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Chapter 1

Playing with Office 2003 Files

In This Chapter
Creating a new Office 2003 file
Opening an Office 2003 file
Creating a shortcut to a program or file
Saving a file
Closing a file

M icrosoft Office consists of several programs, each designed to create
and manipulate different types of data, such as words (Word), numbers
(Excel), presentations (PowerPoint), and structured information (Access).
Although the type of data each program uses may differ, the general proce-
dure for creating and opening a file remains the same.

So this chapter teaches you how to create, save, open, and print any Office 2003
file, no matter which Office program you may be using. After you figure out
the standard ways to create and use different Office 2003 files, you can focus
on doing something useful with your data, rather than tearing your hair out,
trying to figure out how to do something as seemingly simple as printing a
file.

Creating a New Office 2003 File

When you want to create a new Office 2003 file, you have two choices:

v Create a completely empty file.

v Create a file (such as a résumé or a sales invoice) from a template, which
provides a basic design that you can use to format and arrange your data
automatically.
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Creating a blank file

A blank file can be useful if you need to customize the formatting yourself, but
it may take time to do so. A file created from a template can help you format
your data quickly, but may not always be formatted in the way you really want
it. The more you use Office 2003, the more you'’ll find that you probably need
to create both blank files and files from a template at one time or another.

Loading a program to create a blank file
Every time you start Word, Excel, or PowerPoint, that program automatically
creates a blank file for you. To load one of these programs and create a blank
file, follow these steps:
1. Click the Start button on the taskbar.
The Start menu appears.
2. Click All Programs.
The Programs menu appears.

3. Click the program that you want to use, such as Microsoft Word or
Microsoft PowerPoint.

The program you choose appears with a blank file ready for you to use.

Creating a blank file within a program

If you have already loaded Word, Excel, or PowerPoint and want to create a
blank file, choose one of these two methods:

v Click the New icon on the Standard toolbar
v Press Ctrl+N

The result is shown in Figure 1-1.

After you choose either of these options, your Office 2003 program creates a
blank file for you to use.

If you choose Filew>New from any Office program, the Office task pane appears,
which lets you create either a blank file or a file based on a template. (See the
section below, “Using a template stored on your computer.”)
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Creating a file from a template

After you have loaded Word, Excel, PowerPoint, or Access, you can create a
new file based on a template. Templates act like cookie cutters for your data.
The template provides predefined formatting for your data in the shape of
résumés, business letters, invoice reports, or business plans so that you just
have to type in data and print out your file.

You can find templates in two locations: on your computer and on Microsoft’s
template Web page.

Using a template stored on your computer

When you install Office 2003, the program stores a bunch of templates on
your computer for you automatically. The problem is finding them again.
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If you have already loaded an Office 2003 program, such as Access or
PowerPoint, you can load a template by following these steps:
1. Click File>New.

The New task pane appears on the right side of the window as shown in
Figure 1-2.

2. Click the On my computer link under the Templates category.
A Templates dialog box appears as shown in Figure 1-3.
3. Click a template to use and then click OK.

Office 2003 loads your chosen template. Now all you have to do is add
your own data to create an instant document.

Downloading a template from the Internet

In case you can’t find what you’re looking for among the limited number of
templates stored on your computer, you can also download templates from
the Internet.

\\3
To download templates from the Microsoft template Web site, you need an
Internet connection.

To download a template, follow these steps:

1. Click Filec>New.
The task pane appears on the right side of the window (see Figure 1-2).
2. Click the Templates on Office Online link.

The Microsoft Templates Web page appears as shown in Figure 1-4, list-
ing different categories to choose from, such as Calendars and Planners
or Meetings and Projects.

3. Click a template name under a specific category, such as the
Calendars and Planning category.

The Templates Web page lists all the available templates you can choose.
4. Click a template that you want to use.

The Templates Web page displays the format for your chosen template, so
that you can see how the template formats data, as shown in Figure 1-5.

5. Click the Download Now button.

Office 2003 downloads your chosen template and displays it in the appro-
priate program, such as Word or Excel. At this point you can start typing
in your own data and save your file.
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Opening an Existing File
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You’ll probably spend more time opening and editing existing files than creat-
ing brand-new files from scratch. The most common way to open a file is to
load the program you want to run (such as Excel or Access) and then open
the file you want to use. A second, faster way involves opening the file you
want to use, which automatically loads the program needed to edit that file.

You can open multiple files within each Office 2003 program (with the excep-
tion of Outlook and Access). So if you load Microsoft Word, you can open
your résumé file, your letter of resignation file, your business report file, and
your love letter file all at the same time. In general, it’s a good idea to only
open those files you need to use at the time and then close those files you
don’t need right now, because the more files you have open, the less memory
your computer has for working with any other programs that you may have
running at the moment.

Opening an Office file right away
If you want to open a specific Office file, you must first find that particular file
and then double-click on it to open both the file and the Office program that
created it. To do this, follow these steps:
1. Click the Start button on the taskbar.
The Start menu appears.
2. Click All Programs—>Accessoriesm>Windows Explorer.
The Windows Explorer window appears.
3. Double-click the file that you want to open.

If the file you want to open is buried in another folder or even on another
drive, you may have to dig through the different folders stored on your
computer. For more information about using the Windows Explorer, pick
up a copy of Windows XP For Dummies by Andy Rathbone.

To help you find a file quickly, click the Search button in the Windows
Explorer window.

Once Office loads your file and the program that created it, such as
Excel or PowerPoint, you can start editing the information.

13
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Opening an Office file within a program
If you are already running a particular Office program, such as Word or Excel,
you can open an existing file by following these steps:
1. Choose one of the following:
e Click File=>Open
¢ Press Ctrl+O
e Click the Open icon on the Standard toolbar
Whichever method you chose, an Open dialog box appears.
2. Click the file that you want to open.

If the file you want to open is buried in another folder or even on another
drive, click in the Look In list box and choose a different drive or folder,
such as Local Disk (C:) or the My Documents folder.

3. Click Open.

Office loads your file into your currently running program.

Office allows you to open multiple files so that you can quickly switch back
and forth between the files you need at the moment.

Taking a Shortcut

gMBER
>

Rather than wade through multiple menus or the less than intuitive Windows
Explorer, you can create shortcuts to your favorite Office programs or files.
You can put these shortcuts directly on your Windows desktop or on the
Start menu. That way, you can just double-click the shortcut and go to the
program or file you want right away.

A shortcut is nothing more than an icon that represents a specific file. This file

can be an actual program (such as Microsoft Word) or a file created by another
program (such as your résumé written in Word).

Putting a shortcut on the desktop

To place a shortcut of a program or file on the Windows desktop, follow these
steps:
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. Close or minimize any programs you have running so that you can see

the Windows desktop.

You can see the Windows desktop quickly if you right-click on the
Windows Start bar at the bottom of the screen and when a pop-up
menu appears, click Show the Desktop.

. Right-click the mouse on the Windows desktop.

A pop-up menu appears, as shown in Figure 1-6.

3. Choose New=>Shortcut.
4. Click the Browse button.

A Browse For Folder dialog box appears.

. Locate the Microsoft Office program or file that you want to place on

your Windows desktop.

For example, if you want to put a shortcut to Excel on the Windows
desktop, look for the Excel icon. By default, Microsoft Office XP stores
its program files in the C:\Program Files\Microsoft Office\
0fficell folder.

To help you decipher the cryptic names Microsoft gives its programs,
here’s a table you can refer to:

Program Icon Name Displayed in the Browse Dialog Box
Access Msaccess

Excel Excel

Outlook Outlook

PowerPoint Powerpnt

Word Winword

. Click a program icon, such as Mspub or Powerpnt, or a file and click

Open.

The Create Shortcut dialog box appears again.

. Click Next.

The Create Shortcut dialog box asks you for a descriptive name for your
desktop icon. If you don’t type a name, Windows uses the program icon
name by default, such as Msaccess or Winword.
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8. Type a descriptive name for your program or file, such as Microsoft
Word or Letter of Resignation, and click Finish.
The Windows desktop appears with your chosen shortcut on the desk-
top. Shortcuts are easy to spot because they have a little black-and-
white arrow in the lower-left corner.
\BE 9. Double-click your shortcut to run the program or load your file.
R
Qﬁ
& If you want to delete a shortcut icon from your desktop, right-click it and

choose Delete from the pop-up menu.

Putting a program shortcut on the
Start menu

The Start menu lists your most recently used programs for easy access.
However, you might want to store shortcuts to your favorite programs on
the Start menu yourself. To do this, follow these steps:
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. Click the Start button.
The Start menu appears.
2. Click All Programs.
A pop-up menu appears.
3. Click Microsoft Office.

A pop-up menu appears that lists all the Microsoft Office programs
available.

4. Right-click the program you want to store on the Start menu.
A pop-up menu appears, as shown in Figure 1-7.
5. Click the Pin to Start menu command.
Your chosen program appears as a shortcut icon on the Start menu.

If you ever want to delete a shortcut icon from the Start menu, right-
click that icon and then click the Remove from This List command
from the pop-up menu.
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Saving a File

Unless you want to keep typing the same data into your computer over and
over again, you should save your files. If you create a new file and then save
it, you need to specify a name for your file and a location where you want to
store it, such as on your hard drive or in a specific folder, such as the My
Documents folder. When you edit an existing file, Office 2003 simply saves
your data in the current file.

To save a file, just choose one of the following:

v Click File>Save.
v Click the Save icon on the Standard toolbar, as shown in Figure 1-8.

v Press Ctrl+S.
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You should save your data periodically while you're working, such as every
ten minutes or whenever you take a break and walk away from your computer.
That way, if the power suddenly goes out, your hard disk crashes, or some-
thing else goes horribly wrong with your computer, you lose only a little bit
of the data you typed in since the last time you saved your file.

For extra security, save a copy of your file on removable media such as a
floppy disk or a rewritable CD, then store that removable media in a separate
location away from your computer. That way if a fire, flood, or other type of
disaster wipes out your computer, you'll (hopefully) be able to recover your
data on your removable media later.

Closing a File

3

A\

After you open a file to edit or add new data, you eventually have to close
that file again so that you can do something else with your life besides use
Microsoft Office 2003. There are two ways to close a file:

v Click Filer>Close in case you want to stop editing a specific file but still
want to keep using Office 2003.

If you have multiple files open in the same program, such as multiple Word
documents, you can close them all at the same time if you hold down the
Shift key and then click Filer>Close All. The Close All command only appears
when you hold down the Shift key.

v Click File=>Exit

For a fast way to close a file and the program that created it, click the Close
box of the program window. (The Close box is a little box with an X in it,
which appears in the upper-right corner of a program window.)

If you made any changes after you save your file and then choose the Files>
Exit command, Microsoft Office 2003 asks whether you want to save the
changes and offers you the following options: Yes, No, or Cancel.

v Click Yes to save your file.

v Click No if you don’t want to save any recent changes.

v Click Cancel (or press the Esc key on your keyboard) if you suddenly
don’t want to exit after all.
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