
Numbers 
3-D column charts, 498 

A 
absolute cell references, 464 
accepting or rejecting changes 
 in Excel, 527 
 in Word change tracking, 186–187 
Accounting formatting (Format Cells dialog box), 487 
Accounts see also identities 
 checking specific email, 319 
 configuring for email, 311 
 configuring for newsgroups, 364–365 
 configuring user, 422 
 email, types of, 313 
Acrobat PDF documents, 6, 344 
 creating, 45, 514, 620 
add-ins (Excel), 562 
Add to Favorites button, Open dialog box, 22 
Address Book, Entourage, 308, 401416 
 accessing, 351 
 adding images, 406 
 creating contact groups, 408–409 
 creating contacts, 403–407 
 cross-platform compatibility, 411 
 editing contacts, 408 
 flagging contacts, 412 
 long form, adding contacts, 404–406 
 overview, 401–402 
 pop-up calendar, 406 
 printing, 415–416 
 usefulness of contacts, 412–413 
addressing email, 349–352 
Advanced Find window, 424–425 
alerts 
 Office Notifications, 397–398 
 responding, 398–399 
alignment 
 drawing objects, 647–648 
 email messages, 354 
 Excel text, 490–491 
 Word text, 121–124 
animated text in Web pages, 284 
animation in PowerPoint, 609–612 
antialiasing, 2, 5 
AOL (America Online), email and, 310 
Apple HomePage feature, Web page publishing and, 304 
Apple Mail, exporting to Entourage, 312 
applications, linking to, 295–296 
appointments, adding to Calendar, 378–383 
area charts in Excel, 499 
arrows 
 adding to lines, 654 
 drawing, 645 
Assistant, Help system, 686–689 
attachments to email 
 accessing, 327 
 adding, 357–361 
 forwarding messages, 335 
 opening, 341–342 
 replying to messages, 332 



 restricting download size, 325 
 troubleshooting, 343–345 
auditing Excel formulas, 536 
AutoCaptioning (Word), 238–239 
AutoComplete (Excel), 441 
AutoCorrect pop-up menu in Spelling and Grammar (Word), 85 
AutoCorrect (Word), 96–98 
AutoFill (Excel), 442–445 
AutoFormat (Word), 104–108 
AutoMark, Word indexing, 251 
automatic email replies, 349 
automatic formatting in Excel, 478–479 
automatically updating Excel links, 536 
AutoRecovery (Word), 40 
AutoShapes, 640–642 
AutoShapes toolbar (Excel), 494 
AutoSum functions (Excel), 455 
AutoSummarize (Word), 225–228 
AutoText (Word), 96–101 
AutoType (Word), 96–98 
AVERAGE option (AutoSum function), 455 
axes (Excel charts), 504 

B 
Background palette, 283 
backgrounds 
 adding to worksheets, 520 
 Calendar graphics, 391 
 Web page sound, 292–293 
 Web pages, 283 
backups (Word), 43 
bar charts in Excel, 498 
bar tabs in Word, 129 
Bccc (blind carbon copy) in email, 349 
Binders (Microsoft), unbinding, 527 
block quotes, indentation and, 126 
body text 
 email, 352–353 
 Word outlines, 213 
bold type, 114 
bookmarks (Word), 233 
 adding, 234 
 deleting, 234 
 hyperlinks and, 294–295 
 index page ranges, 250 
 navigating by, 234–235 
 viewing, 235 
borders 
 formatting Excel cells, 482–486 
 paragraph formatting, Word, 130–134 
bound-book pages, headers/footers, 197 
Browse Object, 26 
browsers, viewing Entourage-generated Web pages, 392 
bubble charts, 500 
bug fixes, Service Release 1, 12 
built-in headings, TOC (Word), 242–244 
bulleted lists, 117–121 
 Web pages, 289 
bullets 
 email messages, 354 
 formatting in PowerPoint, 587–588 
buttons 
 Add to Favorites button, Open dialog box, 22 



 Close button, Standard toolbar, 37 
 custom toolbar buttons, 6, 627 
 Find File button, Open dialog box, 21, 22 
 Navigator buttons (Word), 26 
 pop-up buttons, 9 
 Print button, Word Standard toolbar, 43 

C 
cable modems, Web page publishing and, 304 
caches, clearing newsgroup, 367 
calculations in Excel 
 dates and time, 440–441 
 fill handle, 444 
 formulas, 454–455 
 function iterations, 534 
 totaling numbers, 460–462 
Calculator, creating formulas, 458–459 
Calendar (Entourage), 375–393 
 adding appointments, 378–383 
 adding holidays, 389–390 
 adjusting event duration, 385 
 background graphics, 391 
 creating holidays, 390 
 deleting events, 386 
 editing events, 384 
 Entourage, 308 
 formatting dates, 380 
 Go to Today, 377 
 inserting hyperlinks, 382 
 overview, 375 
 posting online, 391 
 printing events, 385–386 
 receiving invitations, 387 
 recurring events, 381 
 reminders, 382 
 rescheduling events, 384–385 
 RSVPs, 388 
 saving as Web page, 390–393 
 sending invitations, 386–387 
 usefulness of, 378 
 viewing tasks, 396 
 views, 375–377 
calendar icon (contacts), 415 
calendar pop-up (Address Book), 406 
capital letters, 115–116 
captions in Word 
 AutoCaptioning, 238–239 
 deleting, 237 
 editing, 237 
 inserting, 235–236 
 text, 237 
 updating, 237–238 
Carbonized Office programs, 1 
Catalog view, Project Gallery, 16 
categories in Calendar 
 assigning to items, 429–430 
 changing, 384 
 configuring, 429 
 overview, 428 
Category list, Project Gallery, 17 
Cc (carbon copy), 349 
cells in Excel worksheets, 437 see also tables 
 absolute references, 464 



 changing size, 481–482 
 clearing contents, 450–451 
 formatting borders and color, 482–486 
 merging, 491–492 
 protecting, 485 
 relative references, 463 
 selecting, 445–446 
centered tabs, 129 
CGI (common gateway interface) scripts, forms and, 300 
change tracking in Excel, 522, 525–527 
change tracking in Word, 181–182 
 accepting/rejecting, 186–187 
 comparing documents, 189 
 merging changes, 188 
 reviewing, 185–186 
 setup, 183–184 
character formatting in Word see also formatting 
 All Caps, 115–116 
 colored text, 114 
 fonts, 110–113 
 hidden text, 116–117 
 lists, Word, 117–121 
 Small Caps, 115–116 
 special effects, 115 
 type styles, 113–114 
character spacing in Word, 159 
Chart (Microsoft), 659 
charts and graphs see also Microsoft Chart; Microsoft Graph; Microsoft 

Organization Chart 
 adding to PowerPoint presentations, 595 
charts and graphs in Excel 
 adding data series, 502–503 
 copying to other applications, 507 
 creating automatically, 512 
 data series, 496 
 error bars, 509–510 
 formatting options, 504–507 
 goal seeking scenarios, 548 
 overview, 494–495 
 placement, 503–504 
 selecting data, 495–496 
 selecting data for, 501 
 selecting styles, 496–501 
 transparency, 507–509 
 transparent, 4 
 trend lines, 510–512 
charts in Word, 164 
checking off tasks, 396 
checking spelling, 430 
circular references in Excel formulas, 533–534 
citations, 198 see also footnotes/endnotes 
Clear key, 71 
Click and Type (Word), 94–95 
 Office 2001, 6 
clicking the mouse, 8 
 @Cmd clicking, 8 
clip art see also drawings; graphics 
 categories, 638 
 converting into drawings, 649 
 deleting, 638 
 in Excel, 494 
 gallery, 637 
 manipulating, 640 



 online resources, 638 
 properties, 639–640 
 searching for, 640 
Clipboard, Office Clipboard, 3 
Close button, Standard toolbar, 37 
@Cmd-clicking the mouse, 8 
collaboration, sharing Excel worksheets, 522–524 
collapsing outlines in Word, 213–214 
color 
 email messages, 354 
 formatting Excel cells, 482–486 
 hyperlinks, 300 
 Web pages, automatic color, 284 
Color control (Formatting Palette), 484 
color picker, 654 
column charts in Excel, 497 
columns 
 Address Book, 402 
 breaks, 149 
 hiding in Excel, 482 
 inserting in Excel, 449 
 manipulating in Excel lists, 471–472 
 resizing in Entourage, 326 
 Standard toolbar, 150 
 Tasks module, 393 
 Word, 34 
comments 
 in Excel, 562–563 
 in Word, 179–181 
comparing documents in Word, 189 
compatibility, 5 
 importing or exporting contact information, 411 
 ODBC and Excel, 537 
Compose tab (Entourage preferences), 370–372 
composing email message body, 352–353 
compressed files, 343 
concordances, Word, 251 see also indexing 
conditional formatting in Excel, 480 
cone charts in Excel, 500 
configuration 
 categories, 429 
 email accounts, 316–318 
 email and newsgroup preferences, 370–374 
 email message rules, 345–347 
 Entourage, 310–315 
 merging workbooks, 527–528 
 newsgroup accounts, 364–365 
 Office Notifications, 400 
 user accounts, 422 
 work week preferences (Calendar), 376 
connections, downloading email and, 321 
Consolidate command (Excel Data menu), 556–557 
contacts (Address Book), 403–407 
 creating groups, 408–409 
 editing, 408 
 exporting, 411 
 flagging, 412 
 importing, 409–411 
 Summary tab icons, 414–415 
 usefulness of, 412–413 
 using in Word, 412 
contents see also Table of Contents 
Contents properties in Excel, 531 



copies of documents, opening, 20–21 
Copy command 
 Office Clipboard and, 64 
 Word, 63–64 
copying 
 email folders, 337 
 in Excel, 447 
 Excel charts to other applications, 507 
 worksheets, 521 
COUNT option (AutoSum function), 456 
cross-references in Word 
 deleting, 241 
 indexes, 249–250 
 inserting, 239–241 
 modifying, 241 
curly quotes, 77 
Currency formatting (Format Cells dialog box), 487 
curves, drawing, 645 
custom fields (Address Book), 405 
Custom formatting (Format Cells dialog box), 489 
Custom properties in Excel, 531 
custom slide show presentations, 573 
custom toolbars, 627–629 
custom views 
 in Excel, 558 
 searching, saving, 425 
Custom Views, Entourage, 308 
Cut command 
 Excel formulas, 447 
 Office Clipboard and, 64 
 Word, 63–64 
cutting in Excel, 447 
cylinder charts in Excel, 500 

D 
data 
 compared to formulas, 437 
 entering in Excel, 451–453 
 validating in Excel, 555 
data entry forms, creating in Excel, 557–558 
data entry (spreadsheets), 437–439 
Data menu (Excel), 553–557 
data merges in Word, 254 
 data source preparation, 254–255 
 to e-mail, 263–264 
 envelopes, 265–270 
 existing data sources, 258–260 
 formatting, 261–262 
 header rows, 258 
 header sources, 258 
 labels, 265–270 
 main document, 260–261 
 new data sources, 256–258 
 to new document, 263 
 previews, 261–262 
 printing, 262–263 
 Query Options, 262–263 
 tab-delimited text files, 259 
data series in Excel charts, 496 
 adding to charts, 502–503 
data sources, Word merges 
 existing sources, 258–260 
 header rows, 258 



 header sources, 258 
 new sources, 256–258 
 preparation, 254–255 
 tab-delimited text files, 259 
data tables in Excel, 545–546 
data types in spreadsheets, 439–441 
databases 
 in Entourage, rebuilding, 331 
 in Excel, 536–537 
Date formatting (Format Cells dialog box), 488 
dates 
 in Excel, 440 
 fill handle (Excel), 444 
 formatting in Calendar, 380 
Day view (Calendar), 376 
decimal places, adding or removing in Excel, 489 
decimal tabs, 129 
definitions dictionary, Office 2001, 6 
Delete key (Word), 71 
deleting 
 Calendar events, 386 
 clip art, 638 
 contacts from Address Book, 408 
 email messages, 329–331 
 Notes, 417 
 rows and columns from Excel lists, 471–472 
 slides from PowerPoint presentations, 583 
 tasks, 396 
 worksheets, 521 
demoting items in outlines, 212 
designing PowerPoint slides, 569–570 
desktop, drag-and-drop to, 68–69 
dictionaries 
 custom, Spelling and Grammar, 90–94 
 foreign language, 93 
 Word, 34–35 
digital cameras, image import, 4, 588 
directory services, 351 
 adding addresses to Address Book, 407 
dividers in Web pages, 289 
Dock, Carbonization and, 1 
document formatting in Word, 134–135 
Document Map (Word), 37, 218–219 
document navigation in Word, 69–75 
document protection in Word, 24 
document templates (Word), 203–206 
documents 
 attaching custom toolbars, 629–630 
 favorites, 22 
 fields in, 231–233 
 inserting graphics, 635–636 
 linking to, 293–295 
 opening, in Project Gallery, 17 
 unbinding, 527 
 Word (see also Word) 
doughnut charts (Excel), 499 
drag-and-drop 
 to desktop, 68–69 
 in Excel, 448 
 installation, 678–680 
 between programs, 67–68 
 Word, 67 
Draw Borders control (Formatting Palette), 484 



drawing, Formatting Palette (Excel), 484–486 
Drawing palette (Word), 34 
Drawing toolbar, 644–645 
drawings see also clip art; graphics 
 aligning, 647–648 
 AutoShapes, 640–642 
 converting clip art into, 649 
 editing, 645–646 
 grid, 648–649 
 grouping, 646 
 rotating, 649–650 
 stacking, 646–647 
 WordArt, 642–644 
duplicating email messages, 334 

E 
Edit Schedule window options (Entourage), 321–322 
editing 
 Calendar events, 384 
 contacts (Address Book), 408 
 drawings, 645–646 
 linked objects (OLE), 660 
 PowerPoint text, 585–586 
 spreadsheet cells, selecting mode, 437 
 tasks, 395–396 
 text in Word, 59–108 
email see also Entourage; ail 
 account types, 313 
 adding attachments, 357–361 
 adding recipients, 332 
 addressing, 349–352 
 automatic replies, 349 
 avoiding spam, 360 
 checking specific accounts, 319 
 composing message body, 352–353 
 configuring accounts, 316–318 
 data merges in Word, 263–264 
 deleting messages, 329–331 
 directory services, 351 
 downloading only headers, 323–325 
 duplicating messages, 334 
 encoding attachments, 359–361 
 etiquette, 361–362 
 exporting messages, 337 
 flagging messages, 338 
 folders, 336–337 
 formatting, 353–356 
 forwarding messages, 335 
 hiding messages, 328 
 hyperlinks to, 298–299 
 icons (list view), 328–329 
 inserting hyperlinks, 352 
 inserting multimedia, 355–356 
 linking messages, 339–340 
 mac.com service, 315 
 mailing lists, 333 
 marking messages, 328 
 message history, 336 
 mouse-potato.com, 365 
 moving messages, 337–338 
 offline access, 325–326 
 opening attachments, 341–342 
 opening messages, 326 



 preferences, 370–374 
 printing, 336 
 prioritizing messages, 340 
 reading, 326–329 
 redirecting messages, 335–336 
 reformatting messages, 333–334 
 replying to messages, 331–332 
 restricting download sizes, 325 
 Save as Draft option, 353 
 scheduling downloading of, 320–322 
 selecting messages, 330 
 sending, 361 
 sending and receiving, 318–320 
 Setup Assistant, 310–315 
 signatures, 352m 
 spam filters, 348 
 subject line, 352 
 usefulness of contact information, 412 
 viewing Internet headers, 327 
 viruses, 342 
 Word-style editing features, 353 
embedded objects 
 controls on PowerPoint slides, 606–608 
 creating, 662–663 
 editing, 663 
 Paste Special command and, 64 
embossed text, 115 
Encarta dictionary, 35 
encoding email attachments, 359–361 
End key (Word), 70 
engrave text, 115 
Entourage 
 adding recipients, 332 
 Address Book, 308, 351, 401–416 
 adjusting font size, 327 
 AppleScript, 431 
 automatic replies, 349 
 Calendar, 308, 375–393 
 calendar, onscreen reminders, 4 
 categories, 428–430 
 clearing newsgroup cache, 367 
 composing email, 349–361 
 configuring, 310–315 
 Custom Views, 308 
 deleting messages, 329–331 
 duplicating email messages, 334 
 email and newsgroup preferences, 370–374 
 exporting messages, 337 
 features, overview of, 307–309 
 flagging messages, 338 
 folders, 336–337 
 forwarding messages, 335 
 icons (list view), 328–329 
 identities, 420–422 
 linking messages, 339–340 
 links, 426–428 
 Mail, 308 
 Mailing List Manager, 346 
 main window, 307, 310 
 message histories, 336 
 message rules, 345–349 
 moving messages, 337–338 
 multiple views, 309 



 new features, 5 
 newsgroups, 363–364 
 Notes, 308, 416–418 
 Office 2001 new features, 7 
 offline access, 325–326 
 online access, 323–325 
 Preview pane, 309 
 priortizing messages, 340 
 Progress window, 319 
 reading email, 326–329 
 rebuilding Database, 331 
 redirecting messages, 335–336 
 reformatting messages, 334 
 replying to messages, 331–332 
 resizing columns, 326 
 resizing panes, 309 
 Save as Draft option, 353 
 scheduling email checking, 320–322 
 scripts, obtaining, 403 
 selecting messages, 330 
 sending and receiving email, 318–320 
 Tasks, 308, 393–397 
 toolbar, 309 
 undeleting messages, 330 
 View menu, 309 
 viewing Web pages created by, 392 
 Word-style editing features, 353 
envelopes in Word 
 data merges, 265–270 
 printing, 52–54 
Equation Editor (Microsoft), 659, 666–667 
equations in Word, 164 
Errata page, www.missingmanuals.com, 12 
error bars (Excel charts), 509–510 
errors 
 Excel ### notation, 445 
 FileMaker Pro and Excel, 540 
Escape key (Word), 70 
events in Calendar 
 adjusting duration, 385 
 deleting, 386 
 editing, 384 
 printing, 385–386 
 recurring, 381 
 rescheduling, 384–385 
Excel 
 ### error notation, 445 
 add-ins, 562 
 adding comments, 562–563 
 adding graphical backgrounds, 520 
 adding or removing decimal places, 489 
 adding pictures, 493–494 
 aligning text, 490–491 
 auditing formulas, 536 
 AutoComplete, 441 
 AutoFill, 442–445 
 automatic formatting, 478–479 
 AutoSum functions, 455 
 change tracking, 525–257 
 changing fonts, 489–490 
 chart transparency, 507–509 
 charts, transparent, 4 
 circular formula references, 533–534 



 clearing cell contents, 450–451 
 conditional formatting, 480 
 creating data entry forms, 557–558 
 creating formulas with Calculator, 458–459 
 creating PivotTables, 542–544 
 custom views, 558 
 cutting, copying, and pasting, 447 
 Data menu, 553–557 
 data tables, 545–546 
 databases and, 536–537 
 drag-and-drop, 448 
 entering data, 451–453 
 error bars (charts), 509–510 
 exporting files, 529–531 
 FileMaker Pro data, 537–540 
 FileMaker Pro imports, 5 
 fill handle, 444 
 flag for follow up feature, 562 
 Format Painter, 479–480 
 Format pop-up menu, 487 
 formatting cell borders and color, 482–486 
 formatting charts, 504–507 
 formatting numbers, 486–489 
 formatting text, 486–491 
 formatting worksheets, 477 
 Formula Palette, 459, 532–533 
 formulas, 453–455 
 goal seek feature, 547–548 
 hiding cells, 482 
 importing data from text files, 542 
 importing data from Web sources, 541–542 
 inserting and removing cells, 448–449 
 keyboard shortcuts, 4 
 LIst Manager, 464–466 
 List menu, 474–475 
 List Wizard, 466–471 
 listsheets, 539 
 macros, 563–566 
 manipulating lists, 471–474 
 manual formatting, 480–486 
 merging cells, 491–492 
 merging workbooks, 527–528 
 named ranges, 462–463 
 nested formulas, 532 
 new features, 4–5 
 ODBC queries, 4 
 Office 2001 new features, 6–7 
 order of formula calculation, 459 
 outlines, 559–561 
 Paste Function dialog box, 456–457 
 Paste Special command, 448 
 printing worksheets, 512–518 
 protecting cells, 485 
 reports, 559 
 saving in earlier formats, 529 
 secnarios, 549–551 
 selecting cells, 445–446 
 selecting multiple worksheets, 520 
 sharing worksheets, 522–524 
 Solver, 551–552 
 spreadsheets, 435–437 
 spreadsheets in Word documents, 37 
 totaling numbers, 460–462 



 trend lines (charts), 510–512 
 validating data, 555 
expanding compressed files, 343 
expanding Word outlines, 213–214 
exponential trend lines (Excel charts), 511 
exporting 
 contacts (Address Book), 411 
 email messages, 337 
 Excel files, 529–531 
 FileMaker Pro data to Excel, 537–540 
EXT in Word status bar, 30 
Extend Selection mode (Word), 30 

F 
fast saves in Word, 42–43 
favorites, 22 
Favorites list, Internet Explorer, hyperlink creation, 297–298 
field codes in indexes, 249 
 editing, 250–252 
Field dialog box (Word), 229 
fields, Word, 228–233 
 AutoText, 101 
 data merges, 255 
 displaying, 232 
 documents and, 231–233 
 inserting, 228–229 
 locking, 232–233 
 modifying with switches, 229–230 
 printing, 233 
 Table of Contents, updating/deleting, 245 
 updating, 232 
 uses, 231 
file extensions, viewing, 343 
file formats, exporting Excel files, 529 
file servers, Web file server, 304 
FileMaker Pro 
 exporting data to Excel, 537–540 
 importing to Excel, 5 
 Service Release 1 and, 12 
files 
 expanding compressed, 343 
 linking to, 295–296 
Fill Color control (Formatting Palette), 484 
fill colors, 651–652 
fill effects, 652–653 
fill handle (Excel), 444 
Filter command (Excel Data menu), 555 
filters see also message rules 
 creating for Excel lists, 472–473 
find and replace see also searches 
 in Excel, 449–450 
 in Word, 75–82 
Find and Replace dialog box, Go To command and, 72 
Find File button, Open dialog box, 21, 22 
Find Related command, 426 
Find window, 423 
finding see searching 
Fkeys, 70 
flag for follow up feature (Excel), 562 
flagging 
 contacts, 412 
 email messages, 338 
floppy disk icon in Word status bar, 31 



folders, 26 
 copying, 337 
 email messages, 336–337 
 HTML code organization, 304 
 saving email attachments, 342 
fonts 
 changing in Excel, 489–490 
 color, Web pages, 283–284 
 email messages, 354 
 size in Entourage, 327 
 Word, 110–113 
footnotes/endnotes, 197–201 
foreign language dictionaries, 93 
foreign language text, Spelling and Grammar and, 89 
form letters see also data merges 
Format Cells dialog box, 487 
Format Painter 
 Excel, 479–480 
 Word, 126 
Format pop-up menu, 487 
formatting see also character formatting; paragraph formatting; section 

formatting 
 addresses, 403 
 automatically in Excel, 477 
 bullets in PowerPoint, 587–588 
 cell sizes in Excel, 481–482 
 chart transparency (Excel), 507–509 
 charts in Excel, 504–507 
 conditional in Excel, 480 
 data merges (Word), 261–262 
 dates in Calendar, 380 
 dates in Excel, 440 
 email messages, 333–334, 353–356 
 find and replace and, 79–80 
 Format Painter (Excel), 479–480 
 graphics, 650–655 
 manually in Excel, 480–486 
 master documents (Word), 224 
 numbers in Excel, 486–489 
 Reveal Formatting option (Word), 124 
 tables in Word, 171–178 
 text boxes (Word), 157–158 
 text in Excel, 486–491 
 text in PowerPoint, 585–586 
 text in Word, 109–140 
 troubleshooting in Excel, 441 
 worksheets, 477 
Formatting Palette 
 Bullets and Numbering, 118 
 Carbonization and, 1 
 cell borders and color, 484–486 
 character formatting, Word, 110–113 
 Office 2001, 7 
 Word, 36, 37, 109–110 
Formatting toolbar, 487 
forms, creating data entry in Excel, 557–558 
Formula Palette, 459, 532–533 
formulas see also calculations; functions 
 auditing, 536 
 circular references, 533–534 
 compared to data, 437 
 compared to functions, 532 
 creating with Calculator, 458–459 



 Cut command in Excel, 447 
 iterations, 534 
 linking to other worksheets, 534–536 
 named ranges, 462–463 
 nested, 532 
 order of calculation, 459 
 overview, 453–454 
 syntactical order, 456 
 updating worksheet references, 535 
 viewing in Excel, 454 
Forward Delete key, 71 
forwarding email messages, 335 
Fraction formatting (Format Cells dialog box), 488 
freeform drawing, 645 
function keys, 70 
functions see also calculations; formulas 
 AutoSum, 455 
 compared to formulas, 532 
 finding, 456–457 
 iterations, 534 
 overview, 455 

G 
Gallery (clip art), 637 
 categories, 638 
 deleting clips, 638 
 online resources, 638 
General formatting (Format Cells dialog box), 487 
General properties in Excel, 531 
GIF files, graphics, 288 
global templates, Word, 204, 209–211 
Go Back command (Word), 74 
Go to, Open dialog box, 22 
Go To command (Word), 72 
Go to Today (Calendar), 377 
goal seek feature (Excel), 547–548 
grammar checking see also Spelling and Grammar 
Graph (Microsoft), 659, 668–670 
graphics see also clip art; drawings; images; multimedia; pictures 
 adding in Excel, 493–494 
 adding to PowerPoint, 588 
 adding to worksheet backgrounds, 520 
 AutoShapes, 640–642 
 AutoText, 101 
 bullets in PowerPoint, 588 
 Calendar backgrounds, 391 
 color picker, 654 
 file formats, 288 
 formatting, 650–655 
 inserting into Office documents, 635–636 
 layout options, 655–656 
 OLE, 659–663 
 pictures compared to drawings, 636 
 positioning, 655 
 Quartz, 2 
 resizing, 654–655 
 saving PowerPoint slides as, 617–618 
 transparency, 654 
 Web downloads, 287–288 
 wrapping text, Web pages, 288 
graphs see charts and graphs 
green squiggly lines, spelling and, 83 
grid, drawings, 648–649 



grouping drawings, 646 
groups (contacts), creating, 408–409 
gutters in Word margins, 136 

H 
handout master (PowerPoint), 581 
hard drive, opening Web pages, 278–279 
hard hyphens, 154 
hardware requirements, 677 
header rows in data sources, 258 
headers, avoiding sorting on in Excel, 554 
headers/footers 
 Excel, 515 
 margins in Word, 135 
 Word, 193–197 
headings in Word outlines, 213 
Help key, 71 
Help system 
 Assistant, 686–689 
 Index, 689–690 
 new features, 5 
 Show Balloons, 685 
 Web-based Help, 690–691 
hidden text, 116–117 
 indexes, 249 
hiding 
 email messages, 328 
 rows and columns in Excel, 482 
 rows and columns with outlines in Excel, 561 
 worksheets, 521 
hiding slides in PowerPoint presentations, 609 
history, email messages, 336 
History list, hyperlink creation, 297–298 
holidays (Calendar), 389–390 
Home key (Word), 70 
HomePage service, 393 
horizontal lines in Web pages, 289 
HTML code 
 conversion to Word, 303–304 
 folder organization, 304 
 text styles, 303 
 viewing, 279 
HTML files, opening from Word, 278 
HTML formatting 
 email, 353–356 
 Paste Special command and, 65 
hypenation, 23 
 Word, 153–155 
hyperlinks 
 color, 300 
 deleting, 300 
 editing, 299–300 
 email, 298 
 Favorites, 297–298 
 History list, 297–298 
 inserting in Calendar, 382 
 inserting in email, 352 
 linking to another place, 293–295 
 linking to another Word document, 293–295 
 linking to applications, 295–296 
 linking to files, 295–296 
 linking to Web sites, 296–298 
 mailto links, 298 



 packages, 296 
 PowerPoint presentations, 596 
 tasks, 396–397 
 URLs, 296–297 
 Word, 37 

I 
iCalendar, 389 
icons 
 Dock (Clip Gallery), 637 
 email messages, 328–329 
 printer, Word status bar, 31 
 title bar, document proxy icon, 26 
identities 
 compared to user accounts, 422 
 creating, 420–422 
 overview, 420 
images see also graphics; pictures 
 Address Book, adding to, 406 
 digital cameras, importing, 4 
IMAP, accounts, 313 
Import Assistant, 410–411 
importing 
 contacts (Address Book), 409–411 
 data from text files into Excel, 542 
 data from Web into Excel, 541–542 
 email and address book information into Entourage, 312 
 Excel data to FileMaker Pro, 537–540 
 holidays into Calendar, 389–390 
incrementing dates in Calendar, 380 
indentation 
 block quotes, 126 
 email messages, 354 
 Tab key and, 24 
 Word, 124–126 
Index, Help system, 689–690 
indexing in Word see also concordances 
 AutoMark feature, 251 
 cross-references, 249–250 
 deleting entries, 251 
 deleting index, 254 
 editing/cleanup, 253–254 
 entry creation, 247–250 
 field codes, 249–252 
 generating the index, 252–253 
 page ranges, 250 
 reformatting index, 253–254 
 updating index, 253–254 
information icon (contacts), 414 
inline graphics, Word, 163–164 
Ins key (Word), 71 
Insert Hyperlink dialog box (Word), 295 
installation, 677 
 drag-and-drop, 678–680 
 Excel Solver, 551 
 hardware requirements, 677 
 software requirements, 677 
 traditional program, 680–681 
 Value Pack, 681–682 
 Windows Media Player, 670 
Instant Web pages, Office 2001, 8 
integration, 2 
international preferences, dates in Excel, 443 



Internet headers (email) 
 redirected email messages, 336 
 viewing, 327 
Internet radio, 672–673 
invisible characters, find and replace and, 81–82 
invisible tab stops, 127 
invitations (Calendar) 
 receiving, 387 
 RSVPs, 388 
 sending, 386–387 
ISPs, Web page publishing and, 304 
italic type, 113 

J 
JPEG files, graphics, 288 
Junk Mail Filter (email), 348 

K 
keyboard 
 document navigation (Word), 69–74 
 Fkeys, 70 
 PowerPoint keystrokes, 605–606 
 reassigning key combinations, 633–634 
 worksheet data entry keystrokes, 438 
keyboard shortcuts, 8–9 
 Excel, 4 
 Project Gallery, 18 
keystrokes, 71–72 

L 
labels 
 data merges, 265–270 
 Excel charts, 504 
 printing in Word, 55–57 
layers see also stacking drawings 
left tabs, 129 
legends in Excel charts, 504 
line breaks in Word, 148 
line charts, 498 
line numbers in Word, 201–202 
line spacing in Word, 122 
linear trend lines (Excel charts), 510 
lines see also borders 
 drawing, 644 
lines in tables, Word, 171 
linked text boxes, 158–160 
linking 
 email messages, 339–340 
 Excel formulas to other worksheets, 535 
 OLE, 659–663 
links see also hyperlinks 
 creating, 427 
 implementing, 427 
 overview, 426 
Links column (Tasks), 393 
List Manager (Excel), 464–466 
 List Wizard, 466–471 
List menu (Excel), 474–475 
List view (Calendar), 376 
lists in Excel 
 manipulating, 471–474 
 sorting and filtering, 472–473 



 total row, 473–474 
lists in Word, 117–121 
listsheets (Excel), 539 
Live Word Count in Office 2001, 6 
locking fields in Word documents, 232–233 
logarithmic trend lines in Excel charts, 510 
long form (Address Book), 404–406 

M 
mac.com email service, 315 
macro recorder, Word, 30 
macro viruses, 342 
macros, Excel, 563–566 
macros, Word, 270–271 
 creating, 271–274 
 organizer, 274 
 running, 274 
 Visual Basic and, 271 
Mactopia Web site, 682 
magnifying glass icon (contacts), 414–415 
Mail see also email 
 Entourage, 308 
Mailing List Manager, 346 
mailing lists, 333 
 etiquette, 361–362 
mailto links, 298 
main document, data merges, 260–261 
manual formatting in Excel, 480–486 
manual hyphenation, 154 
margins 
 setting in Excel, 515 
 Word, 135–136 
Mark Index Entry dialog box, 248 
marking email messages, 328 
master documents in Word, 219–220 
 combining subdocuments, 223 
 deleting, 224 
 formatting, 224 
 moving subdocuments, 223 
 new, 220–221 
 opening/expanding subdocuments, 222–223 
 removing, 224 
 renaming subdocuments, 223 
 security, 224–225 
 spinning off documents, 221 
 splitting subdocuments, 223 
 viewing, 221–222 
master items (PowerPoint), 578–581 
Master view (Word), 40 
Max, Help system, 39, 686–689 
 Office 2001, 7 
Max option (AutoSum function), 456 
Meeting Minder option (PowerPoint), 605 
menus, 8 
 customizing, 630–633 
merging see also data merges in Word 
 cells in Excel, 491–492 
 scenarios in Excel, 551 
 workbooks, 527–528 
message icon (contacts), 415 
message rules, configuring, 345–347 
messages see email 
Microsoft Chart, 659 see also charts and graphs 



Microsoft Equation Editor, 659, 666–667 
Microsoft Graph, 659, 668–670 see also charts and graphs 
Microsoft Organization Chart, 663–666 
MIN option (AutoSum function), 456 
mirrors, Word margins, 136 
MLA-style footnotes, 199 
MLA Style Manual and Guide to Scholarly Publishing, 199 
Month view (Calendar), 376 
mouse 
 clicking, 8 
 @Cmd-clicking, 8 
 drag-and-drop in Excel, 448 
 text selection in Word, 60 
mouse-potato.com, 365 
movies in PowerPoint, 5 
movies in Word Web pages, 290 
 deleting, 291–292 
 poster frames, 290–291 
moving average trend lines in Excel charts, 511 
multi-selection feature, Word, 62 
multimedia see also graphics 
 adding to PowerPoint presentations, 591–594 
 animation in PowerPoint presentations, 609–612 
 email attachments, 327 
 in Excel, 492–493 
 inserting into email messages, 355–356 
 Windows Media Player, 670–673 

N 
named ranges, Excel formulas, 462–463 
naming 
 custom fields (Address Book), 406 
 email folders, 337 
 tasks, 394 
 worksheets, 436, 521 
narration in PowerPoint presentations, 612–614 
navigation 
 in PowerPoint, 582–583 
 PowerPoint presentations, choosing scheme, 603–604 
Navigator buttons (Word), 26, 73–75 
negative indents, 126 
nested formulas in Excel, 532 
nested tables in Word, 174 
 Web pages, 287 
NET alerts, 397 
netiquette 
 email, 361–362 
 mailing lists, 362–363 
 newsgroups, 368–370 
new documents, 18–19 
new features 
 antialiasing, 5 
 compatibility, 5 
 Entourage, 5 
 Excel, 4–5 
 Help, 5 
 Office 2001, 6–8 
 PDF output, 6 
 PowerPoint, 5 
 Project Gallery, 5 
 in Word, 4 
New Slide Show dialog box, 574–575 
newsgroups, 363–364 



 clearing cache, 367 
 configuring accounts, 364–365 
 configuring rules, 368 
 downloading list of, 365–367 
 etiquitte, 368–370 
 finding messages, 367 
 messages, 368 
 preferences, 370–374 
 reading messages, 367–368 
newsreaders, 370 
nonbreaking hyphens, 154 
Normal style, templates and, 206 
Normal template (Word), 206, 209 
Normal view (Word), 38 
Notes in Entourage, 308 
 creating, 417 
 overview, 416 
 printing, 418 
notes master (PowerPoint), 581 
Notifications, 397 
 configuring, 400 
 Entourage email status, 319 
 responding to alerts, 398–399 
 window features, 397–398 
Number formatting (Format Cells dialog box), 487 
numbered lists, 117–121 
 custom, 119–120 
numbers in Excel, 440 
 adding or removing decimal places, 489 
 formatting, 486–489 
 totaling, 460–462 

O 
ODBC (Open Database Connectivity), 537 
ODBC queries (Excel), 4 
Office 2001, new features, 6–8 
Office Assistant (Word), 36 
Office Clipboard, 3, 64 
 Standard toolbar (Word), 37 
Office Installer, 677 
Office Notifications, 397 
 configuring, 400 
 responding to alerts, 398–399 
 window features, 397–398 
Office X 
 hardware requirements, 677 
 installation, 677 
 software requirements, 677 
offline access, Entourage, 325–326 
OLE (Object Linking and Embedding), 164 
 creaing embedded objects, 662–663 
 creating linked objects, 660 
 editing embedded objects, 663 
 editing linked objects, 660 
 overriding automatic updating, 661–662 
 overview, 659 
 repairing links, 660 
one-variable data tables in Excel, 545–546 
online access in Entourage, 323–325 
Online Layout view (Word), 38 
onscreen reminders, Entourage calendar, 4 
Open command, 19 
Open dialog box, 20 



 Carbonization and, 1 
Open pop-up menu, 20 
opening contacts (Address Book), 408 
optional hyphens, 154 
order of calculation in Excel formulas, 459 
Organization Chart (Microsoft), 663–666 
organization charts, 494 
Organizer (Word) 
 macros, 274 
 templates, 207–208 
orientation 
 paragraph formatting inWord, 123 
 printing in Word, 48 
orphans, Word, 123 
Outline view (Word), 40 
outlined text, 115 
Outliner (Word), 211–212 
 body text, inserting, 212–213 
 collapsing outlines, 213–214 
 custom outlines, 216–218 
 demoting, 212 
 expanding outlines, 213–214 
 headings, 213 
 numbering, 214–216 
 outlining existing documents, 214 
 promoting, 212 
outlines 
 creating for PowerPoint presentations, 575–578 
 Excel, 559–561 
overtype mode (Word), 30 
OVR in Word status bar, 30 

P 
packages, links, 296 
page breaks, Word, 149 
Page Down key, 71 
page graphics in Word, 163–164 
Page Layout view (Word), 38–39 
 line numbering and, 201–202 
page numbering 
 headers/footers, 196 
 Word sections, 139–140 
page ranges in indexes, 250 
page setup 
 printing Excel worksheets, 514–518 
 Word, 47–49 
Page Up key, 71 
pages, borders, 132 
Palm PDAs 
 Calendar categories, 383 
 synchronization, 419–420 
paper size, printing in Word, 47 
paragraph breaks, 148 
paragraph formatting in Word 
 alignment, 121–124 
 borders, 130–134 
 indentation, 124–126 
 orientation, 123 
 orphans, 123 
 paragraph spacing, 124 
 spacing, 121–124 
 tabs, 127–130 
 widows, 123 



paragraph markers, 35 
paragraph spacing, 124 
paragraphs 
 Return key and, 24 
 tabs, 129–130 
password-protecting spreadsheets, 524 
Paste as Hyperlink command (Word), 65–67 
Paste command 
 Office Clipboard and, 64 
 Word, 63–64 
Paste Function dialog box (Excel), 456–457 
Paste Special command 
 Excel, 448 
 Word, 64–65 
pasting in Excel, 447 
Pattern control (Formatting Palette), 484 
PDF output, 6 
Percentage formatting (Format Cells dialog box), 488 
photographs see images 
PICT files, graphics, 288 
Picture tab, 657 
Picture toolbar, 657–659 
pictures see also graphics; images 
 bulleted lists, 120 
 pasting text as, 64–65 
 in Word, 163–164 
Pie charts, 498 
PivotTables, creating, 542–544 
placeholders, 228 see also fields 
plain text formatting (email), 353–356 
PNG files, graphics, 288 
Pointer Options option (PowerPoint), 605 
polynomial trend lines (Excel charts), 510 
POP (Post Office Protocol), accounts, 313 
pop-up buttons, 9 
pop-up menus, 20 
Position tab, 657 
positioning graphics, 655 
poster frames, movies in Web pages, 290–291 
posting Web page, 304 
power trend lines (Excel charts), 511 
PowerPoint 
 adding charts, 595 
 adding graphics, 588 
 adding hyperlinks, 596 
 adding multimedia elements, 591–594 
 adding objects, 595–596 
 adding Word tables, 588–589 
 backgrounds, 584–585 
 converting slides to graphics files, 617–618 
 creating presentation outlines, 575–578 
 creating presentations from scratch, 573–574 
 custom slide show presentations, 571–572 
 deleting slides from presentations, 583 
 designing slides, 569–570 
 embedding controls on slides, 606–608 
 hiding slides in presentations, 609 
 inserting slides, 583 
 master items, 578–581 
 movies, 5 
 moving slides, 584 
 narration in, 612–614 
 navigation, 582–583 



 new features, 5 
 New Slide Show dialog box, 574–575 
 Office 2001 new features, 7 
 overview, 569 
 posting presentations to Internet, 616–617 
 presenting the presentation, 602–606 
 printing presentations, 618–621 
 saving presentations as QuickTime moview, 614–616 
 slide show presentation templates, 571 
 table tools, 589–590 
 templates, 570–571 
 transitions, 597–602 
 transparencies, 5 
 View controls, 581–582 
preferences 
 Return key (Excel), 438 
 work week (Calendar), 376 
presentations see also PowerPoint 
Preview pane (Entourage), 309 
previews of Web pages, 292 
Print button, Word Standard toolbar, 43 
Print dialog box (Word), 43–47 
print preview 
 Apple, 514 
 Microsoft, 512–514 
Print Preview (Word), 49–50 
printer icon in Word status bar, 31 
printing 
 Address Book, 415–416 
 Calendar events, 385–386 
 chart transparency, 507–509 
 email, 336 
 Excel worksheets, 512–518 
 Notes, 418 
 PowerPoint presentations, 618–621 
 tasks, 396 
printing in Word 
 data merges and, 262–263 
 envelopes, 52–54 
 fields, 233 
 labels, 55–57 
 Page Setup command, 47–49 
 Print button, 43 
 Print command, 43–47 
 Print Preferences, 51–52 
 Print Preview, 49–50 
 reverse order, 52 
 update fields, 1 
Priority column (Tasks), 393 
priortizing email messages, 340 
Progress window, Entourage, 319 
Project Gallery, 4, 15 
 Category List, 17 
 closing, 18 
 documents, opening, 17 
 keyboard shortcuts, 18 
 new options, 5 
 Office 2001, 7 
 Show pop-up, 18 
 stopping display at startup, 16 
 Style Gallery, Web pages, 282 
 templates, 16, 102–104 
 views, 17 



 Writing Toolbox, 17 
promoting items in outlines, 212 
properties of worksheets, 531 
Properties tab, 657 
protecting 
 cells, 485 
 spreadsheets, 524–525 
Protection tab, 657 
Proxies tab (Entourage preferences), 374 
pyramid charts, 500 

Q 
Quartz, 2 
queries, Excel and Web data, 541 
Query Options, Data Merge Manager, 262–263 
QuickTime 
 PowerPoint transitions, 600 
 saving PowerPoint presentation as, 614–616 
quotations, inserting in email messages, 332 
quote marks, curly/straight, 77 

R 
→ (right arrow), 11 
radar charts, 499 
read-only documents in Word, 24 
Read tab (Entrouage preferences), 370–372 
reading email, 326–328 
REC in Word status bar, 30 
receiving email, 318–320 
Recent Documents list (Word), 22–23 
Recently used files list, modifying, 436 
recipients, adding to email messages, 332 
recording macros in Excel, 563–566 
records, data merges, 255 
Recurring column (Tasks), 393 
recurring events (Calendar), 381 
 deleting, 386 
 rescheduling, 385 
red squiggly lines, spelling and, 83 
redirecting email messages, 335–336 
references 
 absolute cell (Excel), 464 
 relative cell (Excel), 463 
 updating in Excel formulas, 535 
rejecting changes in Excel, 527 
relative cell references, 463 
Reminder column (Tasks), 393 
reminders 
 Calendar, 382 
 Tasks, 394 
Reply & Forward tab (Entourage preferences), 372–373 
Reply to All, 33 
Reply to Sender, 332–333 
replying to email messages, 331–332 
reports, viewing in Excel, 559 
Return key 
 in Excel, modifying action of, 438 
 paragraphs and, 24 
 word wrap and, 23 
Reveal Formatting option (Word), 124 
reverse order printing in Word, 52 
Rewrap Paragraphs (Entourage), 334 



right arrow see also → (right arrow) 
right tabs, 129 
rotating drawings, 649–650 
rows 
 hiding in Excel, 482 
 inserting in Excel, 449 
 manipulating in Excel lists, 471–472 
RSVPs (Calendar), 388 
RTF (Rich Text Format), Paste Special command and, 64 
ruler (Word), 26 
rules see also horizontal lines in Web pages 
 configuring for newsgroups, 368 
 email messages, 354 

S 
Save As dialog box (Word), 42 
Save as Draft option, 353 
Save dialog box 
 Carbonization and, 1 
 Web options, 302–303 
Saved Searches, 21 
saving 
 Calendar as Web page, 390–393 
 custom views (searching), 425 
 email attachments, 342 
saving in Word 
 AutoRecovery, 40 
 backups, 43 
 fast saves, 42–43 
 Save As dialog box, 41–42 
 Web pages, 301–304 
scaling, printing in Word, 48 
scatter charts in Excel, 499 
scenarios in Excel, 549–551 
Schedules window (Entourage), options, 320–321 
scheduling 
 Calendar events, 384–385 
 email, 320 
Scientific formatting (Format Cells dialog box), 488 
scribble drawing feature, 645 
Script menu, 431 
scripts for Web sites, 432 
scroll bar in Word, 26 
scrollbars, Carbonization and, 1 
scrolling text, Web pages, 285–286 
scrolling through worksheet tabs, 521 
Search dialog box (Word), 21, 22 
searches see also find and replace 
 Advanced Find window, 424–425 
 clip art, 640 
 Find Related command, 426 
 Find window, 423 
 overview, 422–423 
 saving custom views, 425 
section breaks in Word, 150 
section formatting in Word 
 page numbering, 139–140 
 section breaks, 137–138 
security for master documents in Word, 224–225 
selecting 
 cells in Excel, 445–446 
 data for charts in Excel, 501 
 drawing tools, 645 



 email messages, 330 
 identities at startup, 421 
 items in Notifications window, 399 
 multiple worksheets, 520 
self-repair, 682–684 
sending email, 318–320, 361 
Service Release 1, 12 
setup see also configuration 
Setup Assistant 
 additional email accounts, 316–317 
 Entourage, 310–315 
shading, 133–134 
shadow text, 115 
sheets, 1 
shortcut keys, adding to Script menu, 431 
Show Balloons command (Help), 685 
Show pop-up menu, Project Gallery, 18 
signatures (email), 356 
site maps, Web page creation, 279 
skins, Windows Media Player, 671 
slide master (PowerPoint), 578 
 adding elements, 580 
 editing, 579 
software requirements, 677 
Solver (Excel), 551–552 
Sort command (Excel Data menu), 553 
sorting lists in Excel, 472–473 
sound in Web pages, 292–293 
space bar, word processing and, 25 
spacing in Word, 121–124 
spam (email) 
 avoiding, 360 
 filters, 348 
 mouse-potato.com, 365 
Special formatting (Format Cells dialog box), 489 
Special menu, Word, find and replace operations, 81–82 
Spelling and Grammar (Word), 36 
 checking all at once, 85–87 
 checking as you type, 83–85 
 custom dictionaries, 90–94 
 foreign language text, 89 
 options, 87–89 
 preferred spellings, 90–94 
 writing styles, 89–90 
spelling checker, 4, 430 
Spike feature (Word), 63 
spinning of documents, master documents and, 221 
Split box (Word), 27 
spreadsheets see also worksheets 
 exporting files, 529–531 
 inserting in Word documents, 37 
 multiple, 519–522 
 protecting, 524–525 
 Word and, 164 
stacking drawings, 646–647 
standard palette, 651–652 
standard replies (email), 332 
Standard toolbar (Word), 31 
 buttons, 32–36 
Statistics properties (Excel), 531 
status bar (Word), 28–31 
Status column (Tasks), 393 
stock charts, 500 



straight quotes, 77 
strikethrough text, 115 
Style control (Formatting Palette), 484 
Style dialog box (Word), 144–147 
Style Gallery, Web page Themes, 282–283 
styled text, Paste Special command, 65 
styles 
 email messages, 354 
 tabs, 129–130 
styles, Word, 141–148 
 column breaks, 149 
 hyperlinks and, 294–295 
 line breaks, 148 
 page breaks, 149 
 paragraph breaks, 148 
 section breaks, 150 
 Table of Contents, 244–245 
subdocuments, master documents and, 220 
 combining, 223 
 moving, 223 
 opening/expanding, 222–223 
 renaming, 223 
 splitting, 223 
subject line, 352 
subscript text, 115 
Subtotals command (Excel Data menu), 555–556 
summaries 
 Excel scenarios, 551 
 outlines in Excel, 560 
Summary feature, searches, 21 
Summary properties (Excel), 531 
superscript text, 115 
surface charts, 500 
symbols, Word, 200 
synchronization, Palm PDAs, 419–420 

T 
tab-delimited files 
 data merges, 259 
 exporting Excel files, 529 
Tab key, indenting and, 24 
Table of Authorities (Word), 245, 246–247 
Table of Contents (Word), 242–244 
 built-in headings, 242–244 
 deleting, 245 
 styles, 244–245 
 updating, 245 
Table of Figures (Word), 245–246 
tables in PowerPoint 
 adding Word tables, 588–589 
 tools, 589–590 
tables in Web pages, 286–287 
tables in Word, 34 
 cells, selecting, 168 
 drawing, 166 
 formatting, 171–178 
 inserting, 165 
 nested, 174 
 typing into, 167–168 
 Web pages, 286–287 
tabs, 127–130 
Tasks 
 checking off, 396 



 creating, 394–395 
 deleting, 396 
 editing, 395–396 
 Entourage, 308 
 hyperlinks, 396–397 
 overview, 393 
 printing, 396 
template file format, exporting Excel files, 529 
templates in PowerPoint 
 creating, 573 
 slides, 570–571 
templates in Project Gallery, 16, 102–104 
templates in Word, 202 
 document templates, 203–204, 205–206 
 global templates, 204 
 modifying, 204–205 
 Organizer, 207–208 
temporary placeholders, 228 see also fields 
text 
 adding to AutoShapes, 641 
 aligning in Excel, 490–491 
 captions, Word, 237 
 editing and formatting in PowerPoint, 585–586 
 in Excel, 440 
 formatting in Excel, 486–491 
 HTML styles, 303 
 Web pages, 284 
 wrapping around graphics, 655–656 
text, Word 
 pasting as hyperlinks, 65–67 
 selecting, 59–62 
Text Box toolbar (Word), 156–157 
text boxes in Word, 155–156 
 linked, 158–160 
Text formatting (Format Cells dialog box), 489 
text frames in Word, 162 
Text to Columns command (Excel Data menu), 556 
text wrapping, Word, 160–163 
Themes, Web page creation, 280–282 
 Style Gallery, 282–283 
Time formatting (Format Cells dialog box), 488 
time in Excel, 440–441 
title bar 
 icons, 26 
 Word, 25–26 
title pages, headers/footers, 196 
title slide master (PowerPoint), 580–581 
TOC (Table of Contents) see also Table of Contents 
toolbars 
 attaching custom to documents, 629–630 
 AutoShapes, 494 
 AutoText, Word, 100 
 buttons, custom, 6 
 Carbonization and, 1 
 creating custom, 627–629 
 customizing, 625–626 
 Drawing, 644–645 
 Entourage, 309 
 Formatting (Excel), 487 
 HTML (Entourage), 354 
 Picture, 657–659 
 Print Preview, 512–514 
 showing additional, 626 



 Word, 31–32 
totaling numbers in Excel, 460–462 
Track Changes see also change tracking 
traditional installation, 680–681 
transitions, PowerPoint presentations, 597–602 
transparencies in PowerPoint, 5 
transparency 
 Excel charts, 507–509 
 graphics, 654 
Transpose checkbox (Paste Special command), 448 
trend lines (Excel charts), 510–512 
TRK in Word status bar, 30 
troubleshooting, 682–684 
 email attachments, 343–345 
 email rules, 347 
 Excel formulas, 459 
 expanded contact dialog box (Address Book), 405 
 FileMaker Pro and Excel, 540 
 formatting data in Excel, 441 
Type control (Formatting Palette), 484 
type styles in Word, 113–114 
typo corrections in Office 2001, 6 

U 
unbinding documents, 527 
undeleting email messages, 330 
underlined type, 114 
Undo (Word), 33–34 
unformatted text, Paste Special command, 64 
update fields, printing in Word, 51 
URLs (Uniform Resource Locators), hyperlinks, 296–297 
User Information, change tracking, 182 

V 
Value Pack installation, 681–682 
values in Excel, 454 
vCards (.vcf), 407 
 creating contacts, 403 
versions of documents (Word), 30 
 saving, 189–191 
View controls (PowerPoint), 581–582 
View menu (Entourage), 309 
View tab (Entourage preferences), 373–374 
viewing 
 Address Book, options, 402 
 custom views in Excel, 558 
 Entourage-generated Web pages, 392 
 file extensions, 343 
 formulas in Excel, 454 
 Internet headers (email), 327 
 reports in Excel, 559 
 specific days only (Calendar), 377 
 tasks in Calendar, 396 
views 
 Calendar, 375–377 
 Entourage, 309 
 Master view, Word, 40 
 Normal, Word, 38 
 Online Layout, Word, 38 
 Outline, Word, 40 
 Page Layout, Word, 38–39 
 in Project Gallery, 17 



viruses, email attachments and, 342 
Visual Basic, macros and, 271, 275 

W 
Web-based email accounts, 313 
Web-based Help, 690–691 
Web file servers, 304 
Web forms (Word), 300 
Web page file format, exporting Excel files, 529–531 
Web page icon (contacts), 414 
Web pages 
 animated text, 284 
 backgrounds, 283 
 bullets, 289 
 dividers, 289 
 font color, 283–284 
 GIF files, 288 
 graphics files, 288 
 horizontal lines, 289 
 HTML code, viewing, 279 
 hyperlinks, 293–300 
 JPEG files, 288 
 layout, 280–289 
 movie poster frames, 290–291 
 movies, 290–292 
 opening from hard drive, 278–279 
 opening in Word, 278 
 PICT files, 288 
 PNG files, 288 
 posting, 304 
 previewing, 292 
 saving, 301–304 
 Saving Calendar as, 390–393 
 scrolling text, 285–286 
 site map design, 279 
 sound, 292–293 
 Style Gallery, 282–283 
 tables, 286–287 
 text effects, 284–286 
 Themes, 280–282 
 viewing pages created by Entourage, 392 
 wrapping text, 288 
Web sites 
 graphics downloads, 287–288 
 HomePage service, 393 
 linking to, 296–298 
 scripts, 403, 432 
 Windows compatibility software, 411 
 www.grammarlady.com, 87 
 www.mac.com email service, 315 
 www.mactopia.com, 682 
 www.missingmanuals.com, 11 
 www.mouse-potato.com, 365 
Web toolbar (Word), 37, 277–278 
Week view (Calendar), 376 
what-if scenarios, running in Excel, 544–552 
widows in Word, 123 
Window menu (Word), 27 
Windows 
 binder files, 527 
 suffixes, Office 2001, 8 
windows 
 resizing (Entourage), 309 



 Word, 25 
Windows Media Player, 670–673 
wizards, 102 
Word 
 adding tables to PowerPoint, 588–589 
 AutoCorrect, 96–98 
 AutoFormat, 104–108 
 AutoSummarize, 225–228 
 AutoText, 96–101 
 AutoType, 96–98 
 bookmarks, 233–235 
 captions, 235–239 
 character spacing, 159 
 charts, 164 
 colored text, 114 
 columns, 150–153 
 comments, 179–181 
 comparing documents, 189 
 concordances, 251 
 contacts (Address Book) and, 412 
 copying text, 63–64 
 creating PowerPoint presentation outlines, 577–578 
 cross-references, 239–241 
 cutting text, 63–64 
 data merges, 254–270 
 dictionary, 34–35 
 document formatting, 134–136 
 Document Map, 37, 218–219 
 drag-and-drop between programs, 67–68 
 drag-and-drop to desktop, 68–69 
 envelopes, printing, 52–54 
 equations, 164 
 Excel spreadsheets, inserting, 37 
 Extend Selection mode, 30 
 fields, 228–233 
 find and replace, 75–82 
 fonts, 110–113 
 Format Painter, 126 
 Formatting Palette, 36, 37, 109–110 
 global templates, 209–211 
 Go Back command, 74 
 Go To command, 72 
 headers/footers, 193–197 
 HTML conversion to, 303–304 
 HTML files, opening, 278 
 hyperlinks, 37 
 hyphenation, 153–155 
 indentation, 124–126 
 indexes, 247–254 
 labels, printing, 55–57 
 line numbers, 201–202 
 linking to documents, 293–295 
 macros, 270–275 
 margins, 135–136 
 master documents, 219–225 
 Master view, 40 
 navigating documents, 69–75 
 Navigator buttons, 26 
 new documents, 18–19 
 new features, 4 
 Normal, 38 
 Normal template, 206, 209 
 Office 2001 new features, 6 



 Office Assistant, 36 
 Online Layout, 38 
 opening copies of documents, 20–21 
 opening documents, 19–22 
 Outline, 40 
 Outliner, 211–218 
 overtype mode, 30 
 page layout, 38–39, 148–153 
 Page Setup command, 47–49 
 paragraph makers, 35 
 Paste Special, 64–65 
 pasting text, 63–67 
 pictures, 163–164 
 Print button, 43 
 Print command, 43–47 
 Print Preferences, 51–52 
 Print Preview, 49–50 
 Recent Documents list, 22–23 
 Reveal Formatting, 124 
 reverse order, 52 
 ruler, 26 
 saving documents, 40–43 
 scroll bar, 26 
 section formatting, 137–140 
 Send To command, 57–58 
 Spelling and Grammar, 36, 83–94 
 Spike feature, 63 
 Split box, 27 
 spreadsheets, 164 
 Standard toolbar, 31–37 
 status bar, 28–31 
 Style dialog box, 144–147 
 styles, 141–148 
 symbols, 200 
 Table of Authorities, 245, 246–247 
 Table of Contents, 242–247 
 Table of Figures, 245–246 
 tables, 165–178 
 tables, Web pages, 286–287 
 tabs, 127–130 
 templates, 202–211 
 templates, Project Gallery, 102–104 
 text boxes, 155–163 
 text frames, 162 
 text selection, 59–62 
 text wrapping, 160–163 
 title bar, 25–26 
 toolbars, 31–32 
 Track Changes, 30 
 type styles, 113–114 
 Undo, 33–34 
 update fields, 1 
 versions of documents, 30 
 as Web browser, 277–279 
 Web forms, 300 
 Web page creation, 279–289 
 Web pages, opening, 278 
 Web toolbar, 37, 277–278 
 Window menu, 27 
 windows, 25 
 Work menu, 23 
 wrapping text, 288 
 zooming in documents, 36 



word processing tips, 23–25 
word wrap, Return key and, 23 
WordArt, 494, 642–644 
Work menu (Word), 23 
Work Week view (Calendar), 376 
workbooks (Excel), 435, 519 
 adding worksheets, 520 
 creating, 436 
 deleting worksheets, 521 
 merging, 527–528 
worksheets (Excel), 435 
 adding graphical backgrounds, 520 
 adding to workbooks, 520 
 adjusting window view, 439 
 automatic formatting, 478–479 
 conditional formatting, 480 
 copying, 521 
 data entry, 437–439 
 deleting, 521 
 displaying sheet tabs, 522 
 editing mode, selecting, 437 
 entering data, 451–453 
 formatting, 477 
 formatting cell borders and color, 482–486 
 hiding, 521 
 manual formatting, 480–486 
 merging cells, 491–492 
 moving, 521 
 naming, 436 
 printing, 512–518 
 properties, 531 
 protecting cells, 485 
 renaming, 521 
 scrolling through sheet tabs, 521 
 selecting cells, 445–446 
 sharing, 522–524 
 size of, 436 
 types of data, 439–441 
wrapping text 
 around graphics, 655–656 
 in Word, 160–163 
 in Word Web pages, 288 
writing styles, Spelling and Grammar and, 89–90 
Writing Toolbox, Project Gallery, 17 
WYSIWYG (what-you-see also-is-what-you-get) 
 fonts, 112 
 styles, 144 

X 
XML (extensible markup language), exporting Excel files, 530 
XY (scatter) charts, 499 
 

Z 
Zooming Word documents, 36  


