03 539949 ChOl.gxd 8/28/03 10:22 AM Page 4

——

GETTING STARTED WITH OFFICE 2003

CHAPTER

AN INTRODUCTION TO
MICROSOFT OFFICE 2003

icrosoft Office 2003 is a
M software suite, or

collection of programs.
Purchasing a software suite is less
expensive than buying each
program individually. Office 2003
suites contain different
combinations of programs; some of

the programs in this book may not
be available in your suite.

computer package. If you work in a
large company, some or all of the
programs may already be on your
computer.

superstores. The program comes on
a set of CD-ROM disks, so you
need a CD-ROM drive to install
Office 2003.

All Office 2003 programs share a
common look and work in a similar
way. After you learn one program,
you can easily learn the others. Part
I covers features and aspects
common to all Office 2003
programs.

If you already have a version of
Office, but want to upgrade, you
can do so. The new version contains
a revamped interface, making the
programs simpler to use.

Some new computers come with

Microsoft Office 2003 is available
Microsoft Office 2003 as part of the

at computer and electronic

Create Documents in Word Create Spreadsheets in Excel

Microsoft Word is a word processing program Excel is a spreadsheet program you can use

that lets you create documents such as
letters, reports, manuals, and newsletters.
You can edit text, rearrange paragraphs, and
check for spelling errors. Word also has many
formatting features to change the appearance
of a document. For example, you can apply
various fonts, align text, and add page
numbers. You can also enhance a document
by adding a graphic or creating a table. You
can learn more about Word in Part II.

to organize, analyze, and attractively present
financial data, such as a budget or sales
report. Excel allows you to enter and edit
data efficiently in a worksheet. You can
enhance the appearance of a worksheet by
formatting numbers, changing the color of
cells, and adding graphics. You can use
formulas and functions to calculate and

analyze the
data. You can

es
learn more -
about Excel in ol B
Part III. :”‘:




03 539949 ChOl.gxd 8/28/03 10:23 AM Page 5

——

MASTER VISUALLY OFFICE 2003

Create Presentations in PowerPoint

PowerPoint is a program that helps you

plan, organize, and design professional
presentations. You can use the features in
PowerPoint to edit and organize text in a
presentation. PowerPoint also allows you to
add objects to the slides including shapes,
pictures, charts, and tables. You can use your
computer
screen, the
Web, 35mm
slides, or
overhead
transparencies
to deliver a
presentation.
To learn more
about
PowerPoint,
see Part IV.

John Wiley & Sons

A History in Publishing

Create Databases in Access

Access is a database program that allows you
to store and manage large collections of
information. You can use a database to store
your personal information such as addresses,
music collections, and recipes. Companies
often use a database to store information
such as client orders, expenses, inventory,
and payroll. An Access database consists of
several components that provide different
ways to work with the

. “7 ;
fiata, these Client Orders
include
tables,
forms,

queries, and
reports. You
can learn
about
Access in
Part V.

Using Office Programs
Manage Information in Outlook

Outlook is a program that helps you manage
your e-mail messages, appointments,
contacts, tasks, and notes. You can send,
receive, print, save, and handle e-mail
messages as well as attach and send files to
other recipients. In addition to e-mail,
Outlook includes a Calendar for keeping
track of your appomtments Contacts for
storing information
about the people you To Do
communicate With, 1. Call for Dr. appt.
Tasks for keeping a 2D

to-do list, and Notes &

to create on-screen ‘
reminders,
similar to paper
sticky notes.
Learn more
about Outlook
in Part VL.
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Create Web Pages in FrontPage

FrontPage is a program that helps you create,
manage, and maintain your own collection of
Web pages, called a Web site. Your Web
pages may contain text, pictures, tables, and
hyperlinks. FrontPage also has many
formatting features you can use to enhance
your Web site. When you finish creating the
pages for your Web site, you can use
FrontPage to publish the site. You can learn
more about creating Web pages using
FrontPage in Part VIIL

Create Graphical Documents with Publisher

Publisher is a desktop publishing program

that designs and creates newsletters, birthday

or holiday cards, or anything that requires a
pleasing combination of text and art. If you

have more complex layout needs, Publisher

is a better program than Word for building
professional-looking documents. Publisher H
is covered in more detail in Part VIII.
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START AND EXIT A PROGRAM

ffice allows you to start a

program in several ways.

You can either start a
program using the Start menu or
using a shortcut icon. What happens
upon starting a program depends on
which program you select.

In Word, Excel, FrontPage, and
PowerPoint, a blank document
displays so that you can start
creating a document, workbook, or
presentation.

In Access and Publisher, you see a
blank area and the task pane. You
can select whether to create a new
blank database or Web, open an
existing database or Web, or create
or open an existing Publisher
document.

Although this section illustrates
how to start a Word document, you
can use the steps to start any Office
application. For more information
on getting started with Word,

Excel, PowerPoint, Access,
FrontPage, or Publisher, see
Chapters 3, 9, 15, 19, 28, and 30,
respectively.

When you finish working in the
program, you must save your
documents and then exit the
program. Doing so frees up system
resources.

START AND EXIT A PROGRAM

p—
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START A PROGRAM FROM
THE START MENU

—El Click Start.
—F1 Click All Programs.

—E] Click Microsoft Office.

¥ Click the program you
want to start.

document.

B The program window
appears, displaying a blank

Note: In Access and Publisher,
you see a blank screen. See the
section “Create a New Document
in Chapter 2 to fill the screen.

”
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I do not see my programs listed on

the All Programs menu. Why not?

v/ 1If the All Programs menu does not list
your programs, you may not yet have
installed Office, or you may have only
a few of the Office programs installed
instead of the full suite. See the
appendix for help on installing
Microsoft Office.

How do I delete a shortcut icon?

v/ To delete a shortcut icon, right-click
the icon, select Delete, and then
confirm the deletion by clicking Yes.
Deleting a shortcut does not delete the
program.

Using Office Programs

How do | create a shortcut icon?

¢/ The easiest way to create a shortcut
icon is to drag the program name from
the Start menu to the desktop. Click
Start and then click All Programs. You
see a list of all of the Office programs.
Click and drag the desired program
from the menu to the desktop, and
Windows automatically creates a
shortcut. The program still appears on
the All Programs list.

% start

= prink... kP Example: "cover letter bemplates”

Send To 3 Open

Properties
& 5 Open...

Exit 5

&3 o ] Create a new documert...
¥
[Ele = = w <) )

—r Fle § Edit Miew Insert Format  Tools  Table  Window  Help Type a question for help |+ X
i L]t Bl s Ao @ F e o @is
B
open... Chrl+0 3
[B T2 3 st 4 A Getting Started v x
e g M—
=l save Chrls
m;, M
Save As... 1 Office Online
|4y Save as Web Page...
- } *  Follaw-up letter ko a prospective
T4 File Search... customer template

«  About creating a Weh page
*  Customize keyboard shortcuts

Wersions.,.

‘b Page Preview More...

Page Setup. .. Search for:

Page 1 Sec 1 1f1 REC | TRK EXT OWR

START A PROGRAM FROM

EXIT A PROGRAM H Click Exit.

M The program starts

A SHORTCUT ICON and you see a new blank

1 Double-click the shortcut ~ document on-screen.

icon.

Note: Before you exit a program,
save any open documents. See
Chapter 2 for more information.

1 Click File.

.

—ll You can also click the
Close button (E3) for the
program window.
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WORK WITH WINDOWS

ach program you start or
E item you open appears in a

window on your desktop.
Because you can have many
windows open on your screen at
once, you need to learn how to
work with the windows on your
desktop. For example, if a window
covers important items on your
screen, you can move the window
to a new location.

You can change the size of a
window displayed on your screen
by resizing it. You can maximize a
window so that it fills the entire
screen, or minimize a window so
that it shrinks to the size of a
button on the taskbar.

You commonly maximize a window
to work in a program and to see as
much of the program window as

GETTING STARTED WITH OFFICE 2003

possible. A maximized window
does not have borders. Therefore,
you cannot move or manually
resize a maximized window.

Restoring a window expands it to
its original size, a size that does
have borders so that you can move
or manually resize the window.

WORKWITH WINDOWS

[ =
3§ Document - Microsoft Office Word 2003

I Fle Edt Wiew Insert Format  Tools  Table  Window e
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| >
col 1 | [REC] [TRK] [ExT

MOVE AWINDOW

—E1 Position the mouse
pointer (I}) over the title bar
of the window you want to
move.

B Click and drag s to RESIZE A WINDOW
where you want to place

the window.

HF Click and drag ™ until
the outline of the window
displays the size you want.

—E1 Position [ over an edge
of the window you want to
resize (I} changes to ~,,
+—*, or 1).

M The window moves to the
new location.

.
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T
&
b How can | view all the information in Why do the Minimize (B and [1]),
a window? Maximize ([=l), Restore (E and []),
v/ When a window is not large enough to or Close (3 and [X]) buttons appear
display all the information it contains, more than once in a window?
scroll bars appear in the window. To ¢/ These buttons appear for the program
move through the information in the in which you are working (&, [=, E,
window, you can drag the scroll box and ), and for each document within
along a scroll bar or click an arrow that program window ([, [&], and [<I).
button ((#) or (I¥) at the end of a That is, document windows also have
scroll bar. their own set of window controls so

that you can move, resize, maximize,
and minimize these windows within
the program window. Some programs,
including Word, open a new window
instead of having multiple documents
within the same program.

How do | switch to another open

window?

v/ You click the button on the taskbar for
the window on which you want to
work. The window appears in front of
all other open windows.

2l Document]. - Microsoft Office Word 2003
! Fle Edt Wiew Insert Format Tools Table ‘Window Help
G HSSRITES B P08 3RS 00% - D) EdRead [
P44 Normal + TimesMewRoman + 12 « | B 7 0 | i= -
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4 start @ Document] - Mic : 4, 1Z:00PM

MAXIMIZE A WINDOW M The window fills your MINIMIZE A WINDOW The window reduces to a
1 Click the Maximize button ~ >0"*%" at”‘: E;' ‘i{‘anngs LET Click the Minimize button | Putton on the taskbar.
(=) in .thg window you want 0 a Restore button (&). (M) .in' the window you want To redisplay the window,
to maximize. M To return the window to its ~ to minimize. click the taskbar button for
previous size, click E. that window.

.
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USING TOOLBARS

ou can use toolbars to select
Y features in a program. Rather

than opening a menu and
selecting a command, a toolbar
button is often faster. A toolbar
contains buttons that you can use
to select commands and access
commonly used features. Office
has an option that allows you to
identify what each button does
before you select it.

When you first start an Office
program, one or more toolbars
automatically appear at the top of
your screen. Office programs share
similar toolbars, which makes the
programs easier to learn and use.

Although by default Office displays
the Standard and Formatting
toolbars on two rows, you can
change the toolbars so that they

GETTING STARTED WITH OFFICE 2003

share one row. You can then move
or resize the toolbars when
necessary to access the buttons
you want.

If you are not sure what a button
does, Office allows you to display
the name of a toolbar button with
the ScreenTip feature.

USING TOOLBARS

2l Document - Microsoft Office Word 2003

2l Document - Microsoft Office Word 2003
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IDENTIFY A BUTTON M The name of the button ACTIVATE A BUTTON H Office performs the
—E1 Position [ over the appears. —F1 Click the button. command you select.
button.
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What if | see only one row of

buttons?
¢/ You may find the Office default of

combining toolbars into one row
confusing. If so, you can display each
toolbar in its own row. To do so, click
the Tools menu, click Customize, and
then click the Options tab. Click the
Show Standard and Formatting
toolbars on two rows option

([J changes to ).

I do not see the name of the button
when | use the ScreenTip feature.
Why not?

¢/ You may have turned off the ScreenTip

feature. Click Tools and then
Customize. Click the Options tab.
Click the Show ScreenTips on toolbars
option ([] changes to []) to activate
the feature.

Using Office Programs

Why do some buttons look a

different shade of gray?

¢/ When you click some buttons, you
turn on that feature. To indicate that
feature is on, Office outlines the
button. For example, if you click Bold,
the Bold button appears outlined.
Toolbar buttons are toggles, which
means you can turn off Bold by
clicking the button again.

2l |Documentd - Microsoft Office Word 2003

2l |Documentd - Microsoft Office Word 2003
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USING BUTTONS WITH
ADDITIONAL OPTIONS

K1 Click the ~ next to the
button.

M Additional options appear.
—F] Click an option.

M Office performs the
command you select.
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DISPLAY OR HIDEA TOOLBAR

ach Microsoft Office program
E offers several toolbars that

you can display or hide at
any time. Each toolbar contains
buttons that help you quickly
perform tasks.

When you first start an Office
program, one or more toolbars
automatically appear on your
screen. Most programs display the

Standard toolbar, which contains
buttons to help you select common
commands, such as Save and Print.

In most programs, the Formatting
toolbar also automatically appears.
The Formatting toolbar contains
buttons to help you select
formatting commands, such as Bold
and Underline.

You can choose which toolbars to
display based on the tasks you
perform often. For example, if you
frequently create and edit tables in
Word, you can display the Tables
and Borders toolbar.

If you do not use the toolbars, you
can turn them off so that they do
not take up screen space.

DISPLAY OR HIDE ATOOLBAR

Do e nsoft O 0 Standard =] | Dpcumentd, - Microsoft Office Word 2003
i File  Edit || wiew | Insert Format o Formatting Type a question for help = X ! Fle Edit Wew Insert Format Took  Table  Window  Help Type a question For help = X
iy 5 (B vermal AlkaText R 33§ 100% - P | ERead L0050 S A B b B A0 -8, G 00 - D B resd [
A4 niormal g eh Layout Cortral Toolbox E=|[iZ i &= |F - - A - A4 Mormal « TimesMewRoman - 12 - | B I U |* = | 4= i= = -7 A B
Brint Loyout Database — —
EE 1EE Reading Layout Drawing ks : : v 2l E@ ! ! ! z ! 3 ! ' 5 | AR
— =] outline E-mail B I_ =
TaskPane  ChrHF1 Forms
Toolbars 3 Frames
v | Ruler Ink Commegt }
&1 pocument Map Mail Merge
o Thumtnails Cutliring 1
] Header and Footer BEUES
Footnotes Reviening
Markup Tables and porders
=] Full Sereen TEEREE ;:
Zoom... Wisual Basic| v :
‘web 8 ¥
weh Toolks : =le @ = €] >
Ele = zme o > Draw+ L | Autoshapes = N\ \I:Icnﬁﬁ?:i@g“%‘ﬁ'ﬁ'fgﬁﬂj!
Page 1 Sec 1 111 At 1" Tn1 oo 1 [E7]] Page 1 Sec 1 11 AL 1" ln1 ol 1 1S
— Click View. M A check mark ([+]) beside M The program displays or M In this example, Word
L P Click Toolbar a toolbar name tells you that  hides the selected toolbar. displays the Drawing toolbar.
ok loolbars. Office is currently displaying
B A list of toolbars appears. | that toolbar.

—E] Click the toolbar you want

to display or hide.

.
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Using Office Programs

CHANGE TOOLBAR PLACEMENT

You can also make the
toolbar a floating palett
placing it anywhere on-

ou can move a
Y toolbar to the top,
bottom, right, or left
edge of your screen to
meet your work needs.
When you place a toolbar
next to the edge of the
window, you are docking it.

the size of the toolbar.

e’

screen. With this type of
placement, you can change

‘:“ \T
‘@ Can | change the size of the toolbar?
v/ Yes. To resize a floating toolbar, position
over an edge of the toolbar. Click and
drag the edge of the toolbar until it
reaches the size you want.

How do | move a floating toolbar back

to the top of the screen?

v/ To return a floating toolbar to the top or
other edge of the screen, click and drag
the title bar to the top until it is docked
against that edge of the window.

CHANGE TOOLBAR PLACEMENT

&l Document1 - Microsoft Office Word 2003

@l Document] - Microsoft Office Word 2003
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Position [y on any blank
area of the toolbar that does
not contain a button.

—F1 Click and drag the toolbar

to where you want to place it.  new location.

M The toolbar appears in the
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WORK WITH THE TASK PANE

he task pane displays
I various options that relate to
the current task, providing
fast access to commonly performed
commands. For example, if you
select Blank Document from the
New task pane, Office creates a
new blank document. The task
pane appears by default along the
right edge of the program window.

You can select which features Office
displays in the task pane, and you

can move back and forward
between task pane options you
display. You can also close or resize
the task pane as needed.

The options in the task pane work
similarly to Web links. That is, you
click the option to select that
feature. When you point to the
option, Office underlines it and the
mouse pointer changes to the shape
of a hand with a pointing finger.

For some task pane options, you
perform other actions rather than
selecting a link. For example, when
you search for text, you type the
text to find in the text box in the
task pane. The task pane may also
include drop-down lists from which
you can select options.

WORK WITH THE TASK PANE

2| Documentd - Microsoft Office Word 2003

Zh|Document] - Microsoft Office Word 2003
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USING TASK PANE OPTIONS Note: If the task pane does not DISPLAY OTHERTASK PANES ] Click the task pane you
Kl Start an Office 2003 argffa,ar;,ﬁZCk View and then click  Lg Glick the = next to the want to display.
program. ' task pane title bar. B Office places a [¥] next to
Note: See the section “Start and —H Click an option on the M A list of other task panes your selection and displays
task pane. the new task pane.

Exit a Program” for details.

M The New Document task

appears.

M Office executes your

command.

pane appears.

.
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& \T
o
3 Do the task panes in all Office How can | move back and forth
applications have the same options? among different task panes?
¢/ Yes and no. The task panes share some ¢/ You can click the Forward (El) and
common options including the New Back ([) task pane buttons to scroll
document task pane, the Clipboard, among different task panes. Note that
and Search. But the other available task these buttons only appear if you
panes vary from application to display other task panes using the
application. For example, Word drop-down list.

includes task panes for working with
styles and mail merge. Because these
options do not pertain to Excel, Excel
does not include them.

If | close the task pane, how can |

redisplay it?

v/ Click the View menu and click the
Task Pane command. Office redisplays
the task pane.

2 Document] - Microsoft Office Word 2003 : : _. 2 Document] - Microsoft Office Word 2003
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q‘& Templates home page q‘& Templates home page
@_J Oy compiter. @J Oy ComplUtEr .
b EEI on oy Web sites... 3 EEI on my Web sites .,
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@ @
3 3
[Ele @ = &< > [El= =@ = &< >
Page 1 Sec 1 11 ab 1" ln1 Colt 8% Page 1 Sec 1 11 At 1" Int colt [E%
RESIZE THE TASK PANE EF Click and drag the pane CLOSE THE TASK PANE M Office closes the task
to resize. : ane.
1 Place & on the left task 1 Click [=]. P
pane border. M Office resizes the pane.

M [} changes to +—+.
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GETTING HELP

ou can get help on tasks,
Y commands, and features in
Office programs using one of
several help options.

You can use the Type a question
text box in the menu bar. With this
option, you can quickly and easily
type a question and see a list of
related help topics.

You can also display the Help
window by clicking the Help button

in the toolbar or selecting the Help
command from the Help menu. The
Help window provides several ways
to get help, including using the
Answer Wizard, which is the same
as the Type a question text box,
browsing through a table of
contents of help topics, or looking
for a particular topic in the index,
as covered in the following
questions.

GETTING STARTED WITH OFFICE 2003

In previous versions of Office, an
Office Assistant appeared. This
icon prompted you for help on
certain tasks and was available for
typing a question. Although the
Office Assistant no longer appears
by default in Office 2003, you can
access the assistant via the Help
menu.

GETTING HELP

2l Document - Microsoft Office Word 2003

2l Document 1 - Microsoft Office Word 2003 J
! File  Edi View Insert  Format Tools  Table  Window @ I Fle Edt Wiew Insert Format  Tools  Table  Window  Help how do Imake text bald — + X
NG E S SR VE S B S E @S] 0% - @) EdRead PN EHSSRIVE S S S8 E & 00 ¢ @) EdRead M
§ A4 normal - TimesNewRoman = 12 «| B 1 T SiZ = O-2-A- B P A riomal - TiesMewRoman - 12 - B £ U [[E]E === E|O- S - A
EE"'23 5 'Q'Z_I EE‘ '2,"“‘"3|"‘]"'??ESear(hResults * x
I s 3 '
5 resuls
@ pply bold Formattin a
[Z) changs the text invordart
m Remowe & large dropped initial
capital letter
Troubleshoot automatic
Formatting
m Find and replace text or other
items
v
¥ ¥ fSearch
+ +
: :
= il | [now do | make text bold] 2>
[E]e = = e > [Ele @ =m¢) >
Page 1 Sec 1 11 At 1" Ln 1 Cal 1 2% ] Page 1 Sec 1 11 At 1" nl  Coll (2]
TYPE A QUESTION H Type a question. M Topics relating to your M The specific question
; : uestion appear. appears.
K1 Click the Type a question  [E] Press Enter. q PP PP

text box to display the Help
text box.

1 Click the topic of interest
to display that help page.
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\T
R
s What happened to the index? What other Help commands are

v/ In previous versions of Office, there available?
was a help index you could browse to ¢/ You can click the Help menu to display
find topics of interest. Office 2003 uses a list of other help topics, including
more intelligent search algorithms, so accessing Microsoft Office Online,
you can find answers by typing in getting information about the current
questions in English, rather than program version, and displaying the
guessing what the correct term Office Assistant.
should be.

What is the Office Assistant?

What is the purpose of the toolbar v/ In previous versions of Office, the

buttons in the Help window? Office Assistant was an on-screen

¢/ You can use the toolbar buttons in the character that appeared by default
Help window to navigate back and when you started an Office application.
forward among previous topics. You This has been replaced with the Type a
can also print a topic and dock and question text box in the menu bar.

undock the Help window.

G Documentd - Microsoft Office Word 2003

£l CER)

L A Microsoft Word Help
! Ele Edt  View Insert Format  Tools  Table  Window Help Type a question far help ! Fle Edt Wew Insert Format Tools  Table & &
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[l 1 \ R - 47A i word Help e A e e AR 1 N '@'EEB gl print a document
Bl ® || A IEE oo ~ : Word Help > X ‘o can print the active document by clicking Print
- Assioianes _ Sl @ | @ | A S the standard toskar.
- The following are some additional ways ko preview
Search for: or print a document,
Crinejiatlelcy CDntent_s Display each page as it will look when
@) Learn more printed
r P Preview a document
220 Mproastr 0
10ffice Online
Print all or part of a single document
Align and arrange draving
aberts P Print a range of pages
Insert headers and Footers ¥ Print only odd or sven pages
Control pagination @Printa cocument to afis P Print specific pages and sections
More... (@ Cancel printing
v hd (@Edit text in print preview Print a document in a different format  |[—
£ @] Assistance a8 (i) Troubleshoot: printing b Print a draft
@ | & Training 2 ;Q/SEt Up Prinker v B Print in reverse order
" ¥ == = T
S — . * || g Communities | _— o [ | 3 |fll » Print muiple pages on one sheet of paper
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Page 1 Sec 1 1)1 a1 In1 coll Page 1 Fer 1 /1 At 1" lni € v Ptz Tie &
USING THE HELP DIALOG M Microsoft Help appears.  [HE] Click a book icon to W Office displays the subject
BOX CONTENT . expand a topic. for you to view.

_ET Glick the Hel —F1 Click Table of Contents.
i . . .
ck the Help 1 Click a topic to show the Click .
button ( )- help pages.

M The Help window closes.



