rights-managed documents or e-mail must have
NET Passport—registered e-mail addresses. (These are also called Windows Live IDs.) The biggest risk is
that Microsoft might at some point end the free trial service. You'll then have three months in which to
move to a different rights management server, subscribe to whatever service Microsoft offers (assuming they
replace the free trial service with a for-pay service), or remove rights management protection from your doc-
uments so you don't lose access to them.

To restrict permission by using Information Rights Management, choose Office Button = Prepare t Restrict
Permission & Restricted Access. If you do not have Rights Management software installed on your com-
puter, the dialog box shown in Figure 11-1 appears. If you choose to proceed, a five-step wizard walks you
through the process of setting up rights management and associating your .NET Passport account or
Windows Live ID.

You may not see the Office Button > Prepare => Restrict Permission command and its subcom-
mands in your Word 2007 installation. If that happens, ask a colleague to send you a docu-
ment protected with IRM. When you try to open the document, you’ll be prompted to set up your system to
use IRM.

If you are not logged on to the rights management server account you want to use, or if you need to specify,
add, or remove a user account, choose Office Button &> Prepare = Restrict Permission = Manage Credentials,
which displays the Select User dialog box, shown in Figure 11-2. If you need to add a .NET Passport or
Windows Live ID, click Add. To remove an account, select the one you want to remove and then click
Remove. Select the account you want to use (if desired, enable Always Use This Account), and then click OK.
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Signing Up for Your Information Rights Management
Free Trial

In the Service Sign-Up dialog box, choose “Yes, | want to sign up for this free trial service from Microsoft”
and click Next. In the Welcome to the Windows RM Account Certification Wizard, specify whether you
have a .NET Passport or need to sign up for one, and then follow the wizard steps that appear to complete the
trial sign up and download an RM (rights management) certificate to your computer

FIGURE 11-2

While most rights management users have only one rights management account, it is possible to have multiple
accounts.

Select User [N =

Select one of the following user accounts to create or open content with
restricted permission. To use an account not listed below, dick Add.

herbtyson@myaddress.not (Passport) Add...

Remove

Always use this account

If credentials are already associated, and/or when you click OK in the dialog box shown in Figure 11-2,
Word displays the Permission dialog box shown in Figure 11-3. Type the e-mail addresses of people with
permission to read and change the document in the boxes provided. E-mail addresses should be separated
with semicolons. Note that the Read and Change boxes use your Outlook e-mail address cache as a source
of potential e-mail addresses to enter. When you type the first character of an address, cached addresses
beginning with that character are listed.

To see more options, click More Options, not surprisingly, which displays the different Permission dialog
box shown in Figure 11-4. Note that you can set an expiration date for permissions you grant. In addition,
recipients of the document will not be able to print, copy, or access document content programmatically
(for example, use a program to extract XML data) unless the corresponding options are checked. For addi-
tional protection, if you don’t want to receive requests for additional permission, remove the check next to
Users Can Request Additional Permissions From. Once you've selected permissions, click Set Defaults to
make the selected permissions the default for future documents on which you restrict permissions.

Click Require a Connection To Verify A User’s Permission to require that individuals to whom you are grant-
ing permissions be connected to the rights management server, either over the Internet or over the respec-
tive intranet. Note that if you have not installed the Windows RMS client for Rights Management Services,
this option will be grayed out as unavailable.
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You can use rights management to limit who can read and change a document.

[l =)

Permission

Enter the e-mail addresses of users in the Read and Change boxes (example:
‘someone @example.com’). Separate names with a semicolon(;). To select names
from the Address book, dick the Read or Change button.

estrict permission to this documer

a\! Read... -9

Users with Read permission can read this
document, but cannot change, print or copy
content,

& change... -9

Users with Change permission can read, edit
and save changes to this document, but
cannot print content.

More Options...

Learn more shout permissions

FIGURE 11-4

You can set an expiration date as well as restrict permission to copy or print a document.

Permission

Restrict permission to this document

The following users have permission to this document:

Name Access Level Add...
herb@thetysons.org Full Control

Additional permissions for users:

[ This document expires on:

D Print content
O] allow users with read access to copy content
[[] Access content programmatically
Additional settings:
Users can request additional permissions from:
mailto:herb @fictitiousaddress.net| 2

[ allow users with earlier versions of Office to read with browsers supporting
Information Rights Management. {Increases file size)

Set Defaults...
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When you click OK in either of the dialog boxes shown in Figure 11-3 or Figure 11-4, Word adds the Do
Not Distribute bar at the top of the document window. Clicking Change Permissions redisplays the dialog
box shown in Figure 11-5.

FIGURE 11-5

The Do Not Distribute message bar is not affected by the Message Bar setting in the Trust Center.

x
‘ @ Do Not Distribute  Permission is currently restricted, Only spacified users can access this content, Change Permission...

Removing access restrictions

When and if there is no longer a need to restrict access to a document, choose Office Button &> Prepare =
Restrict Permission = Unrestricted Access. Click Yes to the prompt that asks if you're sure you want to remove
permission. Note that you're not removing permission. Rather, you're removing permission restrictions.

Digital signatures

A digital signature is an electronic certificate that provides a way for recipients to verify that a document or
e-mail actually came from the sender. Can these certificates really provide such verification? Thats an article
of faith, perhaps — an appropriate enough concept for a Bible, one supposes. Use and trust digital signa-
tures according to your own personal beliefs. You assume any and all risks.

@ B Personally, | don’t trust digital signatures. They seem like a gimmick to get potentially billions
il of Internet users to fork over a few dollars a year for something that, at present, provides no
assurance at all (to skeptics, at any rate). When I receive e-mail containing a digital signature, warning bells
immediately go off because nobody with whom I exchange e-mail actually uses digital signatures. Hence, the
only e-mails I ever get that have digital signatures have been part of some scam to try to convince me to
share various account numbers. The bottom line? If you receive something important and the validity of the
signature is an issue, then you are going to pick up the telephone and call the sender to verify the contents.
You aren’t going to take a digital signature at face value, and neither am I.

How to digitally sign a Word document

To digitally sign a Word document, choose Office Button = Prepare = Add a Digital Signature. If this is the
first time you've used this feature, or if you didn't previously choose “Don’t show this message again,” Word
displays the dialog box shown in Figure 11-6. If you already have a digital signing certificate, click Yes.
Otherwise, you can dismiss the dialog box (if you've changed your mind) or click Signature Services from
the Office Marketplace.

FIGURE 11-6

If you don’t already have a digital signing certificate, click Signature Services from the Office Marketplace to learn
about for-fee and free services.

Microsoft Office Word ===

Microsoft Office digital signatures combine the familiarity of 2 paper signing experience with the converience of a digital
format. While this feature provides users with the ability to verify a document's integrity, evidentiary laws may vary by
jurisdiction. Microsoft thus cannot warrant a digital signature’s legal enforceabiity. The third-party digital signature service
providers avalable from the Office marketplace may offer other levels of digital sgnature assurance.

[ Dor't show this message again

| Signature Services from the Office Marketplace... | | ok
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If you choose the Signature Services option, Word takes you to a Digital Signing site on the Microsoft Office
website. There, you can use a commercial service to buy a digital certificate. As this is being written, at least
one certificate authority is offering a free digital signature to private individuals (non-business).

If you choose OK, and the document has not been saved, you are prompted to save the file as a Word docu-
ment. Word then displays the Sign dialog box, shown in Figure 11-7. You do not need to provide a purpose
for signing the document, but you can if you want. To see exactly what you are signing and what informa-
tion is provided along with the signature, click the link at the top of the dialog box: See additional informa-
tion about what you are signing. If the Signing As identity/certificate isn't the one you want to use, click
Change. If everything is as you want it, click Sign, and the Signature Confirmation message appears, as
shown in Figure 11-8.

FIGURE 11-7

If you're not sure about the signing identity, click Change to see additional signing certificates as well as information
about this one.

Sign (-0 ] |

@  5ee additional information about what you are signing...

You are about to add a digital signature to this document. This signature will not be
visible within the content of this document.

Purpose for signing this document:
To see if it makes my computer exploda!|

Signing as:  Herb Tyson

FIGURE 11-8

Don't sign a document until you're finished making changes to it.

Signature Confirmation =)

‘-" \'-‘ Your signature has been successfully saved with this document.
If the document is changed, your signature will become invalid.

[ Don't show this message again

Removing a signature

Once you've signed a document, the document is locked against further changes until the signature is
removed. Unlike document permissions, a digital signature can be removed from a Word document by any-
one with the appropriate version of Word. Once removed, however, it can be signed only by the owner of a
signing certificate. Hence, if you remove my signature, you can edit the file I sent you and make any
changes you want to. However, you will not be able to restore my signature.
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Let’s be honest here. You can use a free service to obtain a certificate with my name on it and
: affix that signature to a document and claim that I signed it. However, if it comes from the
same CA (Certificate Authority) I used, it can’t be associated with my e-mail address, which proves it’s not
really my signature; and if it doesn’t come from the same CA, I can use that as proof that it’s not really my
signature. Presumably, there are ways to determine whether a signature is valid, but there are ways to make
a forged signature look valid, and not everyone is sufficiently skeptical. Forewarned is forearmed.

To remove a signature from a document, choose Office Button = Prepare & View Signatures (unless the
Signatures pane is already showing). Right-click the signature and choose Remove Signature. At the prompt
shown in Figure 11-9, click Yes.

FIGURE 11-9

“Permanently” and “This action cannot be undone” don’t mean the document can’t be signed again, just that Ctrl+Z

, .
won't do it.
Remove Signature =
—
| Are you sure you want to permanently remove this signature? This action cannet be undone.

Don't let the words “permanently” and “cannot be undone” throw you. This simply means that you can't
remove someone’s signature, change that $1,000 fee to $100,000, and then reaffix their signature. Once
you remove someone’s signature, only they can put it back.

Document Inspector (Removing private/personal
information)

You can use the Document Inspector to see what private or personal information resides in a file, and
remove it. The Document Inspector checks for the kinds of information and content shown in Figure
11-10. To display the Document Inspector, choose Office Button = Prepare = Inspect Document. By
default, all five areas are checked. Remove checks if you don't want those kinds of information removed.
For example, if the purpose for sending a document to someone is to convey the XML data it contains, then
remove the check next to Custom XML Data. On the other hand, if the document might contain “colorful”
comments about someone’s draft, you probably do want to inspect it for those. When the right checks are
checked and the wrong checks are unchecked, click Inspect.
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Use the Document Inspector to remove private/proprietary information before passing a document along to
someone else.

Document Inspector @Ié’

To check the document for the selected content, dick Inspect.

G isi ions, and Al ons:
Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks
Inspects the document for information in headers, footers, and watermarks.

Hidden Text
Inspects the document for text that has been formatted as hidden.

The Document Inspector inspects the current document for each of the types of material or data indicated.
If it finds any, the Document Inspector dialog box is redisplayed, with Remove All buttons next to each type
of content that was found, as shown in Figure 11-11.

Make a backup copy of the document before using Remove All. Once you remove the content
using the Document Inspector, you can’t get it back using Undo. Particularly for comments
and data, if they are content you need to preserve, make a backup copy of the document.

There is no facility in the Document Inspector for further inspecting to see exactly what it found. You have
two options: click Remove All to do exactly that, or click Close and conduct a closer personal inspection.
You can remove the content yourself manually or you can return to the Document Inspector and use
Remove All once you're satistied that you really want it removed.

259



m Creating Documents with Word

A red exclamation mark means that the Document Inspector found potentially sensitive content, while the check
mark indicates that the specified type of content was not found.

3
Document Inspector @Iél
Review the inspection results.
& c isi ions, and Al ion
No items were found.
{ Document Properties and Personal Information

The following document information was found:
* Document proper ties

* Author and editor names

& Custom XML Data
No custom XML data was found.

¥ Headers, Footers, and Watermarks

The following items were found:

*Headers

*Footers

Headers and footers may indude shapes such as watermarks,

Hidden Text

Hidden text was found.

.

/B, Mote: Some changes cannot be undone.

Reinspect

Formatting and editing restrictions

Rights management represents one general area of document protection, and it is certainly more formidable
and secure than most of what you can do using formatting and editing restrictions. However, if you choose
not to install and use rights management software, the Restrict Formatting and Editing settings can provide
a measure of protection.

Limit formatting to a selection of styles

To limit formatting to certain styles, in the Review or Developer tabs, choose Protect Document, which dis-
plays the Restrict Formatting and Editing task pane. Click to place a check next to Limit Formatting to a
Selection of Styles. To choose which styles, click Settings. The Formatting Restrictions dialog box now
appears, also shown in Figure 11-12.
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FIGURE 11-12

With “Limit formatting to a selection of styles” checked, click Settings to choose those limits.

Formatting Rastrict'\ons‘ (] e

Styles
it

Fetjies:

By restricting formatting to the styles you select, you prevent the ability to
mocify styles and the abilty to apply direct formatting to the document.
Select the styles you want to allow to be used in this document.

Checked styles are currently allowed:
-
1/afi 7
Artide / Section

Balloon Text (recommended)
Bibliography (recommended)
Block Text {recommended)
Body Text (recommended)
Body Text 2 (recommended)
Body Text 3 (recommended) -

RRREREEE]

A | [ Recommended Minimum Mone

Formatting
] Allow AutoFormat to override formatting restrictions
[ Block Theme or Scheme switching
[T Block Quick Style Set switching

The Formatting Restrictions dialog box provides the following options:

B  Checked styles — Place a check next to each style you want to allow. Remove checks for styles
you want to disallow. Note that the styles listed might be limited based on settings in the Manage

Styles dialog box. Note that Normal is not included in the list. As much as you might like to, you
can’t deny access to the Normal style.

B Recommended Minimum — If the list is too inclusive, click Recommended Minimum, and then
add or remove checks as needed.

B None —If the style list is way too inclusive, then choose None, and place a check next to just
those you want to allow.

B All—If the style list is way too restrictive, then click All and remove the check next to those you
want to disallow.

B Allow AutoFormat to Override Formatting Restrictions — If AutoFormat’s rules and practices
are sufficiently rigorous for your purposes, click to allow this option.

B Block Theme or Scheme Switching— Choose this option to limit formatting to the currently
applied theme or scheme.

B Block Quick Style Set Switching — Choose this option to use style definitions from the current
document and template only.

When you're ready to proceed, click OK in the Formatting Restrictions dialog box. Word next displays the
message box shown in Figure 11-13. Click Yes if you want disallowed styles or formatting removed. Note
that if any styles are removed, text will be reformatted using Normal (even if the default paragraph style, set
in Office Button = Word Options & Advanced = Editing options, is set to something else).
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FIGURE 11-13

If the document contains styles you want to disallow, you can remove them.

=

Microsoft Office Word

| This document may contain formatting or styles that aren't allowed. Do you want to remove them?

When you're ready to proceed, click Yes, Start Enforcing Protection in the Restrict Formatting and Editing
pane. Optionally, you can password-protect your formatting restrictions. Even if the level of protection isn't
as strong as rights management, its still better than nothing, assuming the hapless users upon whom you
are imposing the restrictions can’t be trusted. Sniff. Click OK when you’re done.

Other than being an ornery cuss, why would you want to impose formatting restrictions? Some
publishing processes depend upon only certain styles being used. There are macros or other
programs that process files so that they can be fed into other parts of the publishing process. If other styles
are used, then the process breaks down and requires manual intervention. Hence, it’s better if only the
allowed styles are used. In other cases, enterprise-wide formatting standards are strictly imposed to ensure
that all documents have a consistent and professional look. Enforcing style restrictions is one way to do that.

With formatting restrictions in place, a number of formatting tools, commands, and keystrokes are grayed
out as unavailable, as shown in Figure 11-14. Notice that the Change Case “formatting” tool isn’t grayed
out, however. That’s because case is not formatting; it’s simply a choice of which characters to use.

FIGURE 11-14

With style formatting restrictions applied, all direct formatting tools are grayed out, and only allowed styles can be
applied.

[84[7] | aaBbC AaBbced | AA M

5| 13 fcap  THeadingl _ Change
= Styles -
]

[ESRNEIES

B I T ek % % Aar |- A E

Font Faragraph Y styles

AaBhb AaBhbC AsBbCeD A

M&v; ~| | THeadingl THeading2 THeading3 - Change
= Styles -

Font A Paragraph (7] Styles E]

Times New Roman - 195 < A" a7 ([ [i2

|B 7 U -~abe x, x* Aa-||¥- A-[||=

Formatting is limited to a selection of styles, and
direct Font and Paragraph formatting are grayed out.

With formatting not limited,
direct Font and Paragraph formatting are available.
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No changes (Read-only)

You can protect all or part of a document against changes. You can make different exceptions for different
users. Suppose, for example, that you have a document that has been written by a group of people. You
want each individual to be able to edit his or her own section, but not that of others. At the same time, you
don’t want to have to manage different documents.

The solution is to create a document with a specific area for each individual. You make the entire document
read-only, but you make an exception for each individuals section so that the individual responsible can
make changes as needed.

To set a document as read-only, click Protect Document on the Review tab to display the Restrict Formatting
and Editing pane. In the Editing restrictions section, click the check box to Allow Only This Type of Editing
in the Document, and use the drop-down arrow to set it to No changes (Read only).

To make an exception, select the part of the document to which you want to allow changes by someone (or
everyone). This selection can be any part of the document —a single letter, word, sentence, line, paragraph,
and so on. If you want the exception to apply to everyone, click the check box next to Everyone. Or, if
other groups are listed, you can place a check next to any of them.

To make an exception for individuals, if they are listed, click to place a check by their names. If the individ-
uals aren't listed (or if no individuals are listed at all), click More Users. In Add Users, type the user IDs or
e-mail addresses for the individuals you want to exempt from the read-only proscription, as shown in
Figure 11-15. When you click OK, Word attempts to verify the names/address you added. If they are veri-
fied, then they are added to the list of individuals.

FIGURE 11-15

You can combine network and Internet e-mail addresses.

Add Users [l ==

Enter user names, separated by semicolons:
BIGCORP\bob;BIGCORP \sue;sue @sueathome. home. biz

k

Example: user 1; DOMAIN'name; someone @example.com

Back in the Restrict Formatting and Editing pane, you need to place a check by the name(s) and e-mail
address(es) you added, and then click Yes, Start Enforcing Protection. Add and confirm a password if
desired, as shown in Figure 11-16, noting that the document is not encrypted and is susceptible to hacking
by malicious users. If you enabled User authentication, the top part of the dialog box becomes unavailable,
and Word will use Information Rights Management to control the permissions. The document is encrypted,
and users are authenticated using .NET Passport or Windows Live ID.
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FIGURE 11-16

Choose the degree of protection desired.

Start Enforcing Protection [ =

Enter new password (optional):

Reenter password to confirm:
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Comments

This protection option is identical to the No changes (Read only) type of protection except that all users can
insert comments wherever they want to. Refer to the preceding discussion, adding to it that comments are
enabled everywhere.

Tracked Changes

Another option is to allow editing, but only tracked changes. That way, you can see who changed what, and
when. This is an important feature in controlling the editing/revision process. To protect a document for
tracked changes, click Protect Document in the Review or Developer tabs of the Ribbon. In the Restrict
Formatting and Editing pane, click to enable Allow Only This Type of Editing in the Document, and set the
drop-down type to Tracked Changes.

To turn protection on, click Yes, Start Enforcing Protection. The Start Enforcing Protection dialog box
appears, where you can set and confirm a password. Note that User authentication is not available for this
kind of protection. When you click OK, protection is enabled, and the document switches into Track
Changes mode. To turn protection off — which is necessary for accepting/rejecting tracked changes — click
Stop Protection. If the Restrict Formatting and Editing pane has long since disappeared, and the time comes
to turn protection off; you can toggle it back on using the Protect Document button in the Review or
Developer tab.

Filling in Forms

To protect a fill-in form that you've created in Word, click Protect Document in the Review or Developer
tabs of the Ribbon. In the Restrict Formatting and Editing pane, click to enable Allow Only This Type of
Editing in the Document, and set the drop-down type to Filling In Forms. Click Yes, Start Enforcing
Protection.

Password to open/modify

A final kind of protection is well hidden in Word 2007. It was a bit less hidden in Word 2003 and earlier,
although still not overly conspicuous. This legacy feature offers the same weak protection already noted, in
that passwords aren’t impossibly difficult to hack and crack. It suffers from other fatal flaws, as well,
described below. The bottom line: Use this kind of protection at your own risk. It is essentially worthless
and offers minimal, if any, protection. Worse, it offers the illusion of protection, and thinking a document is
well protected when it’s not is perhaps worse than no protection at all, because you are unlikely to be as
careful with the document as you would be if you knew it were completely unprotected.
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Applying passwords to open and/or modify a Word document

You can set two different passwords: one that enables a user to open the document and another that enables
the user to make changes. To enable this kind of password protection, choose Office Button => Save As. In
the lower-left corner of the Save As dialog box, choose Tools = General Options to display the General
Options dialog box shown in Figure 11-17. Type a password in Password to Open, and/or in Password to
Modify. Both are optional.

FIGURE 11-17

File encryption options are no longer available when applying Open and Modify passwords to a Word document.

General Options 10 ]
General Options

File encryption options for this document

Password to open: | ssssssss

File sharing options for this document
Password to modify! [ewesssses

Protect Document.

Macro security
Adjust the security level for opening files that might
contain macro viruses and spedfy the names of —

trusted macro developers,

The Read-only Recommended option applies only if there is no password for modifying the document. If
this option is enabled, the user is provided a read-only recommendation when the file is opened, and an
easy way to select read-only.

When you click OK, you are prompted to confirm any passwords and are returned to the Save As dialog
box. Click Save to save the document with the password settings.

The Protect Document button is really irrelevant to this dialog box and serves mostly to let the
. : S5 user know that there are other and better protectlon options. If you click this button and the

Restrlct Formatting and Editing pane is not already showing, it is displayed behind the Save As dialog box,
and the General Options dialog box goes away. If the Restrict Formatting and Editing pane is not already
showing, clicking the Protect Document button simply causes the General Options dialog box to close, leav-
ing users scratching their heads.

When you try to open the file, you are prompted for the relevant passwords. If you know the password to
open but not the password to modify, you can click Read Only to open the document in “read only” mode.
Why the quotes? Because it’s only the file itself that is read only. The document window can be edited willy-
nilly, unlike when using other kinds of protection discussed earlier. If you save the file under a new name,
the new file will inherit the password settings, but if you copy the file to the Clipboard and save under a
new name, the protection is history.
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Protecting Documents for Review

When you send a document to someone, you can protect it so that any changes they make are marked as
changes. You can protect it for Tracked Changes or for Comments, but not both at the same time. See the
“Comments” and “Tracked Changes” sections earlier in this chapter in the material on document protection.

Summary

In this chapter, you've learned about the many different and potentially confusing kinds of document pro-
tection and security available in Word. You should now have a good idea about which forms of protection
and security are useful and which ones give only a false sense of security. You've also learned about tracking
changes and commenting on Word documents. You should now be able to do the following:

B Use Information Rights Management to set strong protection for Word documents

B Use Words legacy password protection, while understanding that it’s feeble protection at best
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his chapter serves as an introductory overview of Excel 2007. If you're

already familiar with a previous version of Excel, reading this chapter is

still a good idea. Excel 2007 is different from every previous version —
very different.

What Is Excel Good For?

Excel, as you probably know, is the world’s most widely used spreadsheet program
and is part of the Microsoft Office suite. Other spreadsheet programs are available,
but Excel is by far the most popular and has become the world standard.

Much of the appeal of Excel is due to the fact that it’s so versatile. Excel’s forte, of
course, is performing numerical calculations, but Excel is also very useful for
non-numerical applications. Here are just a few of the uses for Excel:

B  Number crunching: Create budgets, analyze survey results, and per-
form just about any type of financial analysis you can think of
B Creating charts: Create a wide variety of highly customizable charts

B Organizing lists: Use the row-and-column layout to store lists
efficiently

B Accessing other data: Import data from a wide variety of sources

B Creating graphics and diagrams: Use Shapes and the new SmartArt
to create professional-looking diagrams

B Automating complex tasks: Perform a tedious task with a single
mouse click with Excel’s macro capabilities
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What’s New in Excel 2007?

If you've used a previous version of Excel, this section is for you. Here you'll find a quick overview of what's
new and what’s changed in Excel 2007.

A new user interface

The first thing you notice about Excel 2007 is its new look. The time-honored menu-and-toolbar user inter-
face has been scrapped and replaced with a new “tab-and-ribbon” interface. Although the new interface
kind of resembles menus and toolbars, you'll find that it’s radically different.

Long-time Excel users have probably noticed that, with each new version, the menu system has gotten
increasingly complicated. In addition, the number of toolbars had become almost overwhelming. After all,
every new feature must have a way to be accessed. In the past, access meant adding more items to the
menus and building new toolbars. The Microsoft designers set out to solve the problem, and the new
Ribbon interface is their solution.
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I Chapter 2 contains more information about the new Ribbon interface, including a description
i of its components.

Many experienced Excel users might suffer from a mild case of bewilderment as they realize that all their
familiar command sequences no longer work. Beginning users, on the other hand, will be able to get up to
speed much more quickly because they won't be overwhelmed with irrelevant menus and toolbars.

Other elements that comprise the new look include

B Six new modern-looking fonts: The default workbook font is now 11-point Calibri, which, I
think, is much more readable than the old 10-point Arial, especially in smaller sizes.

B Quick Access toolbar: A personal toolbar, to which you can add commands that you use regu-
larly. This toolbar is the only part of the Excel 2007 interface that the user can customize.

B The Mini Toolbar: This toolbar contains commonly used formatting icons, displayed near your
mouse pointer for quick access.

Larger worksheets

Over the years, perhaps the most common complaint about Excel was the size of a worksheet. Users who
required more rows or columns were simply out of luck. Microsoft finally, responded, and Excel 2007 has
upped the ante significantly. A worksheet now has 1,048,576 rows and 16,384 columns, which works out
to more than 17 billion cells — almost three cells for every man, woman, and child on the planet. Stated
differently, an Excel 2007 worksheet has more than 1,000 times as many cells as an Excel 2003 worksheet.

T Having more rows and columns doesn’t mean that you can actually use them all. If you
A8 attempted to fill up all cells in a worksheet, you would soon run out of memory. The advantage
to havmg more rows and columns is the flexibility it provides.

In addition to a larger worksheet grid, Excel 2007 has also increased some other limits that have frustrated
users. Table 12-1 summarizes some of these changes.
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TABLE 12-1

By the Numbers: Excel 2003 versus Excel 2007

Excel 2003 Excel 2007
Number of rows 65,536 1,048,576
Number of columns 256 16,384
Amount of memory used 1GB Maximum allowed by Windows
Number of colors 56 4.3 billion
Number of conditional formats per cell 3 Unlimited
Number of levels of sorting 3 64
Number of levels of undo 16 100
Number of items shown in the Auto-Filter dropdown 1,000 10,000
The total number of characters that can display in a cell 1,000 32,000
Number of unique styles in a workbook 4,000 64,000
Maximum number of characters in a formula 1,000 8,000
Number of levels of nesting in a formula 7 64
Maximum number of function arguments 30 255

New file formats

Over the years, Excels XLs file format has become an industry standard. Excel 2007 still supports that for-
mat, but it now uses new default “open” file formats that are based on XML (Extensible Markup Language).

For compatibility, Excel 2007 still supports the old file formats so that you can continue to share your work
with those who haven’t upgraded to Excel 2007.

=1 Find out more about the new Office file formats in Chapter 3.

Worksheet tables

Excel, of course, has always been able to deal with tables. A table is just a rectangular range of cells that
(usually) contain column headers. The designers of Excel 2007 realized that such tables are widely used in
Excel, and they’ve taken the concept to a new level. Working with tables is easier than ever.

Once you designate a particular range to be a table (using the Insert = Tables > Table command), Excel pro-
vides you with some very efficient tools that work with the table. For example:

B You can apply attractive formatting with a single click.

B You can easily insert summary formulas in the table’ total row.

B If each cell in a column contains the same formula, you can edit one of the formulas, and the
others change automatically.

B You can easily toggle the display of the table’s the header row and totals row.
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FIGURE 12-1

B Removing duplicate entries is easy.

AutoFiltering and sorting options have been expanded.

B If you create a chart from a table, the chart will always reflect the data in the table — even if you
add new rows.

B If you scroll a table downwards so that the header row is no longer visible, the column headers
now display where the worksheet column letters would be.

Figure 12-1 shows a table in a worksheet.

Working with tables of data has never been easier.

A B & D E F G
1
2
3 B July 2005 Populationll  July 2004 Population§§ Change [  PectChange [
4 Alabama 4.567.808 4,525,378 32.433 0.11%
5 Alaska 663.661 657,755 5,906 0.89%
5 Avizona 5.939.292 5739.879 199.413 3.36%
7 Arkansas 2.779.154 2,750,000 29,154 1.05%
8 California 36.132.147 35,842,038 290.109 .80%
3 Colorado 4.665.177) 4 21 356 % =
10 Connecticut 3.610.287 3,498,966 E 132%
11 Delaware .52 ¥ 60%
12 District of Columbia 50.52 4. -0.68%
13 Florida 17.789.86 17.385. 404.434 2.2T%
14 Georgia 072,57 918, 154.44 0%
18 Hawail 275,19 2 070 02%
18 Idaho 429.09 395,14 956] 38%
17 Ilinois 12.763.37 12712, 35 -40% |
18 Indiana 271,97 276 43 72%
19 [lowa 966,33 952,904 43 45%
20 | Kansas .744.6 733,697 .95 .40%
21 Kentucky 41734 41, 57 . 76%
22 | Louisiana 45231 506 94, .37%
23 Waine 321, 52 49%
24 Maryland 600, 561, 39.056] 70%
25 Massachusetts .398.74 407, -8.639 -0.14%
26 Michigan 1012051 10,104, 16,654 16%
27 Minnesota 5.132.799 5,096,546 36.253 071%
28 2,921,088 2,900,768 20,320 0.70%
29 Missour 5.800.310 5.759,532 40.778 0.70%
30 WMontana 935,670 926,920 8.750 0.94%
3l Nebraska 1.768.787) 1.747 704 11.083 0.63%
32 Nevada 2,414,807 2,332,898 81,909 339% 4
W 4> vi| NSTO3 “FD [ m P

272

Styles and themes

Excel has always supported named styles, which can be applied to cells and ranges. Excel 2007 brings this
feature to the forefront by providing a good assortment of predefined styles, easily accessible by choosing
Home = Styles = Cell Styles.

With the introduction of document themes, Excel 2007 makes it easy to create good-looking worksheets. A
theme consists of a color palette, font set, and effects. You now have one-click access to a gallery of profes-
sionally designed themes that can dramatically change the look of your entire spreadsheet — almost always
for the better. Access the theme gallery by choosing Page Layout = Themes = Themes. And yes. You can
still create ugly Excel documents if you try hard enough.

Better-looking charts

There is both good news and bad news relating to the charting features in Excel 2007. First the bad news:
Excel 2007 offers no new chart types, and many of the long-time chart-related feature requests have been
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ignored by Microsoft. The good news? Excel charts now look better than ever. For the first time, you can
honestly use the term “boardroom quality” to describe Excel charts

I 1 discuss charts in Chapter 18.

Page layout view

As an option, you can display your worksheet as a series of pages. This new Page Layout view ensures there
are no surprises when it’s time to print your work. Even better, the Page Layout view includes “click and
type” page headers and footers— which is much more intuitive than the old method. Unlike the standard
print preview, Page Layout view is fully functional in terms of spreadsheet editing.

Figure 12-2 shows a spreadsheet displayed in Page Layout view. The display is zoomed out to show multi-
ple pages.

FIGURE 12-2

Excel’s new Page Layout view makes it easy to see how your printed work will appear.
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Enhanced conditional formatting

Conditional formatting refers to the ability to format a cell based on its value. Conditional formatting makes it
easy to highlight certain values so that they stand out visually. For example, you may set up conditional for-
matting so that if a formula returns a negative value, the cell background displays green.
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In the past, a cell could have at most three conditions applied. With Excel 2007, you can format a cell
based on an unlimited number of conditions. But that’s the least of the improvements. Excel 2007 provides
a number of new data visualizations: data bars, color scales, and icon sets. Figure 12-3 shows an example of
a range that uses conditional formatting to display data bars directly in the cells. The size of each data bar is
proportional to the value in the cell.

FIGURE 12-3

Data bars are just one of the new conditional formatting options.

A B c D E F G

2
July 2005 July 2004 - -

3 Population B Population Change gy Pet Change
4 Alabama 4.557.808 4,525,375 32433 0.71%
5 Alaska 663.661 657.755 5.906 0.89% =
[ Avizona 5.939.292 5.739.679 199.413 3.36%
7 Arkansas 2.779.154 2,750,000 29.154 1.05%
8 California 36.132,147 35.842.038 290.109 0.80%
a Colorado 4.665.177) 4.601.621 63.356 1.36%
1n Connecticut 3.610.297 3.498 966 11.331 0.32%
11 Delaware 843524 830,089 13455 1.60%
12 District of Columbia 550,52 .239 -3.718 -0.68%
13 Florida 17.789.86: 17.385.430 404,434 227%
14 Geargia 9.072 57¢ 6.918.129 154 447 1.70%
15 Hawaii 1.275.19 1,262,124 13.070 1.02%
16 Idaho 1,429,098 1,395,140 9560 38%
17 lllinois 12,763,371 12,712,016 355 1 40%
18 Indiana .271.973 226,537 436 | 72%
19 owa ' 966,334 952 904 .4 | 45%
20 | Kansas 744,687 | 733.697 . .40%
21 | Kentucky 4.173.405 4,141,835 K .76%
22 | Louisiana 4.523.628 4,506,685 .94 . 37%
23 | Maine 505 314,985 521 | 49%
24 | Maryland .600.388 561,332 39.056 . 70%
25 assachusetts 398,743 407,382 -6.639 -0.14%
25 | Michigan 10.120.860 1 206 16.654 16%
27 | Minnesota 132,799 096,546 36,263 | 71%
28 | Mississippi .921.088 768 20.320 . 70%
29 issouri 600,310 759,532 40,778 .70% 4
H 4+ ] NSTO3 <%0 [ m 0.

Excel 2007 includes quite a few other improvements to conditional formatting. In general, conditional for-
matting is much more flexible, easier to set up, and relies less on creating custom formulas to define the for-
matting rules.

Consolidated options

In the past, Excel provided far too many dialog boxes to set various options. In Excel 2007, most dialog
boxes have been consolidated into a massive Excel Options dialog box. To display this dialog box, choose
Office Button = Excel Options.

The options are grouped into tabs, which you select on the left. Locating some of the options still isn't
easy, but the new implementation is much better than it used to be. The Excel Options dialog box is also
resizable — just click and drag the lower-right corner to change the size.

SmartArt

Excel 2007 still includes a wide assortment of Shapes that you can use to create visual diagrams, such as
flow charts, org charts, or diagrams that depict relationships. But the new SmartArt feature is a much better
tool for such tasks. You can quickly add shadows, reflection, glow, and other special effects.
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Figure 12-4 shows two SmartArt diagrams. The diagram on the left is the original, and the one on the right
is the same diagram after a single mouse click that changed the layout and style.

SmartArt works in Excel just as it does in Word. Chapter 9 covers the SmartArt in more detail.
In Excel, click the Insert tab on the Ribbon and then click SmartArt to begin inserting a
hic.

FIGURE 12-4

Diagrams created with SmartArt.
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Formula AutoComplete

Entering formulas in Excel 2007 can be a bit less cumbersome, thanks to the new Formula AutoComplete
feature. When you begin typing a formula, Excel displays a continually updated drop-down list of matching
items (see Figure 12-5), including a description of each item. When you see the item you want, press Tab to
enter it into your formula. The items in this list consist of functions, defined names, and table references.

FIGURE 12-5

The Formula AutoComplete feature can speed up formula entry.

‘ Adds the cells specified by a given condition or criteria \_

I sUMX2PY2
e SUMXMY 2

I Refer to Chapter 15 for more information about Formula AutoComplete.
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Compatibility Checker

Given all the new features in Excel 2007, you may be hesitant to share a workbook with others who use an
earlier version of Excel. To find out how your workbook will function with previous versions, use the compati-
bility checker. Choose Office Button = Prepare = Run Compatibility Checker. Figure 12-6 shows an example.

FIGURE 12-6

Use the Compatibility Checker if you plan to share your workbooks with people who use an earlier version of Excel.

Microsoft Office Excel - Compatibility Checker

The following features in this workbook are not supported by earlier versions
6 of Excel. These features may be lost or degraded when you save this
workbook in an earlier file format.

Summary Mumber of occurrences
~
Significant loss of functionality 0

Any effects on this object will be removed. Any text that 1
overflows the boundaries of this graphic will appear dipped. . E
Location; 'Sheet1', Shapes Find Help
One or more functions in this workbook are not available in 1
earlier versions of Excel. When recalculated in earlier
versions, these functions will return a #NAME? error instead find  bely
of returning their Excel 2007 results.
Location; 'Sheet1' ]

[] check compatibility when saving this warkbook.

Copy to New Sheet

Improved PivotTables

Excel’s PivotTable feature is probably one of its most underutilized features. A PivotTable can turn a large
range of raw data into a useful interactive summary table with only a few mouse clicks. Microsoft hopes to
make this feature more accessible by improving just about every aspect of pivot tables in Excel 2007.

One other thing worth noting: Charts created from PivotTables (PivotCharts) now retain their formatting
when they’re updated. This loss of formatting had been a frustration for hundreds of thousands of users,
and Microsoft finally did something about it.

New Worksheet functions

Excel 2007 has five new worksheet functions, described in Table 12-2.

TABLE 12-2

New Worksheet Functions

Function Use

IFERROR Returns a value you specify if a formula evaluates to an error; otherwise, returns the result of
the formula

AVERAGEIF Calculates a conditional average (similar to SUMIF and COUNTIF)

AVERAGEIFS Calculates a conditional average using multiple criteria

SUMIFS Calculates a conditional sum using multiple criteria

COUNTIFS Calculates a conditional COUNT using multiple criteria
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In addition, 39 worksheet functions that used to require the Analysis Toolpak add-in are now built in.
Excel 2007 also includes seven new CUBE functions that retrieve data from SQL Server Analysis Services.

= Chapter 15 covers formulas and functions.

Other new features

Other new features in Excel 2007 worth noting are:

B Trust Center: Protecting yourself from malicious macros is a bit easier with Excel 2007. For
example, you can disable all macros, except those in workbooks that are stored in trusted loca-
tions on your computer.

B PDF add-in: You can create an industry-standard Adobe PDF file directly from Excel using an
add-in available from Microsoft. Search Excel’s Help system for “PDF” to learn more.

B Improved zooming: Use the Zoom control or Zoom slider on the right side of the status bar to
quickly zoom in or zoom out on your worksheet.

B More control over the status bar: You can now control the type of information that appears in
the status bar.

B Color Schemes: Change the appearance of Excel by applying one of three color schemes that
ship with Excel (Blue, Silver, or Black).

B Resizable formula bar: When editing lengthy formulas, you can increase the height of the for-
mula bar so that it doesn’t obscure your worksheet. Just click and drag on the bottom border of
the formula bar.

B Lots of new templates: Why reinvent the wheel? Choose Office Button = New, and you can
choose from a variety of templates. One of them may be exactly (or at least close) to what you
need.

Understanding Workbooks and Worksheets

The work you do in Excel is performed in a workbook file, which appears in its own window. You can have
as many workbooks open as you need. By default, Excel 2007 workbooks use an XLSX file extension.

Each workbook is comprised of one or more worksheets, and each worksheet is made up of individual cells.
Each cell contains a value, a formula, or text. A worksheet also has an invisible draw layer; which holds
charts, images, and diagrams. Each worksheet in a workbook is accessible by clicking the tab at the bottom
of the workbook window. In addition, workbooks can store chart sheets. A chart sheet displays a single chart
and is also accessible by clicking a tab.

Newcomers to Excel are often intimidated by all the different elements that appear within Excel’s window.
Once you become familiar with the various parts, it all starts to make sense.

Figure 12-7 shows you the more important bits and pieces of Excel. As you look at the figure, refer to Table
12-3 for a brief explanation of the items shown in the figure.
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The Excel screen has many useful elements that you will use often.

Minimize window button

Window Close button
Name box Formula bar Application Close button
Quick Access toolbar | Column letters  Title bar Maximize/Restore button
Office button Ribbon Minimize application
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