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Apply formats without selecting an entire paragraph Just click in the

paragraph, or select any part of it, and then apply the formats you want by
clicking Paragraph (Format menu).

Apply quick and easy indents If your indent doesn’t have to be precise,
you can use the indent markers on the ruler. For example, instead of
pressing TAB to indent the first line of each paragraph, drag the first-line
indent marker to where you want the paragraph to be indented.

Did your paragraph lose its formatting and merge with the next
paragraph? You probably deleted the hidden paragraph mark () at the
end of the paragraph. This mark stores the paragraph’s alignment, indents,
and other paragraph formats. To restore the mark—and your paragraph’s
original formatting—click the Undo button.

Want to know more? Look up Getting Results - Look of Document in
Help.

Make Your Word Document Look Great

I—- First-line indent

Type your letter here. F
customizing this letter template}
return to this letter, use the Wi

Undo button

Office Assistant button
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Part 1 Your First Day at the Office

Custom Margins

You can reduce the margins to fit more text on the page, or expand
them to create a custom design for letterhead or a publication.

To set margins, click Print Preview (File menu) or Page Layout
(View menu), and then drag the gray margin boundaries on the
horizontal and vertical rulers.

in print preview, drag this boundary to
set the left margin.

If you don't see the rulers, click here.
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"3 Having trouble getting a grip on the margin boundary? When you drag
the left margin, it's easy to grab the indent markers by mistake. Make sure

the pointer is a double-headed arrow (like this <) before you start

dragging. Pointgr for dragging
margin boundaries

((p

Need to set margins precisely? Click Page Setup (File menu). On the
Margins tab, select the options you want.

Fix Awkward Page Breaks
Insert a manual page break Click Break (Insert menu).

Prevent page breaks in the middle of a paragraph Select the
paragraph, and then click Paragraph (Format menu). On the
Line and Page Breaks tab, select the Keep lines together
check box.

MS 113874
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Make Your Word Document Look Great

Page Numbers, Headers, and Footers

A header or footer is text—such as a page number, chapter title, or
date—that appears at the top or bottom of every page. To add
headers and footers, click Header And Footer (View menu). You’ll
see boxes for entering the headers and footers.

You can use an AutoText entry to insert a header or footer for you. Click the
Insert AutoText button, and then click the Autotext entry that you want.

If you don’t want to use an AutoText entry, type your header here.

To add a page number, press TAB,
type Page, and then click the Page
Numbers button on the Header and
Footer toolbar.

—— To add a date, press TAB again and
then click the Date button.

To add a footer, click here.

Don't see your headers and footers? Click Page Layout (View menu).

Add the file name and path, author’s name, or running page numbers
(such as page 2 of 5) Click the Insert AutoText button on the Header
and Footer toolbar, and then click the AutoText entry you want.

Want to leave the header and footer off the first page? Clickthe Page  [2] £y Help on dialog box options
Setup button on the Header and Footer toolbar, and then click Different click this button and then click ’
First Page on the Layout tab of the Page Setup dialog box. the option.

MS 113875
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Part 1 Your First Day at the Office

m

A Shortcut for Inserting Page Numbers
Click Page Numbers (Insert menu), and then select the
options you want.

What if you end up with two sets of page humbers? Your
template might already have preset page numbers. To fix this
problem, click Header And Footer (View menu), and then
delete the unwanted page number.

Want to know more? Look up Getting Results - Look of Document in
il Help.

Office Assistant button

MS 113876

134 Getting Results with Microsoft Office

ARENDI-DEFS00001585




Case 1:13-cv-00919-LPS Document 312-5 Filed 03/10/21 Page 6 of 142 PagelD #: 30199

Make Your Word Document ook Great

Bulleted and Numbered Lists

To organize your information, you can add a simple bulleted list or
create a numbered list like this: 1, 2, 3; or a), b), ¢); or 1., ii., iii.

Create a numbered list Type the first number or letter in the
sequence plus a period or right parenthesis, such as 1. or A) or i.
Then, type the first item and press ENTER.

Create a bulleted list Type * or > and then start typing the list. Word

automatically “bullets” the list as you go.

Type an asterisk (*), press SPACEBAR, type the first item, Word “bullets” the item, and inserts another buliet so you
and then press ENTER. can continue typing the list.

. HowTo CREATE A BROCHURE How To CREATE A BROCHURE

‘1° *Insert your words in place of these words, using - s Insert yowélr words in place Oflthese words,
and /or re-arranging the preset paragraph Styles. ! . ::gz an h/ g;yrlz-a“ anging the preset
i rap s,

s Print pages 1 and 2 back-to-back onto sturdy,
letter-size paper.

» Fold the paper like a letter to create a three-fold
brochure (positioning the panel with the large

picture on the front]]

To end the list, press ENTER twice.

‘9 You pressed ENTER, but nothing happened Click AutoFormat (Format

L@ menu), and then click Options. On the AutoFormat as You Type tab,
make sure that the check boxes for Automatic bulleted lists and
Automatic humbered lists are selected.

Want to remove bullets or numbering from a list? Select the list, and
then click the Numbering button or Bullets button.

Use a different bullet style Click Bullets and Numbering (Format
menu). On the Bulleted tab, click one of the preset bullet styles, or click
Customize, and then select a custom bullet.

i

Numbering button  Bullets button

*
Need More Numbering Options?

If you’re writing a legal contract, scientific paper, or script,
you can number headings, paragraphs, or items within
paragraphs. For more information, see “Add Numbering to
Headings and Paragraphs,” page 614.

MS 113877
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Part 1 Your First Day at the Office

Tables for Side-by-Side Information

To create side-by-side columns (for example for a phone list,
invoice, or catalog), use a table. The table’s cells keep your
information lined up neatly, no matter how often you edit the text.

For the basics of inserting and formatting a table, see the following
illustration. For more information on modifying a table—such as
inserting rows, changing column widths, or centering the table—
look up Getting Results - Look of Document in Help.

Click the Insert Table button ...

... then drag to highlight the number
of rows and columns you want.

— Click in a cell and start typing. To move to the next
cell, press TAB.

] 1 1 ' 2 1 N 1 4 ] 5 t
Competitor Ranking Current Share Share in 3 Yrs.
#[ Largest competiter 50% 30%
3| Second largest competitor 25% —
Third largest competitor 15% LEL

To format the table, click in it and then
click Table AutoFormat (Table menu). —

Q Use tables for desktop publishing effects When you want to create a

S sidebar or masthead, for example, use the Draw Table button on the
Tables and Borders toolbar to create a table. For more information, see
“Create a Flyer,” page 222.

i
® Seerets Ta Cremting 2 Profestisnal Newsbetter 1 How To Castomize Termplate:
* Newslrtier Tigs, Tricka and Geod Advice 1 Hew ToSars Time in the Furure
# Complete Step-by-sicp Newsietier lastructions 3 Huw To Lmpoeve Your Newstetter Prins Quality

The Newsletcer of
Inspired Technologies
Volume [ * issue 7
September 1998
T A A SR T S T LTS R

Home delivery service unites with retailers
Offerr added value and convenience without increasing cost of goods; sales expiode

Insert a picture beside multiple lines of text.

136 Getting Results with Microsoft Office

Draw Table button

Masthead with a left-aligned title
beside a right-aligned subtitle

Quickly draw rules and borders,
or add “fill-in-the-blanks” lines.

Add a table of contents or sidebar,

MS 113878
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Clip Art, Graphics, and Drawings

To illustrate your points, browse the ready-to-use clip art that comes
with Word, import graphics from other programs, or draw your own
pictures.

Add clip art or another type of graphic Click Picture (Insert menu),
and then click Clip Art to add clip art, or click another command to
add the picture you want.

Create your own drawings Click the Drawing button, and then use
the buttons on the Drawing toolbar.

For more information on all the things you can do with graphics, see
“Get Your Point Across with Graphics,” page 159.
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L Use buttons on the Drawing tooibar (such as the Rectangle
button, Oval button, Fill Color button, Font color, and Shadow

Make Your Word Document Look Great

2

Drawing button

button) to create the drawing or text effect you want.

Use symbols for graphics Click Symbol (Insert menu), double-click the
symbol you want, and then give it a large font size. To create a “reverse’
symbol, change the symbol’s text color to white and shade the paragraph
with black or gray. To crop the shading around the symbol, adjust the
indents. For more information on shading, see “Lines, Boxes, and Shaded
Backgrounds,” page 138.

To add interesting text effects, click
the WordArt button.

To add ready-made shapes, such as
arrows, banners, and stars, click the
AutoShapes button on the Drawing
toolbar, and then choose the shape
you want,

Position art anywhere you want.

Regular and “reverse” symbols

MS 113879

Getting Results with Microsoft Office 137

ARENDI-DEFS00001588



Case 1:13-cv-00919-LPS Document 312-5 Filed 03/10/21 Page 9 of 142 PagelD #: 30202

Part 1 Your First Day at the Office

Lines, Boxes, and Shaded Backgrounds

You can add lines, boxes, or shaded backgrounds to paragraphs,
tables, and pictures. For example, include a line under the header,
shade sidebar text, create a heading with “reverse” text, or add a
border to the entire page.

Add borders or shading Select an item, and then click the Tables
and Borders button. On the Tables and Borders toolbar, click the
options you want, such as line style, border color, or shading color. ~ Tables and Borders bution

Add page borders Click Borders and Shading (Format menu). On
the Page Border tab, click the options you want.

To adjust the width of the border or shading,
lr drag the square left-indent marker ... ... or the right-indent marker.

Tables and Borders toolbar

HowTo Customize This Report = B .

You'll probably want to custamize all your templates when you discover how editing and
re-saving your templates would make creating future documents easier.

How To Create Bullets and Numbered Lists

»  To create a bulleted list tike this, select ane or more paragraphs and choose the List
Bullat style from the Style drop-down list on the formatting toolbar.

To change the spacing between
the text and the border, see the
following tip.

D Adjust the distance from the text to the edge of the border or shaded

LMl area |f you're working with a shaded area, first apply a border. (If you don't
want the border to show, color it white after you make adjustments.) Drag
the border to adjust the distance. To make exact adjustments, click Borders
and Shading. On the Borders tab, click Options. Use the controls to set
the distance between the text and the border.

Draw quick and easy lines At the start of a new paragraph, type three
dashes and then press ENTER. Word automatically adds a line above the
paragraph. If you don't see the line, click AutoFormat (Format menu), and
then click Options. On the AutoFormat as You Type tab, click Borders.

Want to remove borders or shading? Select, for example, a table with
borders, click the No Border button. To remove shading, for example, from
a paragraph, select the paragraph and click Borders and Shading
(Format menu). On the Shading tab, under Fill, click None.

No Border button

MS 113880
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Mazke Your Word Document Look Great

Multiple Columns

Word makes it easy to create newspaper-style columns for catalogs
or other documents in which text flows continuously from one
column to the next. If you’re doing a newsletter with a story that
jumps from page 1 to page 4, for example, see “Text Boxes for
‘Desktop Publishing’ Effects,” page 141.

Click the Columns button, and then drag to highlight the number of
columns you want. If you want to format only part of the document

in columns—just the glossary, for example—select that text and
then click the Columns button.

Columns buiton

— To adjust the column widths, drag the column boundaries on
the ruler. Columns can be of equal or unequal width.

To create a banner heading
IS BT S that spans the columns, see
Sotwsn the following tip.

myex a3 1ReuaNE) DR
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e timn wardts, Smariled WAk
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To force a column break, click
Break (Insert menu), and then
click Column Break.

_9 Create a banner heading At the beginning of the leftmost column, type
LMl your heading and press ENTER. Select the heading, click the Columns
button, and then select the single-column layout.

See only one column? Switch to page layout view or to print preview.

MS 113881
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Part 1 Your First Day at the Office

G TSP A

Create a “Document Within a Document”

You may have noticed the dotted section breaks (visible in
normal view) that separate a banner heading from the
multiple-column layout. In Word, you can use section breaks
to create different layouts within the same document. For
example, from section to section you can modify the margins,
headers and footers, page numbers, page orientation, and so
on.

by Want to know more? Look up Getting Results - Look of Document in
S Help. '

Office Assistant button

MS 113882
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Make Your Word Document Look Great

Text Boxes tor “Desktop Publishing” Effects

Suppose you're creating a newsletter, and you want a story that
begins on page 1 to continue on page 4. To make this happen, you
place the text in text boxes and then create text box links between

them so that the story will flow from one text box to another in the To move a text box, click
order you want. (For more information on creating newsletters, see the border and then drag
“Create a Newsletter,” page 218.) ito a new lacation.

To add text boxes to a document click Text Box (Insert menu), and
then click and drag to create a text box the size you want. Insert
additional text boxes where you want the text to flow.

To link text boxes select the first text box and then click the Create

Text Box Link button on the Text Box toolbar. If the toolbar To resize a text box,
doesn’t appear, when you create text boxes, click Text Box (View click a size handle
menu, Toolbars submenu). and then drag.

Click in the text box that you want the text to flow to. (When you
move the upright pitcher over a text box that can receive a link, the
pitcher turns into a pouring pitcher.) To link to additional text boxes,
select the text box that you just created the link to, click the Create Create Text Box Link button

Text Box Link button, and click in the text box that you want the on the Text Box toolbar
text to flow to.

The text box on page 1 is linked to a text box on page 4.

MS 113883

When you use linked text boxes, text flows
from one text box to another, even if the text
boxes aren't adjacent.
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Part 1 Your First Day at the Office

Let Word Do the Formatting for You

If you want Word to “clean up” the formatting in your document,
you can—with the AutoFormat feature. AutoFormat applies
consistent styles to headings, body text, bulleted lists, and so on.
AutoFormat also makes other minor fixes, such as turning "straight"
quotation marks into “smart” quotation marks.

AutoFormat behind the scenes AutoFormat “as you type” is already
turned on by default. For example, if you’ve enclosed a word in
asterisks to indicate that it should be bold, or have typed three
hyphens to create a line across the page, you’ve seen AutoFormat in
action. To control the changes AutoFormat makes, click
AutoFormat (Format menu) and then click the Options button. On
the AutoFormat as You Type tab, make sure the check boxes are
selected for all the options you want.

AutoFormat on demand You can also apply additional formatting to
your documents by clicking AutoFormat to accept or reject each
proposed change. After your document is formatted, you can use the

Style Gallery (Format menu) to quickly switch between different

document designs.
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The document after applying the contemporary report
template in the Style Gallery (Format menu)
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Make Your Word Document Look Great

" Don’t want Word to format automatically as you type? You can turn off
?' this formatting by clicking AutoFormat and then clicking Options. On the
AutoFormat and AutoFormat as You Type tabs, clear check boxes for
actions that you do not want completed.

MS 113885
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Part 1 Your First Day at the Office

Reuse Your Custom Formatting

You’ve probably already created custom formatting. For example,
suppose you’ve created your own heading format with white text on
a black background. Instead of recreating this formatting each time
you want to add another heading, just check the Style box. Word
automatically saves your custom formats as styles so that you can
reuse them.

-
v

]
9
i

— To create a new style, format a paragraph the way you want, and then press ENTER.

e

[ Heading 1. ,
---------------------------------------------------------- ' Head!ng 2
Click in the Style box, and you'll see i_VHeadir‘lg 3
that a new style has been created for | | ; Title
your heading or paragraph. | ==mereemes
To apply the new style to another | - - oo V
heading, select the heading and then | Dot Penenebfort  on
click the new style in the Style box. —

Want to reformat a built-in style? First, select a paragraph that has the
style you want to change. Then, apply the new formats. Double-click in the
Style box and press ENTER. When the Modify Style dialog box appears,
select the option to update the style. Word then automatically reformats all
other text in your document that has the same style.

Don’t want styles to be defined automatically by your formatting?
Click AutoFormat (Format menu), and then click the Options button. On
the AutoFormat as You Type tab, make sure that the Define styles
based on your formatting check box is cleared.

144 Getting Results with Microsoft Office
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Make Your Word Document Look Great

Copy Formatting in a Flash

If you don’t want Word to create styles based on your
formatting, you can still copy character formats and reuse
them. Just select text with the formats you want to copy, click
the Format Painter button, and then drag over the destination
text to “paint” the formats onto it.

Want to copy formatting to more than one area of text? Format Painter button
Double-click the Format Painter button, and then drag over

each area of text you want. When you finish copying formats,
click the Format Painter button.

Want to know more? Look up Getting Results - Look of Document in

B Help. -~ ,
Office Assistant button

MS 113887
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Next Steps

T

See

Make Your Word Document Look Great

Find out more about multiple
columns and graphics

Include a chart

Add a watermark

Learn about formatting text for
viewing online

“Create a Newsletter,” page 218

“Add a Chart to a Document or
Presentation,” page 266

“Create Letterhead and Matching
Envelopes,” page 195

“Create an Online Manual,”
page 417

MS 113889
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Part 1 Your First Day at the Office

Put It All Together: Design a “Facing Pages” Layout

Do you plan to print a document, such as a
handbook, on both sides of the page and then bind
it? If so, you might want to optimize the design
for a “facing pages” layout (also called a “two-
page spread”).

Create “mirror” margins You can create
documents in which the margins on the left page
exactly mirror the margins on the right page. Click
Page Setup (File menu). On the Margins tab,
select the Mirror margins check box, and then
set the inside and outside margin values. To
include a “gutter,” or extra space that’s added to
the inside margins to allow for binding, set the
gutter value on the Margins tab.

Specify different headers and footers for odd and
even pages Click Header and Footer (View
menu), and then click Page Setup. On the Layout
tab of the Page Setup dialog box, click Different
odd and even. Then create the headers and
footers as usual.

Create styles for side heads or margin notes To
position these items, use text boxes. Click Text
Box (Insert menu). To format the text box, right-
click the text box, and then click Format Object.
Here, for example, you can set the line style,
color, size, and position.

Use “negative” indents to push the headers out into the margins, and

then align the even header on the left and the odd header on the right. —

Include the part title in the even-page header
( and the chapter title in the odd-page header. -

\

DESIGN CUSTOMIZATION

: Seven Keys to Creating a
Professional Manual
Like the Chapter Title Style above, and the

Chapter Subtirle you're reading, preset Styles
are just a few clicks away.

0 save time in the future, print a copy of this document. Choose Print

from the Filc menu, and press Enter to receive ail 8 pages of

examples and instructions.With the printed document in hand,
position yourself in Normal View to see the Style names next (o exch
paragraph. Scroll through the document and write the style names next (o
the paragraphs (press Cirl-Home to repasition yourself at the beginning of
the document).
To create 2 drop cap for the lead paragraph, like the example above, select
and highlight the lester T, and type a new letter.

ICON KEY

€5 vauapie information
/ Tost your knowlecge
T Keybowd enerane_
0 Workhaok reviaw

How to Customize This Manual

The “icon key” at left was produced using the Heading 8 Style for the words
“icon key.” and List Bullex § Style for the text below — which uses a
Wingdi imbol for the bullet character. To change the bullet symbol,
s and Numbering from the Format menu. Click modify, and
‘mbol, and

OK twice ta exit.

CHAPTER 1”@

Section Breaks are Key

In this manual, section breaks are the secrel 1o success. Double-click the
section break above 1o activaie the Page Setup menu. Choase the Marging ot 8 page.
ub. As you can sec, this section (page) has margins of 7.3 picas top and mh,,,\,:,',;gm
bottam, 14 picas left, and 5 picas right—with headers and footers of 4 becak

picas. Special section margins make it possible for this manual to use

framed Styles—such as the lcon 1 Style—which will move with the text.

Using tha Breaks,
command, you can

* Breaks in @ Word document appear as “lubeled” dotted double-lines.

* To insert a section break, choose Break from the Insert menu, Select one
option, and click OK to secept your choice,

About Pictures and Captions
Assuming you see your paragraph marks, you'll notice a paragraph mark

atiached to the bottom right comer of the picture. Click on the picture, and H u;':‘:;l:.
notice oo, the name of the Styl sl the Picture in this margh it
Style. Plcures “attached™ o paragraph Styles make it possible for piclures an llow wilh the

to “act” like paragraphs. taxt

With mirror margins, you can create extra-wide
outside margins and position side heads,
pictures, and margin notes in them. —
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Plain text and numbers on a worksheet do the job, but additional
formatting can make your worksheet much more presentable. There
are many ways you can change the appearance of your worksheet,
including:

o Formatting text, numbers, spacing, and alignment in cells for

increased readability

Formatting cell colors, patterns, and borders for better
organization

Copying formatting from one range of cells to another
Saving your custom formatting to apply to other worksheets

Applying an autoformat for utmost efficiency

1997 Book TourResuts -
New York :  1/23/97. ! '
Bostn 112597 7 Baok Tour Results
Washingto  1/27/97 ' ; Wz -
January Total $ 205
Miami 20497 25-Jan97| §
Memphis =~ 2/6/97 | 27-Jan-97) §
Aflanta 2887 | 3
February Total ) | , 4-Feb97| %
Los Angele  3/5/97 9 IMamphis 6-Feb97! §
San Franc ~ 3/7/97 A0 Atlanta . B-Feh97\ %
, Seattle . 3/11/97 AU Februsry Tolsl %
= March Total 12 {Los Angeles . 5-Mar-97[ §
13 |San Francisco . 7-Mar97| §
11-Mar-G7| §
]

A formatted worksheet communicates more clearly.
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Make Your Microsoft Excel Worksheet Look Great

Use the Best Number Format

There are several ways to apply specific formats to numbers in
Microsoft Excel.

Cells command Select a cell or range of cells, and then click Cells
(Format menu). On the Number tab, select the format you want.

Toolbar buttons Click one of the number formatting buttons. o
Formatting in place Type a number or date in the format you want, Currency  Percent Comma
including numeric punctuation. If there’s a built-in number format Style Style Style
that corresponds to what you have typed, Microsoft Excel button button button
automatically applies it to the selected cell or cells.
Date format with abbreviated months
. DR T S
1997 Book Tour|Resuits ; —————— Currency format without decimals
ity Date] =~ Fee / _AttendanciBooks Sold _:
New York 23-Jan-97 § 7180 205 147
Boston ~ 25-Jan-97 § 821 . B/, 146
Washingte 27-Jan-97 § 1724 499 151+ General format (no specific number format applied)
[January Total § 3725 1089 444}
Miami . 4Feb97 § 757 21 4l
|Memphis  B6-Feb-97 § 810 93 454
(Atlanta | 8-Feb-97 . § 1880 148 95 |
February Total _  § 3547 483 181 |
iLos Angel¢ 5-Mar97:§ 941 265, 47
iSan Franc. 7-Mar97 $ S04 171 1451
13|Seattle  11-Mar97. § 936 279 109!
14 {March Total $ 2781 715 301 ¢
| e R SO RU- R PPLP R S S PSR SRR S
MS 113891
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Part 1 Your First Day at the Office

"W Number too wide for cell? If you see ##i## in a cell, it contains a number

_ ?‘ that is too long to display. You can either widen the column by dragging the
border in the column heading, or have the font size adjusted automatically
to fit the cell. See “Adjust the Spacing and Alignment of Data,” page 152.

Format special data If you need to format cells to display postal codes,
phone numbers, or social security numbers, click Cells (Format menu). On
the Number tab, click the Special category. To create your own custom
number formats, click the Custom category.

Use conditional formatting You can create special number formats to be
displayed only when a cell contains a specific value or falls within a
specified range of values. To apply a conditional format, click Conditional
Formatting (Format menu). For more information, see “Build Alarms into
Your Model,” page 485.

Want to know more? Look up Getting Results - Worksheet in Help.

Office Assistant button

MS 113892
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. Make Your Microsoft Excel Worksheet Look Great

Make the Data Readable

You have complete control over the fonts used in your worksheets.
The Formatting toolbar contains most of the tools that you need to
apply font styles to selected cells. For more options, click Cells
(Format menu), and then click the Font tab.

Font Size box
_ Make the Bold button

font larger. Italic button

Oy | D fee Aferdance ool Sof —— Change the font and make it bold.

New York - 23-Jan-97 180 : : ‘. )

n . 25Jand7 § B2 '
 27-Jan97, § 1,724

Make the font italic.

‘Q Format individual characters You can format selected characters within
LM a cell. Just select characters in the cell and make the changes you want by
using the toolbar or the Cells command.

Create subtotals and outlines You can use the Subtotals command l— Normal |— Italic
(Data menu) to help you automatically insert rows for subtotals, add

subtotal formulas, and create an outline of your worksheet. For more

information, see “Create a Detailed Sales Report,” page 556.

ur Resul

v -

MS 113893
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Part 1 Your First Day at the Office

Adjust the Spacing and Alignment of Data

To help distinguish different types of information in cells, adjust the
alignment of cell contents using the alignment buttons. You can
insert rows and columns to set data or labels apart by using the
Rows and Columns commands (Insert menu). Adjust the width and
height of rows and columns by dragging or double-clicking the line
to the right of the column letter or below the row number in the
header.

Double-click here to adjust the width

|—— Center aligned text of a column 1o fit its widest entry.
T B0 ..|.. B R
199? BOOK Tour Results i Heading in cell A1 merged across
. . 1‘. oo And ps Sl <~~~ columns A through E (see next page)
INew York  _23-Jan97. 8 1180 205 147 " N\G— Newrow
Boston L 25dan97 5 821 e
|Washington, D.C. .~ 27-Jan97 § 1, 151 :
| January Toial § 3725 1083 . 44
i CTaFebrs 77 220 M
6-Feb97 § 910 93 1 45
... BFeps7 § 1880 148 . 95 1
February Tolsl '§ 3547 463 181
12Los Angeles  5-Mar97: 5 941 -2®5. 47 i
13 |San Francisco  7-Mar37 § 4w s
14 (Seattle 0 1-Mar97 $ 93B! 279 109 i
15 MerchTo/ % 2781 715 30 0
16 rwsramrora.fs’_,f L 10053; 267 9%

»
-

-P: Look at your work from a different angle You can rotate cell contents as
L@l much as 90 degrees up or down. Select the cell, and then click Cells
(Format menu). On the Alignment tab, select the orientation you want.

Shrink cells to fit The Shrink to fit option adjusts the font size in selected
cells so that all cell contents are displayed without changing the column

width. Click Cells. On the Alignment tab, select the Shrink to fit check
box.

Indent within cells by clicking the indent buttons.

Decrease Indent Increase Indent
button button

MS 113894
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Make Your Microsoft Excel Worksheet Look Great

Merge Cells Across Columns

You can easily merge headings across the top of a range of
cells. Type the title in the leftmost cell in the range, select the
range, and then click the Merge and Center button. This
simultaneously merges the cells and centers the heading in the
new, wider cell. You can merge any range of cells by clicking
Cells (Format menu), and then selecting the Merge cells
check box on the Alignment tab.

Merged cells are useful when creating forms or solving special
formatting problems. When you merge cells, selected cells are
combined into one cell. The resulting cell takes the cell
reference of the cell in the upper-left corner of the merged
range.

To “un-merge” selected cells, clear the Merge cells check
box.

Merged cells become one cell.

S0 Rt OO A

S —— *w

Want to know more? Look up Getting Results - Worksheet in Help.

Office Assistant bution

MS 113895
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Part 1 Your First Day at the Office

Organize with Colors and Borders

Adding borders, patterns, and shading can enhance the readability
and visual appeal of your worksheet.

Apply borders and colors by using the toolbar buttons, or click Cells
(Format menu), and then click the Border or Patterns tab.

5 :':' Gv_é

Boston .70 0 25-Jan 97 146
MWashington, D.C. 27-Jan-97 151

{Bovsy Tolt 444
Mlaml i 4-Feb-97 41
lemiphis = ©  bB-Feb-97 45
S B-Feb 97 95
181
“ . B-Mar97 A7

e 7-Mar97

S 11-Mar-97

“9 Want to turn off gridlines? The gridlines on your screen are different
L@l from borders. Gridlines make it easier to distinguish individual cells on
screen, but you can turn them off: click Options (Tools menu). On the
View tab, clear the Gridlines check box.

Want to print gridlines? Gridlines are normally turned off for printing. If
you want to see gridlines in your printouts, click Page Setup (File menu).
On the Sheet tab, select the Gridlines check box.

Use diagonal borders as unused cell indicators or as worksheet design
elements. Click Cells (Format menu). On the Border tab, click one of the
diagonal border buttons. To use a diagonal border to create a corner label,
split the text horizontally by pressing ALT+ENTER, and position the text
horizontally by using spaces.

154 Getting Results with Microsoft Office
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——-— Use borders to make the sheet
more readable.

Diagonal border
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Make Your Microsoft Excel Worksheet Look Great

Rotated Text and Borders

Often, data in a column is very narrow, but the column label is
much wider. Instead of putting up with unnecessarily wide
columns or abbreviated labels, you can link right and left cell
borders with rotated text.

Select a cell containing a label that you want to rotate, and
then click Cells (Format menu). On the Border tab, click the
line style you want, and then apply borders to the left and
right sides of the cell. On the Alignment tab, use the
orientation controls to pick the angle you want.

You can use the Format Painter button to copy the format of
the cell and apply it to other cells with wide labels. Then you
can adjust text alignment options and column widths to fine- —

tune the overall appearance. Format Painter button

Use rotated text for narrow columns with long labels.

Want to know more? Look up Getting Results - Worksheet in Help.

Office Assistant button

MS 113897
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Part 1 Your First Day at the Office

- Emphasize Important Data

Call attention to key information on your worksheet. With the
Microsoft Excel drawing tools, you can draw and format lines,
boxes, circles, and text boxes that “float” over the worksheet. Draw
ovals with no fill color to circle worksheet items that you want to
highlight.

Click the Drawing button to display the Drawing toolbar. For more
information, see “Get Your Point Across with Graphics,” page 159.

Drawing button

The Drawing toolbar

Add a comment in a box.

$
$
$
$
$
$
$
$
$
5
$

L Give the box a drop shadow.

Circle an important value ... —

9 Format graphic objects You can use the buttons on the Drawing and
Ml Formatting toolbars, or select the object you want to format, and then click
Format Object (Format menu).

Move objects with cells Objects you draw can be “attached” to their
underlying cells. If you want an object to respond to changes such as
moving cells or changing the size of rows or columns, click Format Object,
which is available only when an object is selected. On the Properties tab,
select one of the Object Positioning options.

MS 113898
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Make Your Microsoft Excel Worksheet Look Great

Reuse Your Custom Formatting

You’ve spent a lot of time getting things to look just right, and
there’s no need to repeat the process for a similar worksheet. There

are two ways you can take advantage of formatting you’ve already
done.

e Copy the formatting from one cell or range to another by using
the Format Painter button. This button enables you to copy any
number of cell formats at once. Select a range of cells with
different formats, and then click the Format Painter button. The
Format Painter applies identical formats to the next range you
select without disturbing the contents of the cells.

&

Format Painter button

o Define the formatting of a cell as a style. Styles enable you to
store all the formatting attributes of a cell by giving them a name,
which you can then apply to other cells. Select the cell, click
Style (Format menu), and then give the style a name. To apply a
style, select a cell, click Style, and then select the style name.

. 25-Jan-97| § 821
27-Jan97{§ 1724

igg Select a range you want to copy formats from.

JE&?-@?F”‘T’.TB’U’ }"”565’

tlan 4 S Click the Format Painter button, and then
Fabruar Total T e mm T s select the area you want to format.

,9 Reuse custom cell styles Save yourself from doing all this formatting
L@l again. You can use your custom styles in other workbooks. In the Style
dialog box, click the Merge button to select another workbook and copy its
style definitions to the current workbook.

Repeat format copying |f you double-click the Format Painter button, it
remains active so that you can paste the copied formats as many times as
you want. Press ESC when you're finished.

Want to know more? Look up Getting Results - Worksheet in Help.

Office Assistant button

MS 113899

Getting Results with Microsoft Office 157

ARENDI-DEFS00001608



Case 1:13-cv-00919-LPS Document 312-5 Filed 03/10/21 Page 29 of 142 PagelD #: 30222

Part 1 Your First Day at the Office

Don’t Want to Spend Time Formatting Manually?

Microsoft Excel offers a set of predesigned
worksheet formats for you to choose from. When
you apply an autoformat, Microsoft Excel
analyzes the current region of the worksheet

and automatically applies formatting based on the

positions of headers, formulas, and data. (A region

is a contiguous range of cells defined by a

perimeter of empty cells or worksheet boundaries.
The current region is the region that surrounds the

currently active cell.)

Apply an autoformat by selecting any cell in the
current region, clicking AntoFormat (Format

menu), and then selecting the style you want from
the list.

1997 Book Tour Results

Date Fee Attendance Boaoks Sold

172307 1160 205
Boston 172507 821 385
Washington, 0.C. 1/27/97 1724 499 ‘ .
January Total 3726 1089 ~ Fee Atandance Booke Sald
Miami 2487 757 21
Memphis 2/687 910 93
Atlanta 2/8/97 1880 433 151
1 ) Fehruary Total 3547 1089 444
""" - Los Angeles 3687 941 ¥y 4
i San Francisco  3/7/97 904 171 93 45
No formatting {Seattle 31187 936 279 149 95
March Total ~ 781 715 463 181
265 47
171 145
: 279 108
The Simple autoformat 2 o
The Classic 2 autoformat
To See
Create a chart “Create a Chart from Worksheet
Data,” page 260
“Add a Chart to a Document or
Presentation,” page 266
Create macros to speed up your “Automate Repetitive Tasks,”
work page 643
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. Your Point Across with Graphics

hen you have a lot of complex information to present to a broad
audience, representing information graphically is always more
effective than using text only. A well-placed graphic can transform a
plain-looking document into a compelling visual message.

When it’s necessary to reach a broad audience, some of whom might
not be familiar with your material, find ways to use visuals to help
increase the overall comprehension level.

. % Buenos Aires
@ [ohannesburg,
> Jerusalem:

& Imernational Support Service-Areas for 1997 .

A simple message can have added impact with the
help of a good graphic.

What's a graphic object? In general, graphics are referred to as objects,
whether a particular graphic is as simple as a line or as complex as a piece
of clip art.

MS 113901
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Part 1 Your First Day at the Office

Use the Drawing Toolbar

The Drawing toolbar provides a palette of tools and features you
can use to add impact. To display the Drawing toolbar, click
Drawing (View menu, Toolbars submenu).

The Drawing toolbar is divided into three sections:

o General drawing controls Use these tools to select and rotate
objects and to determine their position and orientation.

e Object drawing tools Use these tools to create objects.

o Object formatting tools Use these tools to change the appearance
of objects you create.

|—O Ob

Try it out Beneath the buttons of the Drawing toolbar lies a powerful

|— General drawing controls l— Object drawing tools

graphic arsenal. The best way to find out what you can do is to draw a few

objects and see what you can create.

Select successive objects With one object selected, Press TAB to move

the selection to each object on the screen in succession. This is handy
when you need to select stacked objects that are close together.

Draw curved lines and objects On the Drawing toolbar, Click Lines
(AutoShapes menu) and then click the Scribble or Freeform button to
draw shapes with both straight and curved segments. Click the Scribble
button to draw shapes that look like they were drawn with a pen.

ject formatting tools

Scribble button

160 Getting Results with Microsoft Office
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Get Your Point Across with Graphics

o _ [
h

Use Fancy Fills

You can apply special fill effects to a selected object by

clicking the Fill Color arrow on the Drawing toolbar and then
clicking Fill Effects.

The Fill Effects dialog box includes a number of special
patterns and textures. You can create gradient fills with one or
two colors, use special textures like wood and granite, and
even fill objects with pictures.

Want 1o know more? Look up Getting Results - Graphics in Help.

Office Assistant button

MS 113903
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Part 1 Your First Day at the Office

Create AutoShapes

The AutoShapes menu on the Drawing toolbar gives you access to
a number of useful shapes, including lines, arrows, stars, banners,
and shapes for creating flowcharts. After you draw an AutoShape,
you can type text in it.

| wonder what | can do
to increase sales
next month?

What is a callout? The preceding illustration is an example of a callout.
Callouts are special AutoShapes into which you can add text. They include
a movable pointer, and you can drag the end of it to an object or to a piece
of information you want to emphasize.

Use special handles Many AutoShapes have adjustment handles you
can use to adjust a unique aspect of the shape.

This adjustment handle changes
the size of the arrowhead.

What Are Connectors For?

Want to draw a line between two objects that “sticks” to the
objects? On the Drawing toolbar, click Connectors
(AutoShapes menu). You can drag connected objects around,
and the connector line stays attached to the anchor point on
each object and is adjusted automatically.

e
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Get Your Point Across with Graphics

Insert Clips

The Microsoft Clip Gallery contains a variety of useful clip art, as
well as pictures, sounds, and video clips. It provides a handy way to
browse through and select clips, and you can add your own clips to
the gallery and reorganize and categorize your clip art.

Start the Microsoft Clip Gallery by clicking Clip Art (Insert menu,
Picture submenu).

Q Can't find the clip you need? The Clip Gallery contains a handy Find
Al feature that you can use to locate clips based on keywords that you provide.
For more information, see Clip Gallery Help.

Want to know more? Look up Getting Results - Graphics in Help.

Office Assistant button

MS 113905
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Part 1 Your First Day at the Office

Create WordArt

|« r

a

You can create visually compelling text effects by clicking the
WordArt button on the Drawing toolbar. Select the effect you want
in the WordArt Gallery dialog box, and then type your text in the
Edit WordArt Text dialog box.

WordArt button

Use the WordArt toolbar The WordArt toolbar appears automatically
whenever you select a WordArt object.

Insert WordArt Vertical Text bution Alignment button
button  £ree Rotate button Character Spacing button

Gallery button —| J L ’ |— Same Letter Heights button
Format Object button WordArt Shape button

Want a different shape? You can change a WordArt effect by selecting
the object and then clicking the Gallery button on the WordArt toolbar.
Then choose a different effect from the WordArt Gallery dialog box. You
can also click WordArt Shape on the WordArt toolbar to select a different
overall shape.

164 Getting Results with Microsoft Office
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Get Your Point Across with Graphics

Manipulate Objects

Use the following commands and buttons on the Draw menu of the
Drawing toolbar to orient and arrange objects.

Grid submenu You can align drawn or dragged objects to a
predetermined grid by using the Snap To Grid command, and you
can align objects to other objects by using the Snap To Shapes =pem-ese -t -
command.

Nudge submenu You can use the four commands (Up, Down,
Left, and Right) on this submenu to move selected objects with

more precision than is normally possible with the mouse. .
Align or Distribute submenu Use the alignment commands (Align ] 1
Left, Align Center, Align Right, Align Top, Align Middle, and ] ]
Align Bottom) to line up selected objects. Use the distribute ] - -

commands (Distribute Horizontally and Distribute Vertically)
to apply equal spacing to three or more selected objects.

Rotate or Flip submenu Use the Free Rotate command to rotate B
the selected object to any position. Use the Rotate Left and

Rotate Right commands to rotate the selected object 90 degrees at

a time. Use the Flip Horizontal and Flip Vertical commands to

change the selected object into a mirror image of itself.

Change AutoShape submenu You can change any existing
AutoShape (except lines and connectors) into any other shape -

using commands on the Change AutoShape submenu.

Use the Drawing Toolbar to Edit Lines and Shapes
You can change the shape of objects created with the Curve,
Scribble, or Freeform button. Select the object, and then
click Edit Points (Draw menu).

-"_—'__—\_‘_-\-\._.
. A

Drag an edit point to change the shape.

MS 113907
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Part I Your First Day at the Office

Add Graphics from Other Programs

You can use the drawing tools to create complex graphics, but
sometimes you might need to use other graphics, such as a company
logo created with an illustration program. You can insert objects
created by other programs using the Object and Picture commands
(Insert menu).

What can you insert? An inserted object is anything (a chart, photograph,
or drawing, for example) created by another program and inserted into your
document. -

"9 Modify inserted pictures The Picture toolbar appears automatically
L@l whenaver you select an inserted picture. Note that your Picture toolbar
might contain different tools than the one in the following illustration.

— Insert Picture From File button — Recolor Picture button
Image Control button Format Picture button
More Contrast button Set Transparent Color button
'7 |— Less Contrast button ‘, Reset Picture button

More Brightness button -I L Line Style button
Less Brightness button Crop button
Want to know more? Look up Getting Results - Graphics in Help.
Office Assistant button
MS 113908
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Get Your Point Across with Graphics

Insert a Word table The Insert Microsoft Word
Table button inserts a Microsoft Word table into a
PowerPoint slide. The table appears in a window
with the Word ruler bars, and the menus and
toolbars change to those of Word. You can use all
of the Word features to complete the table. When
you’re finished, click anywhere on the slide
outside the table window to return to PowerPoint.

Drag to select the table
dimensions you need.

Insert an organizational chart If you give
presentations often, you’ve probably used
organizational charts. PowerPoint includes a
special program to make creating these charts
easier. Click Organization Chart (Insert menu,
Picture submenu) to insert an organizational chart
on a slide. For more information, see Help in
Microsoft Organization Chart.

Special Objects in Office Programs

Insert a Microsoft Excel worksheet The Insert
Microsoft Excel Worksheet button inserts a
Microsoft Excel worksheet. The worksheet
appears in a window, and the menus and toolbars
change to those of Microsoft Excel. You can use
all of the Microsoft Excel features to complete the
worksheet. When you’re finished, click anywhere
in the document outside the worksheet window.

Drag to select the
worksheet dimensions
you need.

Insertamap The Map button inserts a special
type of object into a Microsoft Excel worksheet.
You can use maps to automatically plot
geographic data based on names of cities, states,
provinces, or countries. For more information, see
“Display Data on a Map,” page 287.

MS 113909
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Part 1 Your First Day at the Office

Next Steps

T See

Add multimedia elements and “Prepare for an Electronic
effects Presentation,” page 304

Create charts “Add a Chart to a Document or

Presentation,” page 266

Format text “About Creating and Opening
Documents and Databases,” page 48

MS 113910
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se Office Applications Together

°s easy to use Office applications together. For example, you can
eate a Microsoft PowerPoint presentation from a Microsoft Word
outline. Probably the most common way to share information
between applications is to copy and paste information from one
application to another. You can also create a link from one
application to another or insert objects to include information. In
online documents, you can use hyperlinks to jump to other files on
your organization’s internal Web (intranet) or sites on the World
Wide Web. Combine information from different applications by
using the Microsoft Office Binder to organize and print files with
continuous page numbers from Microsoft Excel, Word, and
PowerPoint as a single unit.

If you're working on an annual Write the report in Word, and create links to Finally, create a professional-quality
report, create your financial include information from Microsoft Excel, so PowerPoint presentation from your
information in Microsoft Excel. that your report can be automatically updated. ~ Word report.
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"Part 1 Your First Day at the Office

Decide How You Want to Share Information

The following table is a quick way to help you decide which method
of sharing information to use.

If you want a copy of the information, and you Then

Don’t need your copy of the information to stay current with the original, Use move or copy and paste
or “source,” information, and you don’t need to edit the source information =~ commands; or drag-and-drop editing

Want to edit the inserted object in your file by using the source application,  Insert an object
but don’t need to have changes reflected in the source file

Might not have ongoing access to the source file, and you don’t care about
file size

Want changes to the original information to be reflected in your file Create a link

Want to edit the original information and know you’ll have ongoing access
to the source file and application

Want to share information among many files, or among files contained
within an Office binder

Want to minimize file size or save hard disk space

‘Want to make use of information in other online files, but you don’t want Create a hyperlink
to duplicate the information in your own online file

Want to make it possible for users to jump from your online file to other
online files with a single click

MS 113912
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Hyperlink [

Use Office Applications Together

Moving deletes information from one location and inserts it in
another location. Copying duplicates information. Use either method
if you do not need to edit the information.

Inserting an object copies information from one location (the source)
to another location (the destination) and allows you 1o edit the
destination copy using the source application. Changes made to the
source file wilt not be reflected in the inserted copy.

Creating a link stores information in one location (the source) and
a pointer to the information in another location (the destination).
The information is connected, so that when it changes in the
source, it is automatically updated in the destination.

Creating a hyperlink allows you to jump to other files on your
intranet or Web sites. The hyperlink does not duplicate (copy)
information.

MS 113913
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Part 1 Your First Day at the Office

Insert Objects to Copy and Edit Information

Inserting objects makes it easy to edit information that you’ve
copied from another application, assuming you already have the
source application on your computer. For example, you can insert a
Microsoft Excel pie chart in a Word document. If you decide that a
bar chart would show the information more effectively, just double-
click the chart and change the chart type.

Insert existing information You can insert existing information by
copying the information from the source document and then

menu). In the As list, select the object type, and then click the Paste
button. Up to one page of the inserted object will be displayed.

Insert new information You can insert new information, such as a
graphic object or an equation, by clicking Object (Insert menu).

A Microsoft Excel chart inserted in To edit an inserted
a Word document object, double-click it.

The market forecast shown here refers to the segment of the market relevant to Erjcors Musical

instruments segment, our most important market segment, is expected to grow at § very siow 2%
per year through 2001. Greater growth rates are expected for kevboards, speakerg and
alectronic equipment, all of which grow between 10% and 20% per year.

W Acoustic instruments
8 Electric guitars

B Keyboards
B Speakers
® Electronics

1999

wEATRES Tt Sales ) Revenue [
L e
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For Help on dialog box options,

click this button and then click
switching to the current document. Click Paste Special (Edit the option.

When you double-click the object,
Word displays the toolbars and
Revenue Projections 7| menus you need to edit the object

Instruments, which is of course the very high-quality professional music segment. Tihe acoustic within your Word document.

Click anywhere outside the
inserted object to return to
your document.
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« ks
.

Need to keep file size to a minimum? Create links to information instead
of inserting it. Inserting objects increases file size because the object itself is
stored in your document. A linked object, however, is stored in the source
file. Only a representation of it is displayed within your current file.

Move or copy information between applications the easy way To drag
and drop information between Office applications, arrange the application
windows so that both the source and destination files are open and visible.
Select the information you want to move, and then drag it to where you
want to insert it in the other file. To copy information, hold down CONTROL as
you drag.

Need Help when editing an inserted object? Double-click the object,
click the appropriate Help command on the Help menu, and then choose
Help topics relevant to the application in which the object was created.

Want to know more? Look up Getting Results - Office Applications
Together in Help.

Use Office Applications Together

Office Assistant button

MS 113915
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Part 1 Your First Day at the Office

Create Links to Automatically Update Information

You can create links to virtually any type of information among
Office applications. For example, to make sure sales figures from
Microsoft Excel are up-to-date in an annual report written with
Word, copy the numbers and create links to them. When the figures
change in the worksheet, they are automatically updated in the Word
document as well.

In Microsoft Excel, copy the cells you want
to create a link to your Word document.

In Word, click Paste Special (Edit menu). Click the
Paste Link button, and then click the Microsoft
Excel worksheet format.

S-Year Total Market Forecast

MIGH-QUALITY PROFESSICHAL SEQLIENT ONLY
w198 1998 2000 200t CAGA
Jmicveunens  SLBAN  R0M00 1000000 S0

euEEBRIERENES

You can use the same method to create a link

from a Microsoft Excel chart to your Word
document.

‘ﬂ Want to control when linked objects are updated? Linked objects by

Sl default are updated automatically. To create a manual link that wilt update
only when you specifically request it, click Links (Edit menu). In Microsoft
Access, click OLE/DDE Links (Edit menu). Select the name of the linked
object you want, and then click the Manual button. To update a manually
linked object, in the Links dialog box, select the name of the linked object
and then click the Update Now button.

MS 113916
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Use Office Applications Together

Use Hyperlinks to Jump to Information Online

When you include an inserted or linked object in a file, you
duplicate information that exists elsewhere. When you use a
hyperlink, you provide online users with a way to jump to
information that exists elsewhere. The information could exist
elsewhere in the same document or in another document.

The biggest advantage to using hyperlinks is that you can connect to
information from any source, not just to information on your local
drive or network. For example, you can jump to documents or pages
on the World Wide Web or on your intranet.

Introduction j

SHAPTER 1
How To Custemize This Manual
Abeutthe “Picture” lcons

Secfion Breaks are Ke

While working in an Office application,
you can click a hyperlink to jump to
files on your intranet or to Web sites.

o Ju |

Abeut Pictures znf Captians

How Te Ganerate able of Centents

Hbout Picturss and Captions
Assuming you see your paragraph marks, you'll notice a paragraph mark attached to
the bottom right corner of the picture. Click on the picture, and notice too, the name

of the Style—not surprisingly, the Picture Style, Fictures “aftached” to paragraph
Styles make it possible for pictures to “act” like paragraphs.

b

;r
!

-
- v - —

Important How you create a hyperlink and what you can create a
hyperlink to vary among Office applications.
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Part 1 Your First Day at the Office

J™¥ Want to create a Web page or learn more about the Web? For more
?‘ information, see “Create a Web Page with Word,” page 458, “Publish
Microsoft Excel Tables and Charts on the Web,” page 448, “Create a Web
Presentation with PowerPoint,” page 452, “Office and the Web,” page 442,
“Use Microsoft Access to Retrieve and Publish Data,” page 464, and “Open
Web Addresses from Qutlook,” page 470.

. Want to know more? Look up Getting Results - Office Applications

Together in Help.
g P Office Assistant button

MS 113918
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Use Office Applications Together

Other Easy Ways to Share Office Informauon

Each Office application includes convenient ways to transfer
information quickly to other applications. In Microsoft Access, you &
can click the OfficeLinks button on the Database toolbar to transfer  OfficeLinks button in Microsoft Access
database information to other Office applications. You can also

insert information from a Microsoft Excel list into a form, or use the

Report Wizard to create reports that incorporate data from Microsoft

Excel. Move a list created in Microsoft Excel to Microsoft Access

and create a new database by using the Convert to MS Access

command (Data menu) in Microsoft Excel. Or, if you create a

PowerPoint presentation and want to transfer it to Word to create

speaker notes, in PowerPoint, click Send To (File menu), and then

click Microsoft Word Outline.

In PowerPoint, use the Send To
command (File menu) to create a
Word document that contains text
in your slides.

~ Toincrease sales to $1.85 million in 1337 and to $2 million in 1993,
reaching more than $3 milion by 2000, |
= To maintain gross mergins above 40% throughout the 5-year period.
— Toircreass sales in kevboards, speakers, and music eledronicsto
accourt for 55% of our sales for 1997.
— Toincrease profits to more therfs
2000. 4

Executive Summary

Objectives

Toincrease sales to $1.85 millionin 1997 and to $2 million in 1988,
reaching more than $3 million by 2000.

In Word, you can edit your text to How?
show only major points, or you can Which Products?
provide more detail.

To increase profits to more than $60.000in 1997 and $400,000 by
2000.

How?
Which Products?

To maintain gross margins above 40% throughout the 5-year period.

MS 113919
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Part 1 Your First Day at the Office

1, Want another easy way to transfer information between applications?
Ll First, make sure that the file into which you want to transfer information is
open, and that its icon appears on the Windows taskbar. In the other
application, select the information you want to transfer. Drag the selection
onto the application’s icon on the taskbar and continue holding down the
mouse button until the application opens. Then drag the selection to where
you want it.

Want to know more? Look up Getting Results - Office Applications

il Together in Help.
g P Office Assistant button
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Use Office Applications Together

Store and Organize Related Project Files in a Binder

With the Office Binder, you can organize related files in a single
electronic binder. These files, called sections, stay in the order you
place them in, and they can be saved, moved, edited, previewed, and
printed as a single file. For example, if you create an annual report,
you can put files from Microsoft Excel, Word, and PowerPoint in a
single binder. Add a new file based on an Office template, and then
apply a common header and footer, check spelling, preview each
section, and print sections separately, or print the binder with
continuously numbered pages. To create a new, blank binder, click
the Windows Start button, click Programs, and then click
Microsoft Binder. To use a binder template, click New (File menu)
and then double-click one of the templates on the Binder tab.

The left pane shows the sections (or files) that make up the binder.
To close the left binder pane, click here.

— Click a section in the left pane, and that
section (file) opens in the right pane.

— To apply a common header or footer,

. ] . click Binder Page Setup (File menu),
Sales Objectives and Implementation | and then click the Header/Footer tab

We must walk a difficult tightrope to adapt our business ta new technalogies: to Specify what you want in the
lasing our stronghold amang professional musicians. We will need to let o
share drop a bit in the slow-growth acoustics segments of the market, whil header or footer.
significantly increase our share in keyboards, speakers, and other electronic:
equipment. We want to maintain continuity and tradition even while the indus.
itself out with changes in market and tectinology. There will always be a tr
segment, and Encore will always he there.

Marketing Strategy

Click to scroll through sections in the binder.

— To add, delete, duplicate, or rename sections in the binder,
right-click the section icon and then choose the command you want.

Important A binder is most effectively used as a place to assemble

related, finished files. If you have a problem editing a document, use Help to
troubleshoot the problem.
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Part 1 Your First Day at the Office

Guidelines for Working in an Office Binder

Quickly move information between sections If you are working in a
section, you can select the information you want to move from that
section and drag it over the section in the left pane that you want to
move it to. To open the new section, hold the mouse button down
and press ALT. Without releasing the mouse button, drag the
information to where you want it to appear in the new section.

Rearrange section (file) order In the left pane of the binder window,
select the file you want to move, and then drag the file icon to where
you want it. For example, if you have a file created with Word that
you want to move to the end of your binder, just drag the Word file
to the bottom of the left pane, so that it appears after the other files.

Add an existing file to a binder In Windows Explorer, select the file
that you want to add to your binder, and then drag the document into
the left pane of the binder window.

Add, delete, duplicate, or rename a binder section Right-click the
section icon that you want to modify in the left pane, and then click
the command you want from the shortcut menu.

Save all sections as separate files In Windows Explorer, find the
binder file that contains the sections you want to save as separate
files. Right-click that file, and then click Unbind on the shortcut
menu.

Save a section as a separate file Drag the section you want to save
separately from the left pane to a new location (for example, to the
desktop), or you can click Save As File (Section menu).

MS 113922

180 Getting Results with Microsoft Office

ARENDI-DEFS00001631




Case 1:13-cv-00919-LPS Document 312-5 Filed 03/10/21 Page 52 of 142 PagelD #: 30245



Case 1:13-cv-00919-LPS Document 312-5 Filed 03/10/21 Page 53 of 142 PagelD #: 30246

PART 2

Create Letters, Mailings, and Other
Business Communications

Contents

Write a Business Letter 134

Create a Memo 189

Create a Fax Cover Sheet and Send a Fax 192
Create Letterhead and Matching Envelopes 195
Create a Mailing 206

Create a Newsletter 218

Create a Flyer 222

Create a Business Report 228
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te a Business Letter

ant some help writing a letter? The Letter Wizard provides an

5y way to create a business or personal letter, and you can use the
wizard any time you want. The wizard handles formatting and saves
time by making it easy to reuse parts of previous letters. That way,

Key Features
' Letter Wizard

Letter Templates

you can concentrate on content. After you finish, you can print the

letter on plain or letterhead paper, and you can print a matching

envelope.

Printing Envelopes

1234 Maie Street
Soubridgs, WA SR
usa

H
H
H
H

Examples of a business letter and
matching envelope

December 8, 1997

M. Philippe Tran
2, rue Pierre Demaulin
75017 Paria

PFRANCE

Dear M. Tran:

Thank you for your inguiry reganding a group toue of The National Museum. Yes, of
really does Feature clacks, The ¢xhibit points but the imporance of timepicoes t ¢i
Symphomies and comsielkiiions have baea named for clacks. During the fourtecath o
development of clock tawees marked the rise of 2 business mentakry.

i

provides several ways 10 explore these deiails and many othess. On the
inule (4 that shows how clocks and sociery have kep eoch oiher g

jum beesks loose fo Y0 seconds as 14 locks chime, gong, or chird

whether omate or humarous, gives insight iata how we view Gime.

uscum is open from 10 AM. to § PM, Tucsday through Saturdsy an
Sundays. We ane cloged on Monday. Please ket us know if we <aa provide

Roger Selva
Public Relutions Direstor
The National Musewmn

© 'FRANCE.

THE NATIONAL MUSEUM

December 8, 1997

M. Pilippe Tran
2, rue Pieere-Denvoulin
75017 Paris

Bese M. Tran:

Thask you for your isquicy regarding 2 group tour of The National Museum. Yes, our curreat cxbibit
tetily does fealwre slacks, The exhibi goints out the imporance of timepicoes o civilizatian.
Symphanics und consieNations fuve been named for ciacks. Duriag the founicenh century, the
developmene of clock towars marked the rise of a business mentality.

The museom pravides several ways (o exghoes these deiails and many othrs. O the half bour we:
present a 1 S-rinute film that shows howe clocks and sacicty have kept exch other going. Then, 01 the
bour, pandemanium breaks loose for 90 secomds z< 104 chocks chitme. gong, or chirp o mark the new
Baut, Each ¢lock, whether omae ¢ Rumorous. gies insight into how we view tme

The Nutional Museum is open from 10 AM. lo 5 PM. Tuesday trough Saturday and | PM. to
6 PM. o0 Suedays. We are closed on Monday. Please lec us know if we can peovide any further
assisaance.

Sincerely,

Roger Seivs
Publi: Refations Direcur
The National Musewn

mom
1234 Man Streat
Soubuidge. WA sases

M. Philippe Tran
75012 Paris
FRANCE

2, rue Piarre-Cemaulin
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Write a Business Letter

Start the Letter Wizard When You’re Ready

Like most people, you probably start a letter by typing “Dear”
followed by a name at the beginning of a new document. When you
do this in Word, the Office Assistant appears, asking if you want the
Letter Wizard to help you write the letter. To get help from the
beginning, click Get help with writing the letter. If you decide
later that you want help, just click Letter Wizard (Tools menu).

The wizard uses information that you supply to set up the letter’s
basic content and layout. You can insert addresses directly from
your electronic address book, and you can quickly choose elements
to be included in the letter, such as the return address and closing.
When the wizard finishes, you can print a matching envelope, or
complete the letter.

— Select or type information in the Letter Wizard
to create a letter quickly.

September 22, 1997

(current)

7

September 22, 199

Elizabeth Lincoln

Akbars Music mare with the
23 Tswassep Blvd Ii?ter? ‘
Tsawassen, BC T2:Y - he8 i

% makean - -
Dear Ms. Lincoln: envelope

/Type your text her % Make
& Malea .
mailing label .

5 Re-run the
Letter Wizard

. :
SRR
Lee Senchez

When the wizard finishes, type your
own text in the body of the letter.

L 1f you change your mind about one of the letter elements that you've selected
in the wizard, just right-click it in your letter, and then select a different option.

MS 113926
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Part 2 Create Letters, Mailings, and Other Business Communications

W Reuse text from other letters  When you write letters, make sure you
?‘ have the AutoText toolbar displayed, so that you can quickly insert
AutoText entries that you've used in other letters. If it is not already
displayed, click AutoText (View menu, Toalbar submenu). For information
on using AutoText and AutoComplete to reuse text you've already written,
see “Make Writing Easier,” page 231.

Try a different letter design Run the Letter Wizard again, and select a
different letter style. Click Letter Wizard (Tools menu).

Center the letter vertically To balance the letter on the page, click Page
Setup (File menu). Click the Layout tab, and then click Center in the
Vertical Alignment box.

v
§iN

. . . . Before and after vertical alignment
Check spelling and grammar before you print Click the Spelling and

Grammar button. For more information, see “Check Spelling and
Grammar,” page 72.

Spelling and Grammar button

Should You Use a Template Instead of the Wizard?
The Letter Wizard and the letter templates produce the same
result: an attractive, ready-to-complete letter. Here’s the
difference: The wizard lets you choose formatting and content
options, while the templates have a preset layout.

To use a letter template, click New (File menu). On the
Letters & Faxes tab, double-click the letter template you
want. Then replace the sample text with your own.

Create a personalized template Add your name, address, and
any other standard information you want to include in each
letter. Click Save As (File menu), and then click Document
Template in the Save as type box. Name and save the new
template. Then select this template the next time you start a
new letter.

MS 113927
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Write a Business Letter

Print an Envelope

Want to know more? Look up Getting Results - Letter in Help.

“ar

9
4

a

With your letter on the screen, click Envelopes and Labels (Tools
menu). If necessary, edit the delivery and return addresses. Choose
any options you want, insert the envelope into the printer as shown
in the Feed box, and then click Print.

The National Museum 1234 e St

Decamber 8, 1997

—

. Prilope Tran
2, e Piatre-Demoudn

Word automatically picks up the
delivery address from your letter ...

FRANCE

DearM Tran:

Thank you 10§ your inQuiry fegarding a group kour of Tha Nabonal Museum, Y03, our curment extwit reaky coes
The Vol poi p i fon. Syphon

hava bea named lor Clocks, Duing the fourteenth cnury, towers mariced e fise o/ 3
tuusiness mentaily

| Seta
mwmmu T:."'
15-tinute fim that shows how cicl 1234 Main Streal
brsaks loose for 90 seconds as 10} Southridga. WA 96309
ot Nmarous, res insight inva hod usa

Tha National Museu i open frorf
6 PM.on Sundays. We e cosed

’ ... and positions it
3 Zere Gtmocin on the envelope.
FRANCE

Use custom formatting in the addresses f you want to make the
recipient name bold or italic or want to change the font in the address, in the
Envelopes and Labels dialog box, click the Options button. On the
Envelope Options tab, select the options you want.

Change the position of the delivery or return address To position
addresses where you want them, in the Envelopes and Labels dialog box,
click the Options button. On the Envelope Options tab, select the options
you want.

Office Assistant button

MS 113928
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Part2 Create Letters, Mailings, and Other Business Communications

Next Steps

To See

Design “electronic” or preprinted “Create Letterhead and Matching
letterhead Envelopes,” page 195

Fax a copy of the letter “Create a Fax Cover Sheet and Send

a Fax,” page 192

Send form letters to people on your  “Create a Mailing,” page 206
mailing list

MS 113929
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' it’s true that a memo is created more often than any other business
document, then it pays to be able to create a memo quickly and to Key Features

create one that stands out from the rest. Memo Wizard

The Memo Wizard is a quick and easy way to create a professional-
looking memo. The wizard sets up the page and formatting, so you
can focus on the content.

Wizard-created memos come in three design families.

¢
H

interoffice memo e

WIDE WORLD IMPORTERS

Dute: snver

T AW Subridiury Manugers

o Anne Gobar Geners! Manzger INTEROFFICE MESURANDUM
Froms Joun Tammer

RE: Yearty Sobes o ALLSUBSIDEARY MANAGERS

FROM:  JEAN TANNER

W just received the final income regort and
record for sales his yeur, Conpratulations 1o

Now (hat we are beyinaing the ew fiscel yd

08 04 the intemational sales meetin Wide Word Importers Prone 123555 5656 . Py .
lon. Help mike the meeting o weve] Josn Tamat Prone 123555 5578 Wide World Importers : : )
180 Park Ava., Suite 1201 Telex 123 555 5673 hased 10 nacunce thal we've sel 3 aew
oas) mureeials developed within Rew York, NY 100120001 Fax 129 555 5857 you for the tremendous effort.
{Tre impeoving sales
Tor additional product lines need 10 set new goats. We hope in see ol of you

g 3 % want o encoweage & lively exchange of ideas and
Al'fstyuor's mestiog, Mana Selva encouraf inging e following with you:

g2 was trementously socces<lul, as shown|
emo
Sales ofTi

G
M|
[~ T NSty e 1o acd i bulbs 1o our listof imports. Her
3 pons.
Vaneoa Frme Joon Faer i

Tonj
CC A Gabor, Genecal Mansger
Oate:  Segtermier 23, 1967

R Yeaty Seiss

Congratulations once agaln 10 you and your
our most valusble assets.

. el Do Pl anmounce recordlor
Sales tis yoa. Congrauta for b remendous eflat.
—— your. ook 1 kot you el ces. Creative and effective salcspeople s one of
Now that we are beginning tha new fiscal yoar, we nead 10 3¢t nzw goals, We hope b 5a¢ all of you rexd
monks a1 te intemational selles meeting. We wanl 1o encouwrage a ety exchangs of idess and iniormation.
Help make the meefing & suczess by bringing the folowing wih your

Atlast yoar's meeing, Mana Sewa encouraged us 1 add udp bubs o ou is! of impons. Her idea waa
‘ramendoursty successiul, as shown wt the iolowing table:

Sales ofica Baxes of kifps sold
Benn 3579 EW YORK. NEW YOAK I0812-000%

Madnd wes 6+ BAX 1123 3533437
Paria 4986
Vancouvet %
Total 15443

Congratuiations anck again 10 you and your emloyees. Craative and ebective salespeopie ars ona of
Our mast valuasie assels.

Jeu

Professional memo
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Part 2 Create Letters, Mailings, and Other Business Communications

Set Up the Page and Type the Standard Text

Start the Memo Wizard by clicking New (File menu). Click the
Memos tab, double-click Memo Wizard, and then answer the
questions to create a memo.

Quickly insert names on the To and Cc lines If you use an electronic
personal address book, the wizard automatically provides access to
it so you can insert one or more names on the To and Cc lines. If
you don’t have an address book, just type the names in the spaces
provided. '

Want to change the memo? When the wizard finishes, the Office
Assistant appears, asking if you want to do more with the memo, for
example, change the style of the memo. You can also send your
completed memo via e-mail or fax. Whatever you choose, the Office
Assistant helps you complete the task.

interoffice memo

: NBAT

[ Click here 012 ype nsmas |
[ Click hare md typenazmas |
Jee Tamer

[ Click here mnd type sabject ]

To:

. interoffice memo

RE: wm7

Tor AR Subsictury Manugers

Anne Gabor, General Mansger
Jean Taaner
RE: Yearty Sabes

Click text within brackets, and then
type the information you want.

nal aterials develaped within your sles office
improving sale

o

Important If the Memo Wizard is unavailable, rerun Setup to install it. For
more information, see “Add or Remove Components,” page 32.

Want to know more? Look up Getting Results - Memo in Help.
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‘We just received the final income report and we are pleased 1o announce that we' ve 388 3 new
rosond for sales tis year. Congratalations to all of you for the memendous effort,

Fiorw: that we are beginning the new fiscal year, we necd 1o ses new goals. We hope Lo see all of you

.)immm a the international ssle's meeting. We want 1 encuurage alively exchaage of ideas and
Help make the meetiag a suceess by bringing the folluwing with you:

Masia Selva eacouraged us 10 304 tulip bulbs o our list of impores, Her

Otfice Assistant bution
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Create a Memo

B Need to set up a meeting? |f the purpose of your memo is to arrange a
?’- meeting with people in your workgroup, it might be more efficient to use
Microsoft Outlook. That way, you can see which times are open on their
calendars. For more information, see “Set Up a Meeting,” page 117.

Want to turn off the wavy underlines? Word automatically marks errors
in spelling and grammar with wavy underlines. If you don't want to see
them, click Options (Tools menu). On the Spelling & Grammar tab, clear
the Check spelling as you type and Check grammar as you type check
boxes.

Highlight what's important |f you distribute your memo electronically,
highlight sections you want to emphasize by selecting the text and then ===
clicking the Highlight button. Highlight bution

mw

% tlea_ding 1
Should You Use a Memo Template instead of a Style box
Wizard?

The Memo Wizard and the memo templates both produce an
attractive, ready-to-complete memo. The difference between
the two is that the wizard lets you choose layout options step
by step while the templates have a preset layout.

To use a template, click New (File menu). On the Memos tab,
double-click the memo template you want. Click or select the
instruction text, and then type the text you want.

To change the look of your memo, use the AutoFormat
command (Format menu), or use the Style box to apply styles
or the Style command (Format menu) to modify existing
styles.

Next Steps

T See

Change the formatting of the memo  “Make Your Word Document Look
Great,” page 127

Send the memo electronically “Create a Fax Cover Sheet and Send
a Fax,” page 192

“Distribute Documents Online,”
page 396

MS 113932
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ate a Fax Cover Sheet and Send a Fax

/hen you want to get your sales bid to a potential client, the fastest
“way is usually to fax it. Because time is critical, you don’t want to Key Features
spend too much of it creating a fax cover sheet from scratch. You Fax Wizard
Jjust want your client to get your quotation in the most efficient

manner possible.

Your solution: Use the Fax Wizard for a ready-made cover sheet,
and then have the wizard fax your quotation.

With the Fax Wizard, you can create a fax cover sheet and then fax a document to one or more recipients.

(e (313 833404
Faai 13) 5431040

facsitile transmittal

To: Peter Frazer Fax: (415 585-5833

Re: tniion 9308 Darimauth Avarwe
San Franciscy, CA 24935
3 i none: (415) 555-4843
cc: Adele Williums Fu:"(ﬂ(s) HE s
[Qugent [ For Review

FACSIMILE TRANSMITTAL SHEET

reom
Put Parkes

P
September 22, 1997

TOTAL 0 OF RS IR COViA,

pR== o=

Ty

To: Peter Fraser From: Pat Parkes
Fax:  (415) 5555833 " Ppages:-1
view  [Imeasscoment [Jraasenerly  [JMLEASEREGYOLE
Phone: (415) 555-5831 Date; 22,1997
Re: Quotation CC:  Adele Wiliams

Gl interior nean sig fited

pes approved plaas. Instal Ouigert  [@For Raview  [JPlesse Comment  [IPlease Reply []Please Recycle

raution of September 19, GGG is plemed i quute you prices for instutied

D, Neon boeder fubes, approx. 1 choome sluminum. Insallic. Con—$3360.00
S ey e e pons. 45°, ot . Com—52439.00
tiked “Dunn’s Holdings™

®Comemants Intalicd, Cost—3650.00
This proposal is based on read Per out telaphone conversation of Septomber 19, GGAG Is pleassd to quote you prices for oppeox 157, for display wall. Imialicd. Cou—3325.00

Instalied signs as lobows: i o et et .
bave any questions, pleas cal sasomable aemibilily o vign anzas for installation. For more detwiled information
have any questions, please call A. One extanor sigh using shroms aumibum. Instald. Cost—£3960.00 followiag, pages. If yuu have any quesions. piease call me ot (413) 5354848, We
with you, 8. Neon bordar 1udes, approx, BS', inlerior. installed Cost—§2459.00 incs with you

. Gne interior nean sign ke "Dunr's Holdings™

as e aporoved plans. Instaked. Cosi—$650.00
D. Neon border lubes, approx. 157 for display wall. Instaied. Cost—$325.00

Sincerely, Pat Parkes
This proposal is based on reasanable accessibiity 1o 8391 areas for instabation. Far mare detailed
information an this proposal, e tha tollowing peges. Il you have any questions, piease call me al
(415) 555-4888. We look forward to doing business with you.

Sincercly, Pat Parkes

9308 DARTMOUFH AYENUE
TAR FRANCISCO. TA 14905
FHONE: (315) 352-452)
FAXD (419) 53504049

1t fax cover sheet

Professional fax cover sheet

Important If you are using Microsoft Windows NT Workstation 3.51 or
earlier, you will not be able to send a fax by using Microsoft Fax. However,
you can use other fax software to fax documents.

MS 113933
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Create a Fax Cover Sheet and Send a Fax

Prepare Your Document for Faxing

Open the document you want to fax by clicking the Open button,
and then start the Fax Wizard by clicking Fax Recipient (File
menu, Send To submenu). Open button

The Fax Wizard walks you through the steps to set up your
document for faxing and to create the cover sheet the way you want
it. For example, you can insert recipients’ names and fax numbers
directly from your electronic address book, and you can choose
from three professional designs for your cover sheet. Click the
Finish button when you have completed the steps.

The Fax Wizard provides a road map of the
steps you'll complete to fax a document.

ii— Most of the time you'll include a fax cover sheet in
order to identify the sender and the recipient, but
you can also send your document without one.

l— Click here to get Help from the Office Assistant.

KW Don't want a cover sheet? Open the document you want to send, and
then start the Fax Wizard as described above. In the Document to Fax
step, click No cover sheet. Complete the rest of the steps, and then click
Finish in the wizard.

“9
1

Send a form letter by fax Open the form letter you want to send, and
then start the Fax Wizard. In the Recipients step, identify which field or
fields contain the names of recipients and their fax numbers. Then complete
the rest of the steps.

MS 113934
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Part 2 Create Letters, Mailings, and Other Business Communications

‘ Complete the Cover Sheet and Send the Fax

When you click Finish in the wizard, the new fax cover sheet
appears: All you need to do is fill in the details.

STR barouh Asrie
B frands00, CA 84865
Phone:(+18) 5864843
Fax (015 5054848

Fax

T Peter Fraser Mo Pat Parkes

Rac  (415)665.6833 [y—

Phone (415)555-5831 Dme  September 22, 1807

e Ouotaion” ~ e Type your own information.

O e T Por Review I lasse Commem Dl Plasse Reply — To send your fax, click the Send Fax

Now button. (This button automatically
appears when you click Finish in the
Fax Wizard.)

To “check” or “uncheck” a check box, click it.

‘Q Add a confidentiality statement Type it at the bottom of the page. If you
= plan to reuse the statement, save it as an AutoText entry. For more
information, see “Make Writing Easier,” page 231.

Like the result and want to use it to start your next fax cover sheet?
Delete any information you don't plan to include in future fax cover sheets.
Click Save As (File menu), and then click Document Template in the Save
as type box. Name and save the new template. Then select this template in
the New dialog box (File menu) the next time you start a new fax cover
sheet.

Want to know more? Look up Getting Results - Fax in Help.
Office Assistant button

MS 113935
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ate Letterhead and Matching Envelopes

¥ord makes it easy to create letterhead that projects just the right
rsonal or corporate image. To design letterhead, you can modify
the three ready-to-use letter templates, which set up the design, an Letter Templates
“aqutomatic” date, and sample text. If you want to get creative, use a Headers and Footers
complementary design for the second page, add a watermark, and
create a matching envelope.

Key Features

Text Effects
Inserting Graphics

Seprasnber 23, 1997

[Click here and type recipic}

Dear {Click here and type n|
Enacore Musical [ustrumnents

[Type your leuer here | 703 North Fiftictit Street
) Chicayo, IL 980124349
Sincerely, 206.555.5555
Rogee Sebva
Public Relutions Dinectoc
Sepember 23, 1997
[Click here and ype reciphent’s addr
Encaore Musicol Instruments
lick here cipient™
Deae [Clck here aad type revipient’s @ 705 North Fifticth Street

[Type your letier here. | Chicago, IL. 980124449

Sincerety.

Rager Selva
Divcctor of Marketing
[Type address here]

Examples of “electronic” letterhead and matching envelope

MS 113936
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Part 2 Create Letters, Mailings, and Other Business Communications

Start with an Existing Letterhead Design

For the fastest and easiest way to create letterhead, start with one of
the ready-to-use letter templates. Click New (File menu), and then
click the Letters & Faxes tab. Under Create New, click Template,
and then double-click the letter template you want.

S B

[tis) horoanl yp mtanadday)

Click or select the company name and
address, and then type your own
information.

September 23, 1997

{Click here axd typa recipiart'e addrese]
Deaz [Click here and type recipient's vama):

oo
ypeyour lartar hesa. Formoza deails on cpsomising this istar tanplate, dovblaclick

etum to thie Jetter, we the Wirdowmens

Sivcmaly,

[Chr.k here 1xd typeyour nans}
EHek hins avd typs job tifla)

September 23, 1597

[Click hese and type recipient’s ddress)

Select and delete any sample text or graphics R ———
you don’t want to include. (You might want to e
leave some sample text as placeholders.)

Roger Selra
Public Rektions Direcior

»
-

-9 Save your letterhead template Click Save As (File menu), name the

oMl new template, and then save it. If you save your template in the Templates
folder, the next time you click New your letter template will appear on the
General tab.

Tty on a different letterhead design Click Style Gallery (Format menu),
and then click a letter template (Contemporary, Elegant, or Professional).

Want to create preprinted letterhead instead of “electronic”
letterhead? If you plan to type or handwrite your letters, make sure you
delete all the sample body text before printing your letterhead.

MS 113937
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Create Letterhead and Matching Envelopes

Change the Text Design

If you want to change the way your letterhead text looks, you can do
a lot more than just change the font or font size. You can choose
from a variety of interesting text effects, including different shapes.
You can also add gradient, textured, and patterned fills, and use
different line styles, shadows, and 3-D effects.

Click Header and Footer (View menu), and if you haven’t already
done so, add your company name, address, and any other
information you want.

To format the text, select it and then click Font or
Paragraph (Format menu). To add a text effect, click
WordArt (Insert menu, Picture submenu).

Septambar 213, 1997

|Cick here aud type resipint’s wddness)
Deor [Click here sad (ype recipient's name:
{Type your lenier here.}

Sincenely,

To add your address or slogan to the bottom of the page,
click the Switch Between Header and Footer button
and then type the text.

Roger Setva
Dirceror of Murketing

encore < musical + instruments

v

205 Noth Fillieth Steeet
Chicago, 1L SN2-4449
(200) §35-5555

um

Wit Between Header and Facter

Switch Between Header and Footer button
on the Header and Footer toolbar

MS 113938
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Part 2 Create Letters, Mailings, and Other Business Communications

Create a variety of effects with the Drawing tooibar Click the Drawing | &
button to display the Drawing toolbar, and then click the buttons on the =
toolbar to see the different text effects you can create. Objects that you
create can be seen in page Iayout view, but not in normal view. For more
information, see “Get Your Point Across with Graphics,” page 159.

Quickly switch between the header/footer and main document In
page layout view, double-click the area you want to edit. When the main
document is active, the headers and footers appear dimmed, but they look
normal in the printed document.

Drawing button

Add a border or shading Select a paragraph, click the Tables and
Borders button. On the Tables and Borders toolbar, click a button for the
effect you want. For information on page borders, see “Add Borders to Tables and Borders button

Pages,” page 226.

Insert symbols, such as e or ¢, to separate the parts of an address
Click Symbol (Insert menu), select a font, and then double-click the symbol
you want.

Want to know more? Look up Getting Results - Letterhead in Help.

Office Assistant button

MS 113939
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Add a Logo or Other Graphics

Create Letterhead and Matching Envelopes

To jazz up your letterhead, include graphics from your company’s
collection of logos and scanned images or from the Microsoft Clip
Gallery, or draw your own pictures. With the tools on the Drawing
toolbar, you can create a variety of shapes, to which you can add
color, fills, textures, patterns, shadows, and 3-D effects, and which
you can group, align, rotate, and flip. Click the Drawing button to

display the Drawing toolbar.

September 23, 1997

(Click here and type recipient’s address]
Drear [Click here and 1ype recipient’s name:
[Type your ketter here.)

Sincerety.

Roger Sebva
Directoe of Marketing

S
Encare Musical Insirumants
705 North Fifiieth Street
Chicago, IL 98012.4443
206.555.5555

To insert your logo, click Picture (Insert menu). Then
click the command you want, for example, From File.
Move your logo to the desired location on the page.

To create a shaded area, use the Tables and Borders
toolbar. Or use the Rectangle button on the Drawing
toolbar to draw a solid rectangle or other object, and then
add a fill by clicking the Fill Color button.

To rotate text or graphics, select the item, click the Free
Rotate button on the Drawing toolbar, and then make the
change you want.

MS 113940
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Part 2 Create Letters, Mailings, and Other Business Communications

"W Position your name, address, and logo side by side Click in the header
?‘ or footer, type your name and address, select the text, and then click Text
Box (Insert menu). Click From File (Insert menu, Picture submenu) to
insert your logo, and then drag it to align it with your name and address or
vice versa.

Add space between your letterhead design and the letter text Click
Page Layout (View menu), and then drag the gray border on the vertical
ruler.

A e

Mix Graphics with Text Effects

If you want your letterhead design to really get attention, use
text effects.

Drag down to increase the space
between the design and text in
your letter.

The example below is one of the preset text effects you can
use by clicking the WordArt button on the Drawing toolbar.
If this effect isn’t exactly what you want, you can change it.
For more information on making the most of graphics, see
“Get Your Point Across with Graphics,” page 159.

Text effect using WordArt

Want to know more? Look up Getting Results - Letterhead in Help.
Office Assistant button

MS 113941
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Create Letterhead and Matching Envelopes

Create a Different Design for the Second Page

If you write multiple-page letters, you might want to create a
simpler, complementary design for the second and subsequent pages
of the letterhead.

If your letterhead template doesn’t already have two pages, insert a
page break: Click Break (Insert menu), and then click Page Break.
Then click Header and Footer (View menu). The header and/or
footer for the second page already contains the date and page
number, but you can modify the header or footer the way you want.

For example, copy some of the design
elements from the first page header to
the second page header.

Encore Musical Instruments

Eacare Musical Instruments
705 North Fiftietit Street
Chicago, IL 98012-4449
206,555.5555

September 23, 1997

[Click here and type recipient's address]
Dear |Click here and type recipient's name:
(Type your tener here.|

Sincerely,

Roger Sehva
Direstor uf Musketing

MS 113942
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Part 2 Create Letters, Mailings, and Other Business Communications

Q Need a faster way to switch between headers and footers? Click these

kMl Dbuttons on the Header and Footer toolbar to switch between the header Sk
and footer on the same page, or between headers or footers on different Header and Footer toolbar buttons
pages.

Does the second page have the same header and footer as the first
page? Click Page Setup (File Menu). On the Layout tab, select the
Different first page check box.

Want to know more? Look up Getting Results - Letterhead in Help.
Office Assistant button

MS 113943
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Create Letterhead and Matching Envelopes

Add a Watermark

For a professional look, add a watermark—a logo, decorative
graphic, or word (such as “draft” or “confidential”’) that appears to
be stamped into the page.

Click Header and Footer (View menu), and, if necessary, click :
the Drawing button to display the Drawing toolbar. To add text or —
graphics and position it where you want, click Text Box (Insert
menu) and then size the box by dragging the sizing handles. Type
the text in the box. To insert a graphic for a watermark, click
Picture (Insert menu) and then click a command, for example, Clip
Art. Move the graphic where you want it.

Drawing button Text Box button

Select the text box or picture and move it anywhere you want
on the page. On the Drawing toolbar, click Draw, click Order,
and then click Send Behind Text.

‘ : To return to the main document,
______________________ E double-click it. The watermark will
" appear dimmed on the screen ...

Encore Murical Instruments
705 North Fiftieth Street
Chicago, IL 98012-4449
206.555.5535

September 23, 1997

... but it will look
normal in the
printed letter.

(Click hers and

Roger Selva
Director of Marketing

MS 113944
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Part 2 Create Letters, Mailings, and Other Business Communications

Q Hide the document text while you’re creating the watermark Click the

& Show/Hide Document Text button on the Header and Footer toolbar. Show/Hide Document Text button

Want the watermark to appear on the second page? If you want the
watermark to appear on the second and subsequent pages, click Header
and Footer (View menu), copy the watermark, switch to the header for the
second page, and then paste the watermark.

Make sure the watermark doesn’t obscure any text Even though the
watermark has been “sent behind text,” the original graphic or text may be
sufficiently dark to obscure text on your page. To get the best results,
experiment with various shades of gray—or even colors, which print as
shades of gray on a black-and-white printer—to see which work best with
your printer.

Want to know more? Look up Getting Results - Letterhead in Help.

Office Assistant button

MS 113945
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Create Letterhead and Matching Envelopes

Create a Matching Envelope

Click Envelopes and Labels (Tools menu), and then type some
placeholder text for the delivery address, such as [Type address
here]. Fill in your return address, and then click Add to Document.
Then click Page Layout (View menu). For information on
positioning a graphic where you want it, see “Add a Logo or Other
Graphics,” page 199.

Encore Musical Instruments
705 North Fiftieths Street
Chicago, IL 98012-4443

[Type address here}

'V Ready to print the envelope? When you use the letterhead template to

LMl start a new letter, you can fill in the delivery address on the envelope and
print it. To print just the envelope, click Print (File menu), and then print
page 0 (zero).

Plan to change other envelope options, such as envelope size? If you
open the Envelopes and Labels dialog box and make changes, Word
won't preserve the graphic you added to the envelope. To solve this
problem, save the graphic as an AutoText entry named “EnvelopeExtrat” or
“EnvelopeExira2.” For more information, look up Getting Results -
Letterhead in Help.

Next Steps
To

See

Add even more visual impact “Make Your Word Document Look
Great,” page 127

See other examples of how youcan  “Get Your Point Across with

use graphics in your letterhead Graphics,” page 159

Use the “electronic” letterhead to “Write a Business Letter,” page 184

start a new letter

Send a form letter to a mailing list “Create a Mailing,” page 206

Fax a copy of the letter “Create a Fax Cover Sheet and Send

a Fax,” page 192

MS 113946
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ate a Mailing

rm Letter to People on Your Mailing List

You probably need to send out lots of letters to promote your
products or services, raise funds, collect payments, keep club Key Features
members or employees informed, and so on. You don’t have time to Mail Merge Helper
type a personalized letter for each person, but you don’t want to

send out a generic “Dear Valued Customer” letter either.

Word has the solution: It’s a snap to use the Mail Merge Helper to
set up and print form letters and matching mailing labels in a matter
of minutes.

Get addresses from these sources, 4
create a simple mailing list in e

Write a generic letter, and then merge the addresses to
create personalized form letters—one for each person.

Ms. Elizabeth Lincoln
Akbar's Music

23 Tsawassen Blvd.
Tsawassen, BC T2F 8M4

Dear Ms. Lincoin:

Microsoft Acce
database

3000 eslam Ava
BC T2F 8M4

(i Dr. Gerard Bendal
Ms. Elizabeth Lincoln
Akbar s Mugc J Central Hospitai

New s:anlord NY 99930

Mr. Lee Sanchez
Ms Carol Krasnowski Northwind Tradars
2234 33cd Ave. 4200 Thlld Strest NE
Hsmlock Bay, WA 99930

Anytown WA 98999

==

T
T
A
NOERC

Electronic personal

You can also merge the addresses to create a mailing
address book label for each letter.

Table in a Word
document

MS 113947
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Create a Mailing

Write the Form Letter

Start by writing the basic form letter—the generic text you want to
send to each person on your mailing list. Don’t include names and
addresses, since they’ll be inserted automatically from the mailing
list. To write the letter, you can use the Letter Wizard or a letter
template, or start from scratch. For more information, see “Write a
Business Letter,” page 184.

Click Mail Merge (Tools menu) to start the Mail Merge Helper.

With the form letter on the screen ...

... click Mail Merge (Tools menu),
click Create, and then click Form
Letters. When Word displays a
message about which window to
use, click Active Window.

June & 1987

Dear:

Encore Musical Instruments wants to thank for its cof:
at Encore are committed to making sure that all of yd
and supply needs are met with the highest level of ef

Part of our commitment is providing with the most y,
praduct prormotions and services. Since specializes
like to announce a new promotion beginning next mge

Want to know more? Look up Getting Results - Word Mailing in Help. .

Office Assistant button

MS 113948
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Part 2 Create Letters, Mailings, and Other Business Communications

Specify or Create the Mailing List

In the Mail Merge Helper dialog box, click Get Data. (For 21 For Help on dial 0g box options
information on which application you should use to create a new click this button and then click
mailing list, see the sidebar at the end of this section.) the option.

e If you already have addresses in your Microsoft Exchange
personal address book or other address book, click Use Address
Book, select the list you want, and then skip ahead to “Insert
Merge Fields into the Form Letter,” page 210.

o If you already have a mailing list in Microsoft Excel, Microsoft
Access, or another data source, click Open Data Source, select
the mailing list, and then skip ahead to “Insert Merge Fields into
the Form Letter,” page 210.

s If you want to create the mailing list from scratch using Word,
click Create Data Source.

Use the fields, or categories, that Word provides or make
your own. Click OK, and then save your mailing list.

FirstName

Tsawassen Blvd.

sawassen

C

When a message about data records appears, click Edit Data Source.
For each person on the mailing list, fill in the information on the form, or
record, and then click Add New. When you finish, click OK.

MS 113949
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Part 5 Create Informative and Entertaining Presentations

Create Speaker Notes

Sometimes a presenter needs to do a lot of talking to support the
bulleted list on the slide, so keeping some notes handy is a good
idea. Or if the presentation’s creator and the presenter are different
people, it’s important for the creator to communicate ideas to the
presenter.

To create speaker notes, switch to notes page view by clicking the
Notes Page button. Just click in the box at the bottom of the screen
and begin typing your notes.

Costs For the Year

Each slide image appears
on its own page.

Type your notes for the
slide directly below.

Get a closer look The Zoom box gets you up close to your work, no
matter what view you're in. Just type or select the percentage you want.

Create and edit notes from other views You can type your notes without

leaving slide view or slide sorter view. Click Speaker Notes (View menu)
and type your notes.

Fit more notes on a page |f you need more room for text, you can
reposition and change the size of the slide image on the notes page by
clicking the slide image and then dragging. Use the Notes Master to have
your changes apply to all notes pages at once. Click Master (View menu)
and then click Notes Master. For more information, see “Apply Master
Formatting,” page 322.

300 Getting Results with Microsoft Office
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Notes Page button

Zoom box
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«Q:

Customize your mailing list Don't limit yourself to using just names and
addresses to personalize form letters. You can include other types of
customer data, such as phone numbers, products purchased, sales
representative’s name, and so on.

Need to update the mailing list? You might want to add the names and
addresses of new customers, or add another field, such as fax number or
purchase order number. If you've stored the mailing list in Word, look up
Getting Results - Word Mailing in Help. If you've stored the mailing list in
your Microsoft Exchange personal address book, Outlook contact list,
Microsoft Excel, or Microsoft Access, see “Next Steps,” at the end of this
topic.

w—

Which Application Is Best for Your Mailing List?

If your list is short and you don’t plan to update it frequently,
you might want to create the list in Word (as explained earlier
in this section).

For longer lists that require frequent updates, you might want
to use your Microsoft Exchange personal address book,
Outlook contact list, or Microsoft Excel. For longer lists that
require full relational database capabilities, you might want to
use Microsoft Access.

Mailing list in Microsoft Excel

|Company Name First Name [Last Name

L The first row contains column
headings identifying the
information in each column.

Create a Mailing

MS 113950
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Part 2 Create Letters, Mailings, and Other Business Communications

Insert Merge Fields into the Form Letter

Now that you’ve created the generic form letter and specified a
mailing list, you need to insert merge fields, or placeholders, that tell
Word where to put the names, addresses, and other personalized
information.

In your document, click where you want to insert a merge field.
Click the Insert Merge Field buiton, and then click a merge field.

June 8, 1997

The merge field you sele .
«Title» «FirstName» <LastNa§|e» g y cted appears

«Company»
cAddresst»
<Address2s
«Citys, «States «PostalCodes

Dear «Title» «LastNames:
N\

Encore Musical tnstruments wants to thank «Caompany» for its Type any spaces and punctuatlon you

continued support and patranage. We at Encore are committed to want between the merge fields.
making sure that all of your musical instrument, service, and supply
needs are met with the highest level of efficiency and quality.

Part of our commitment is praviding «<Companys with the mast up-ta-
date information on new product promotions and services. Since
«Company» specializes in musical instruments, we would like to
announce a new promstion beginning next month:

“9 Want to emphasize the personalized information? Select a merge field
3 and apply bold, italic, or any other formatting.

Save the form letter for future use When you've inserted all the merge
fields—and added any text and graphics you want to include in each
letter—save the form letter.

Want to know more? Look up Getting Results - Word Mailing in Help.

Office Assistant button
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Create a Mailing

Target the Form Letter Recipients

To get the best response at the lowest cost, you probably don’t want
to send a form letter to everyone on your mailing list. For example,
you might want to zero in on just your Canadian customers.

You can set up a simple query, or set of criteria, that tells Word to
filter the list for just the records you want to merge. Here’s how:
After you insert the merge fields, click the Mail Merge button on
the Mail Merge toolbar, and then click Query Options. On the
Filter Records tab, set up your query.

Mail Merge button

— This query tells Word to merge
only the records of customers
from Washington state.

‘D Want to use a query you've already set up in Microsoft Access?
Bl  When you open the data source, you can also select Microsoft Access
tables or queries.

MS 113952
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Part 2 Create Letters, Mailings, and Other Business Communications

Merge the Mailing List with the Form Letter

Preview a few letters To make sure the information is merged )
correctly, click the View Merged Data button on the Mail Merge
toolbar. Then click the Next Record button to preview each letter.

Start the merge Click the Merge to Printer button on the Mail
Merge toolbar. Word prints one personalized letter for each record
retrieved from the mailing list. For more mail merge options, you

¥

can return to the Mail Merge Helper instead of clicking the Merge
to Printer button; just click Mail Merge (Tools menu), and then

click the Merge button.

— Merge fields in the form letter tell Word where to insert information.

June 8, 1997

«Campariys
«Addressts
«Address2s

«Titles «FirstNames «LastNany

«Citys, «State» «PostalCodes

Dear «Tities «LasiNames:

Encore Musical Instruments wa
at Encore are committed 1o ma
and supply needs are met with

Part of our commitment is provi
product pramaotions and servicel

ka.to. annaumca a new neamadil

212 Getting Results with Microsoft Office

June 8, 1997

Mes. Eltzabeth Lincon
Akbars Music

23 Tsawassen Bivd.
Tsawassen, BC T2F 8Md

Dear Ms, Lincoin:

Encare Musical Instruments wants to thank Akbar's Music lor its continued support and
patronage. We at Encare are committed to making sure thal all of your musieal instrument,
sarvice, and supply needs are met with the highesi level of efficiency and quaiity.

Patt of our commitment is psoviding Akbar's Music with the most up-lo-dale information on new
product promolions and services. Since Akbar's Music specializes in musical instruments, we
would Hikke 10 announce 2 new promation beginning naxt month:

View Merged Data button

Merge to Printer button

Final form letter

MS 1139353
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Create a Mailing

_v Want to merge the letters to a document instead of directly to the
Al printer? Click the Merge to New Document button on the Mail Merge

toolbar. Word places the resulting letters in a single document, separating
the letters with section breaks. You can review the letters before you print,
or save a permanent copy of them.

Want to print an individual letter? Open the form letter, click the View
Merged Data button, and then click one of the arrow buttons on the Mail
Merge toolbar, or type a record number in the Go to Record box. Whenthe ~ View Merged Data button
letter that you want to print is displayed, click the Print button. e

Missing the first address from your Microsoft Excel mailing list?
Word assumes that the first row contains the merge field names Go to Record box
(FirstName, City, and s0 on). Just add column labels to the worksheet and

then repeat the merge. For more information on using column labels, see

“Create a Business Contact List in Microsoft Excel,” page 353.

Merge to New Document button

Want to know more? Look up Getting Results - Word Mailing in Help.

Office Assistant button
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Part2 Create Letters, Mailings, and Other Business Communications

Print Addresses on Mailing Labels

You can merge names and addresses from your mailing list and print
them on Avery labels or other types of mailing labels using a dot-
matrix or laser printer. Here’s an overview of what you'll need to
do. For more information, look up Getting Results - Word Mailing
in Help.

First, set up a “form” for the mailing labels: Click the New button to
create a new document, click Mail Merge (Tools menu), click
Create, and then click Mailing Labels. When a message about the
document window appears, click Active Window. Click Get Data,
and then select the data source: your mailing list or address book.
When a message appears, click Set Up Main Document.

Select the label options you want, and then click OK.

Insert merge fields to put information where you want it on the
labels, add punctuation and formatting, and then click OK.

Click Merge, and then select the merge options you
want. Make sure the printer is ready to print labels
before you click Merge in the Merge dialog box.

«Addressly
<Address2»
<City», «Staten «PostalCode]

MS 113955
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Créate a Mailing

N Start labels from the File menu Click New (File menu). On the Letters &
Faxes tab, double-click the Mailing Label wizard. This starts the Mail
Merge Helper.

12
o
v
4

Create a page with the same label Click Envelopes and Labels (Tools
menu), click the Labels tab, and then type the name and address. If you
want a label size other than the Avery Standard, click Options, select the
label options you want, and then click OK. Make sure the Full page of the
same label option is selected, and then click Print.

Need custom labels? With Word you can have as many kinds of custom
labels as you like. Follow the instructions above until the Label Options
dialog box is displayed. Click the New Label button, and then specify the
label size and number of labels per sheet.

Want to print addresses on envelopes? Click Mail Merge, click Create,
and then click Envelopes. Click Get Data, and then either create a mailing
list or open an existing mailing list. Then set up how the addresses will be
printed on the envelopes.

Have you stored names and addresses in a Microsoft Excel list?
From your Microsoft Excel list, you can run the Microsoft Access Label
Wizard to create mailing labels. Open the Microsoft Excel workbook that
contains your list, click the appropriate worksheet tab, and then click
anywhere in the list. Click Access Report (Data menu), and then click
Label Wizard.

Want to know more? Look up Getting Results - Word Mailing in Help.

Office Assistant button

MS 113956
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Part 2 Create Letters, Mailings, and Other Business Communications

Use Microsoft Access to Start the Merge

If you’ve stored your mailing list in Microsoft Next, use Microsoft Word to create the form letter

Access, you can start the mail merge from and complete the merge Write the generic form

Microsoft Access instead of from Word. letter; then insert the merge fields. And, finally,
complete the merge as described earlier in this

Use Microsoft Access to create a query and start
the merge To target the exact audience for the
form letter, design a query that retrieves only the Then, use Microsoft Access to print matching
names and addresses you want. (For more mailing labels Select a query in the Database
information, see “Evaluate Sales Performance ina  window, click the New Object button, and then
Microsoft Access Database,” page 582.) Then, in click New Report. Start the Label Wizard, and
the Database window, select the query you just then follow the instructions on the screen.
created. Click the OfficeLinks button, select

Merge It, and follow the instructions on the

screen.

topic.

Create a query to select the form letter
recipients from your database.

Ms. Elizabeth Lincoln
Akbar's Music

Write the form letter and 23 Taawassen Eivd.

Tsawassen, BC T2F 8M4

complete the merge using Word. —

Dear Ms. Lincoin:

Create the matching mailing

labels with the Microsoft (" s Exzabei Lncoin TR—
Akbar's Music 1500 Oak St
Access Label Wizard, — -  Bevassen 6 1ok awa | | Vencawwer 8 vaF 26

Ve
Mr. Jean Fresnisre BRSBTS
43 rue St Laurent [ o5 ee
Moniréal, H14 1C3

T

MS 113957
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Create a Mailing

Decide which application to use for
your address list

Manage contacts with customers,
including updating the mailing list
and tracking responses from the
form letter

Schedule follow-up calls, sales
visits, and demos

Prepare a bid or quote
Track new orders

Print a report that summarizes how
many new orders your form letter
generated

“Where Should You Store Your
Contact Information?” page 346

“Manage Contacts with Qutlook,”
page 348

“Create a Business Contact List in
Microsoft Excel,” page 353

“Track Your Business Contacts in
Microsoft Access,” page 360

“Add Activities to the Calendar,”
page 382

“Prepare a Customer Quote,”
page 539

“Track Orders in a Shared
Database,” page 427

“Create a Sales Summary,”

page 563

“Create a Business Report,”
page 228

MS 113958

Getting Results with Microsoft Office 217

ARENDI-DEFS00001668



Case 1:13-cv-00919-LPS Document 312-5 Filed 03/10/21 Page 89 of 142 PagelD #: 30282

ate a Newsletter

hether you want to update customers on new products or pricing
anges, or keep constituents informed of the latest legislation, a Key Features
newsletter is a good way to do it. Newsletter Wizard

To create a well designed newsletter, use the Word Newsletter Text Boxes
Wizard. The wizard provides a variety of layout options and styles
that are suitable for just about any content you want in your
newsletter.

Create professional-quality newsletters by using the Newsletter Wizard.

Veiume 1 Issue 1 Movember 1697
Continuing Articles Across Instructions for Using This
Pages Template
Typw your subhsading hare Type your subheading hare .
Your Bydne Youe Gyfine
This document was created using linked text baxes, wiy
allow articles 10 Gow continuously across pages. For N N
anample, this articla continues on page twa, while the InStl’uCliQnS fOl‘ Footer - Use this style o type cepeating
1 the right continues on paga threa. Whan you add li . . text at the boom of each page.
words o & text bax, the words in the ollouing tex1 box Using This Template )
flaws forward, When you deiete lines of wards from a te Heaifn.l-Uumu-_ryllwrmu
Gx, (e words in the naxt text box move backward, Youl . 3 owr Byl headtines for each artick.
€an link several text boxes in an article, and you can hal N . . . . .
Tuliche articies in a docurmert The ks do Aot have To keep these instructions, choose Primt Heading? - Use this style to creale
occur in & forward direction. from the File manu. Press Enter 1o print
) Valume 1, Issue | the template. Replace the sample text
Inserting Linked Text Boxes with your own text [0 creats 3 ewslelier.
Ta inzert nivad text hous in a docurment, ciick Text Continui i 1
ontinuing Articles Across nstrug Using Styles inThis Templs e
the Insert menu, Click and drag in yout document whe: g To change the styke of any parageaph,
YOU went 10 maert the firat taxt bax, and insert addiiond Pages Templ seloct the text by pasiioning yout
text baves where you want the text 10 fow. wumor anywhere in the paragraph.
Tvpe your subbeading here Tpe your nug St a Style from the drop-
T select the ficst text box, move the pointer over tha ) 5 down Style iat at the top-keft of
barder Your Byline R Your Byline your screen. Preay Enier 10 accapt
popven Your Compary Narme Your Compa ; youe ehice,
“This docwmen was crested using linked text boxes, which aliow  To keep tierd lumpTufdeump From - Use these
artiches W flow continucusly acrass pages. For example, this Press Enter f 3 The stytes available in this template atyles to indicute thut an asticle
INSIDE THIS (SSUE article contiaues or page two, while the onc 1o the right coatinues  your owa tea m‘ym::hﬂnr n-l m?f&:y confinues on anucher page.
on page three, When you add lines of words 10 a text box. the i IZ:‘:‘lmmwc text ;‘“":M::ir
1 Commuing Aricles Across Pagas. Page 1 wards in the follawing text box flows forward, Whan you delcwe  Using Styh 2 e, omma Continumg Al‘thlCS
lines of words fram 3 text box, the words in the nex text box To change th] A Pas
2 insructions lar Using This Tempiale. Page 1 mova backward, You caa link several tat boses in aa article. 30d _irning o] Body Text - Use this style for the regulac Cross rages
100 cam bave multple anicles n  documast The ks 40 004 o the dro 4 textal your anicles, vl
3 SkeDar Articles. Page 2. fave 10 acevr in a forward divestion. Enler to acex! o e
Byline - Usc this style for the name ofan <o of the arcicles in this powakecier
4 Mora Ways to Cutomize This Template. Page & Inserting Linked Text Boxes m':: : G amicle’s author were created using linked text boxes,
5§ insarting and Eoking Piciures. Page 4. To insert linked text boxes in a document, cick Text Box on the Catendar Head - Use this style t type 3 which aflow articles to flow continuousty
Tnsert menu. Click and drag in your docunwent where you want to secondlevel Besding in 3 sidebar anicte, /0<% Pages- When you add lines of
insert the firat toxt box. and inacet additianal text boxes where mgo-xuxmam.nm
you want the text o flow. Calendar Subhesd - Use thia style to type  faltawiag text box flow foruned. When
J—— a third-level heading in 3 sidebar aricle. YO debete words from a lext bax, the
- words in the next tex1 box move
Calondur Text - Use this style to type the  Bockward, You ¢an link several text
text in a sidebar article. bozes in an article, and you can have
muliple articies in a document. The
Calendar Title - Usz this sryle w type liaks do not have 10 goeur in 3 forward
first-level Mexdings in a sidebar article.  direction.
Comrinued on Page 3
See Page 4 4]
The following

Body Teat - Use Gl

Byline - Use ths stybs far the name of the 2uthae of an artick.

v o e 5
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Create a Newsletter

Use the Newsletter Wizard to Get Started

A ]

.

Start by clicking New (File menu). On the Publications tab, double-
click Newsletter Wizard. If the Newsletter Wizard doesn’t appear
on the Publications tab, rerun Setup and choose the Custom
installation to install it. For more information, see “Add or Remove
Components,” page 32.

The Newsletter Wizard walks you through steps in which you
choose a visual style and then add or select information to set up the
layout of the newsletter. If you want, you can even have space set
aside for a mailing label on the last page of your newsletter.

When you click Finish, the newsletter appears. You’ll see
placeholder headings, text, and graphics. Just supply the content.

‘ _ g
£ Title & Contents | — The Newsletter Wizard provides
Maling Labed 1 a road map of the steps you will
Firich complete to create a newsletter.

Vol‘ume 1. |ssn.§T

Click here to get Help from
the Office Assistant.

Want help with your newsletter? As soon as you click Finish, the Office
Assistant will ask you if you want help, on inserting pictures, for example. To
get help on this or any topic, click the appropriate option button.

Want to know more? Look up Getting Results - Newsletter in Help.

Office Assistant button
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Part 2 Create Letters, Mailings, and Other Business Communications

Add Your Content to the Newsletter

To add stories to your newsletter, select the placeholder text and
then type in the newsletter. Or copy a story from another document
and paste it into the newsletter, replacing the placeholder text.

When working in the newsletter, you might notice that some of the
text is enclosed in text boxes. Text boxes allow you to start a story
on any page and continue it wherever you want, as long as it’s in the
same document. For more information, see “Text Boxes for
‘Desktop Publishing’ Effects,” page 141.

To insert pictures, click Picture (Insert
menu) and then click the command you
want, for example, Clip Art.

P
Tris & ¢ Headhg 1,
THR, 004,23

 S—— Text boxes enable stories to flow
o from one page to another, for

~7 [ | example, from page 1 to page 4.

[azzzzzm =227
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Create a Newsletter

"W Want a story that catches the reader’s eye? i the story is in a text
? box, click the text box and add fill effects, shadows, or colored lines —=
(assuming you have a color printer). Click the Drawing button to display Drawing button - Fill Color button
the Drawing toolbar, and then click the Fill Color, Line Color, or Y

Shadow button. i
. ) . . Line Color button ~ Shadow button
Want text to wrap around a picture? Right-click the picture, and then

click Format Picture. On the Wrapping tab, set the options you want.

Want to crop or cut off part of a picture? Click the picture, and the
Picture toolbar appears. On the Picture toolbar, click the Toggle Crop
Mode button. When the pointer changes to a crop mark, click a sizing
handle, and then drag to crop the picture.

Want additional ideas for graphics? See “Get Your Point Across with
Graphics,” page 159.

Need to know how long a story is? Check the word count by clicking
Word Count (Tools menu).

Next Steps

T See

Try other formatting options “Make Your Word Document Look
Great,” page 127

Create labels for a mailing list “Create a Mailing,” page 206

Create a printed envelope “Print an Envelope,” page 187

MS 113962
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hether you want to announce a sale, advertise the opening of a
w branch office, or announce the company holiday party, you can . Key Features
use Word to create an attractive, attention-getting flyer. u’:@ Tables

Inserting Graphics

New for

na

S ri VinTngE

F“[]I-I"'PER
The Latest Sp Great Buy
from top-namg

* New on the
Come to a show on ~——— market
onday, May & ‘+h? . ]?)Eteac::rk?;dmgsarage
1223 Main St. Smlth S « Mountain view

* Close to schools

....................... Coffee Sho

2343 South 2nd Avenue Open House

Saturday 1-5 pM.
Call for directions
555-3242

Please accept our invitati
any purchase with this cc

Wednesday Special:

Hurry, this one won't last!
Owner will carry the loan.

| Free cup of coffee wi
Choose a‘ of any sandwich.

help set the

Open 6 AM.-4 PM.

Use clip art to grab the reader’s attention.

MS 113963
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Create a Flyer

Lay It Out

You might find it helpful to draw a sketch showing how text and
graphics will appear on the page. When you know what you want,
create a new document by clicking the New button. To view the
document as it will look when printed, click Page Layout (View
menu).

You can use a table to block off areas of the page to reflect your
sketch. To create a table, click the Tables and Borders button, and

Draw Table

then click the Draw Table button on the Tables and Borders ;abl;es and
toolbar. Position the pencil in the upper-left corner, and then drag orders button button
to create a table. Draw lines by clicking and dragging. To erase
lines, click the Eraser button and then drag the eraser along the ——
line you want to erase. Eraser button
— Drag to set the top margin.
Drag to set the left margin. Drag to set the right margin.

To erase a line, click the Eraser button

and then drag the eraser over the line.

Drag to set the bottom margin.

MS 113964
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Part 2 Create Letters, Mailings, and Other Business Communications

"W Change the column width or length Drag the boundary you want to
?‘ change.

Want to lay out the page horizontally? To create a flyer with a
horizontal, or landscape, orientation, click Page Setup (File menu). On the
Paper Size tab, click Landscape.

Don’t want borders on your table? On the Tables and Borders toolbar, ~ Horizontal orientation
click the Borders arrow, and then click the No Border button. :

Want to use newspaper-style columns instead of table columns? |f No Border button
you want text to flow from the bottom of one column to the top of the next,

use newspaper-style columns. For more information, see “Create a

Newsletter,” page 218.

Want to know more? Look up Getting Results - Flyer in Help.

Office Assistant button
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Create a Flyer

Add the Art and Text

Insert the graphics you want by clicking Picture (Insert menu), and @
then clicking the kind of picture you want. Crop or resize the picture :
if necessary. Or, if you want to create your own drawing, click the
Drawing button and use the toolbar buttons to create a graphic or
special text effects.

Drawing button

Type the text you want in each column. Use the toolbar buttons to
format the text.

To resize a picture, click the picture, and
then drag a sizing handle.

"IIIT'A:GE : ; To create a text effect, click the Drawing
W ”!R

button and then click the WordAri button

GreatBuy | on the Drawing toolbar.

'w New onths
madet
| = 3 bedrocms

T This clip art is sized larger than the cell
« Schucledasety | to align it closer to the text,
EOyenHouse

{ Saherday1-5pm
; D dixecticns

To crop, or exclude, part of a picture,
hold down the SHIFT key as you drag a
sizing handle.

 Hurry, this onewon't lastl
Owmer will carry the loan. :

'9 Change your mind? Want to change the text, colors, or shape of the

L@l WordArt object you've inserted? Click buttons on the WordArt toolbar to
edit the object. The WordArt toolbar appears when you insert a WordArt
object.
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Part 2 Create Letters, Mailings, and Other Business Communications

Add Borders to Pages

To make your flyers, forms, and other documents To see the different kinds of page borders you can
more visually interesting, add page borders. Word  use, click Borders and Shading (Format menu).

provides page borders that range from simple to On the Page Border tab, use one of the standard
highly ornate. Choose the art that best comple- line borders, or apply one of the fancy art borders
ments the content of your document. in the Art list.

A

K
Sl
S
% PSPPI
R & 53
E & 35
K & &
% & &
N & &
K & &
& &
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55 &
& &
= Ry ~ ;,;;A

A page border can be a simple line style or an elaborate design.
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Next

Steps

T

See

See more examples of how to use
graphics

Jazz up the appearance of your flyer

Mail the flyer to customers

“Get Your Point Across with
Graphics,” page 159

“Make Your Word Document Look
Great,” page 127

“Create a Mailing,” page 206

Create a Flyer

MS 113968
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A hen you have to write a report, you want to make the most
“efficient use of your time. You don’t want to worry about how to Key Features
format your report or how to incorporate information from other L@ AutoText

applications. Word can help with everything from creating a table of

. . . Headers and Footers
contents to inserting your logo on the title page.

Tables of Contents
Create a title page and include your company logo.

Executive Sales Summary
%.” Encore Musical Instruments Executive Sales Summary
|
E N ' k 1 Executive Summary
Encoce Musical Inslruments faces an important new chatange. Our privileged posiion as the

MUSICAT B e e

segment bn e kst
e e oo =h&mmwm M
ncore curren! o
705 North Carlion 1w echnciogy W it b e v rpen o o 1 Kot
spaskers. and relaled elactronic equy fechcing ous present dependance o
. acous
Chicag ’
Based on th Y, oW growth ambiious. We can xpect a dramalic
. increase in sales and prodks, as shown in the accompanying charts.
Contents -
i
Esscutive Summary Encore Musical Instruments Sales Highlights
Ovjectives :
Mission $3.500,000
2,000,000
Company
Company Qwnership 2500
CompanyMistory ______ | 200
Product Lines 1500000 E
Company Localion and Facilities | .
$1.000.000 =
Pogwet ____ | %
Proouct Deseripvon | el % g
Important Product Features and Comparisof 0 o4 ES b
Pracuct Literaturs L 1 o0 = I
Market Analysis Objecti i
Industry Analysis - . .
Kays to Success wmwmmhmm&mﬁimw
Market Forecast - 1 T ncreas cle 10 5185 nlon b 1997 s 82 mlln n 1999 reacing mcrs an $3 i
" mi 2001. k3
Business Stategy and implementation 2 Tndenn 0S5 Margina above 40% Ihioughout the Syear period. o
Marketing Strategy 3 211997 les in keyboards, spaakars, and music ebex 10 account for 56% of ou sales B
SaesPan | 4 Toincrease profits o more ian $50.000 1 1997 and $400,000 by 2001,
Strategic Afiances | ‘
Organi PROPRIETARY INFORMATION 1 I
Organizational Slructure i3
Management Team
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Create a Business Report

Write a Draft of Your Report

In Word, click the New button to start your report. If your report
contains several parts, you may want to start with part titles and then
list the major and secondary headings in each part. At this point,
don’t worry about formatting titles or any of the text.

The easiest way to add text, graphics, tables, or other information is
to copy and paste it. If the information is likely to change, you can
link the information to your report, even if the information is from
another application. Any time the original information changes,
your report will be updated automatically.

From a worksheet in Microsoft Excel,
copy the rows you want in your report.

2000 2001

$3,130,000

1998 1998

- X
sz’ Encore Musical | E

Financial Analysis
We plan to increase sales significantly, without losing controt of cash flow ar

fitability. This requires careful financial planning and management. The forecasl of
ncore Musical Instruments 5-Year Sales shown here points out the major financial

goals for the next 5 years, and the 1997 Sales by Product Line chart shows what our
nancal e ook o sy In your report in Word, click Paste

Special (Edit menu), and then select
Paste Link.

1987 1998 1998 2000 2001

Acoustic insruments 52,350,000 $3,000,000 3$3,000000 33130000 $3,200,000
Electrlc qultars $2,380,000 $2,600,000 $2,870,000 $3,150,000 $3,500.000
Keyboards $1,750,000 $2,000,000 $2,300,000 $2,650,000 $3,100,000
Speakers $1,000,000 $1,000,000 $1,000000 $1,000,000 $1.000,000
Electronics $1,380,000 $1,850,000 $1,990000 $2,370,000 $2,850,000

Total $2,460,000 $10,250,000 $11.150.000 $12,310,000 $13,650,000

Table 1

To add a numbered caption,
click Caption (Insert menu).

MS 113970
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Part 2 Create Letters, Mailings, and Other Business Communications

‘D Want a ready-made report that you just fill in? Use one of the Word
Ll report templates. Click New (File menu). On the Reports tab, double-click
a report template.

Want to turn data in a table into a chart? See “Add a Charttoa
Document or Presentation,” page 266. For more information on how to best
present your data, see “Customize the Look of a Chart,” page 276.

Want a faster way to add information from other applications? In
applications for Windows, Microsoft Excel for example, you can move or
copy data to your Word report by using the right mouse button to drag the
selection to where you want to add it. When you release the mouse button,
a menu shows the available options for moving and copying.

B

Want a Quick Start on Creating Your Report?

The quickest way to create, organize, and automatically apply
formatting to headings is to use outlining. Just click Outline
(View menu) and type the headings in your report. Word
applies a heading style to each heading that you type.

In outline view, you can see the structure of your document at
whatever level of detail you choose. You can change heading
levels with a click of the mouse, and you can move a whole
section—heading, subheadings, and associated text—just by
dragging the heading.

Outlining has other advantages: You can quickly create a table
of contents, and, if you have Microsoft PowerPoint, you can
create a slide presentation just by opening your report in
PowerPoint. For more information, see “Finish by Adding a
Table of Contents,” page 236, and “Transfer Information
Between PowerPoint and Other Applications,” page 327.

DY Want to know more? Look up Getting Results - Business Report in
a  Help. =

Office Assistant button

MS 113971
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Create a Business Report

Make Writing Easier

You can easily reuse material you’ve already written by turning it
into an AutoText entry. That way you don’t have to hunt down the
document containing the information you want to reuse. With
AutoText entries, you can quickly insert boilerplate text, graphics,
and other items you use frequently.

To create an AutoText entry, select the text or item you want to
reuse, such as your company name. Click AutoText (Insert menu),
and then click New.

After you create an AutoText entry, Word automatically displays a
ScreenTip for the entry whenever you type at least four characters in
the name. To ignore the tip, continue typing. To have Word
automatically insert the contents of the entry, press ENTER.

To make the best use of your AutoText entries, display the AutoText
toolbar by clicking AutoText (View menu, Toolbars submenu) and
then clicking AutoText. That way you can quickly add new entries,
edit existing entries, and insert entries directly from the toolbar.

AutoText toolbar

Word displays ScreenTips for AutoText entries that you create.  To accept the tip, just press ENTER.

[Encore Musical Instruments| ‘
Encd Encore Musical Instruments

MS 113972
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Part 2 Create Letters, Mailings, and Other Business Communications

Need an abstract of your report? To have Word create the first draft of
E an abstract, click AutoSummarize (Tools menu), and then select the type
and length of summary you want. Make sure you verify the accuracy of the
summary. If you use the AutoSummarize command to summarize another
person’s document, you may need the permission of the copyright owner.,

Word automatically checks your grammar Word marks possible
grammatical errors with a wavy underline as you work. To correct an error,
right-click the word, and then select from the list.

Get a bird’s-eye view of your document for easy editing Use the
Document Map to view and jump to major headings in your document. Click
Document Map (View menu), and then click a heading in the Document
Map pane to move to that heading in the document.

Want to know more? Look up Getting Results - Business Report in

Help. - i
Office Assistant button

MS 113973
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Create a Business Report

Make Formatting Easy

When you’re ready to format your report, you have several choices:

o Use the Style box to apply one of the built-in styles in Word. l Heading 1

o Use the AutoFormat command (Format menu) to have Word Style box
apply styles.

e Do your own formatting as described in this section.

To do your own formatting, select fonts, font sizes, and paragraph
formatting. From your custom formatting, Word creates a style that
you can reuse. After formatting a heading or paragraph, click the
Style box and you’ll find your new style in the list of Style
Previews. For more information about styles created automatically,
see “Reuse Your Custom Formatting,” page 144, and “Let Word Do
the Formatting for You,” page 142.

Style box showing Style Previews

hg

-bses on quality and reputation, it still is threatened by technology

t decline of traditional music, rising costs, and other difficult ma
4 maintain quality of product and reputation, without ever forgettin
“irsonnel, fixed costs, product costs, marketing expenses, and wa

Next Quarter . .
hown here refers ta the segment ofthe market relevant to Encor If you do speCIal formattmg to create a
:pf course the very high-quality professional music segment. The heading Sty|e (for example you make

ur mast impartant market segment, is expected {o grow at a ve

Greater growth rates are expected for keyboards, speakers, an the heading Times New Roman 10
| of which grow between 10% and 20% per year. point bold italic), you'll find that heading

style automatically added to the list of
al Market Forecast Style Previews shown in the Style box.

Heoding 6

Normal

Da

ault Paragraph Font

To reuse a style, select text, click the Style box, and then click the style you want to apply.
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Part 2 Create Letters, Mailings, and Other Business Communications

Add Headers and Footers

To use the same header and footer throughout your report, just click
Header and Footer (View menu), and then add the text.

> To use different headers or footers in different parts of your report:

1 Divide your report into sections. Position the insertion point
where you want a new header or footer to begin. Click Break
(Insert menu), and under Section breaks click Next page.

2 Break the “link” with the previous header or footer (because
Word makes all headers or footers the same as previous ones in
the report). Position the insertion point after the new section
break, click Header and Footer (View menu), and then make
sure the Same as Previous button is not pushed in. If you’re

P : [E5]
creating different headers and different footers, make sure you
break the link for both. Same as Previous button

3 Type the new text for the new header or footer.

PROPRIETARY INFORMATION To use this kind of page numbering,

click the Insert Page Number button
on the Header and Footer toolbar.

To use roman numerals, click Page Numbers (Insert menu).
Select a position and alignment, and then click Format to
select the numbering format.

9 Add headers and footers more easily Create AutoText entries for

LMl headers or footers you use frequently, or use one of the built-in AutoText
entries available from the Header and Footer toolbar. For information on
how to create an AutoText entry, see "Make Writing Easier,” page 231.

Want to use page numbers such as “1 of 25”? Use the built-in AutoText
entry. Click the Insert AutoText button on the Header and Footer toolbar,
and then click Page X of Y.

MS 113975
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Create a Business Report

Add a Title Page

At the beginning of the report, type the title page text. To put the
title on a separate page, click Break (Insert menu), and then under
Section breaks click Next page.

To create reverse text, setect the text, and then click
Borders and Shading (Format menu). On the
Shading tab, select Solid (100%) from the Style list. To
make the text white, select the text, and then click Font
(Format menu). In the Color list, select either Auto or
White.

Executive Sales Summary

ENCORE

MUSICAL INSTRUMENTS

705 North 50th Street
Chicago, IL 65010

To right align text, select the text, and then click the
Align Right button.

To insert a graphic, click Picture (Insert menu).

Q Don’t want headers or footers on the title page? Click Page Setup
Ml (File menu). On the Layout tab, select the Different First Page check box.

Then, when you create the headers and footers, leave the first page header
or footer area blank.

Want to vertically center the text and graphics on the title page?

Make sure your title page is in a separate section as described above. Click
Page Setup (File menu). On the Layout tab, click Center in the Vertical
alignment list.

Want to add a watermark to the title page? See “Add a Watermark,”
page 203.

MS 113976
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Part 2 Create Letters, Mailings, and Other Business Communications

Finish by Adding a Table of Contents

The easiest way to create a table of contents is through heading
styles, whether they’re built-in or ones that you create through
custom formatting.

Contents

rd

Exscutive Summary
Obfectivas
Mission

To create a table of contents, click where you
want to insert it. Click Index and Tables (Insert
menu), and then on the Table of Contents tab,
select the format you want.

Company
Company Ownership

Company History
Produc! Lines
GCompany Location and Facilities

1
1
1
a
3
3
a
a
Produet 4
Product Description 4
5
5
6
8
8
7
]

Important Product Features and C:
Product Literature

Markel Analysis

indusiry Analysis

Kays to Success

Business Strategy and

Marketing Strategy 9 N N

ses 1o Word automatically includes the page number

rategic Al ! .

saves 1 for each paragraph formatted as a Heading 1,

Orpasns o “ 2, or 3. If page breaks or headings change,
Team 4 .

e — B update your table of contents by selecting the

Foanci Arayse 12 table of contents and then pressing F9.

Financiat Plan 7

To use roman numerals in footers, see “Add
Headers and Footers,” earlier in this topic.

MS 113977
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Create a Business Report

"W Don’t have heading styles in your document? Click AutoFormat
(Format menu) to have Word format your document and create headings. :

Or select headings in your document, and then click in the Style box the Style box
name of the heading style you want.

 Heading 1

((‘g
4

Use different styles in your table of contents To customize your table of
contents, click Index and Tables (Insert menu). On the Table of Contents
tab, click Options. Then for each style you include, specify a TOC level.

Want to create a table of figures? Label each figure by selecting it and
clicking Caption (Insert menu). Word uses the caption to determine the
page number for each figure. Position the insertion point where you want
the table of figures to appear. Click Index and Tables (Insert menu). On
the Table of Figures tab, select the options you want.

Want to create a PowerPoint presentation from your report? If you
used a Word outline or built-in heading styles, all you have to do is click
Send To (File menu), and then click Microsoft PowerPoint. For more
information, see “Transfer Information Between PowerPoint and Other
Applications,” page 327.

Next Steps

T See

Decide how to distribute your report  “Distribute Documents Online,”

to your workgroup page 396

Create a chart from data in “Add a Chart to a Document or

Microsoft Excel or Graph Presentation,” page 266

Format a chart “Customize the Look of a Chart,”
page 276

MS 113974
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PART 3

Create Printed and Online
Business Forms

Contents

What’s the Best Way to Create a Form? 240
Create an Online or Printed Form in Word 241
Create a Form for Online Invoices 250

MS 113979
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s the Best Way to Create a Form?

ith the Office applications, you can create many different forms
and use them in widely varying ways. In Microsoft Access, a form
is an online document you can use to enter, edit, or view data. In
other Office applications, a form is a framework for a document you
use repeatedly, for example, an order form or expense report.

In your work, you may be creating your own forms already. If you
open an existing document, save it with a different file name, and
fill in information such as expenses or customer data, you are using
the document as a form.

Use the following table to decide which use of forms is closest to
the work you want to do.

If you want to Use this application See

Create a form that does not require Microsoft Word “Create an Online or Printed Form in
online calculation or entry into a Word,” page 241

database for print, network, or the Web

Create a form for entering and Microsoft Excel “Create a Form for Online Invoices,”
calculating worksheet data page 250

Create a form for entering, editing, and Microsoft Access “Create a Great-Looking Product Form,”
storing data, or for viewing data in a page 498

database

Create an e-mail form for entering Microsoft Outlook Microsoft Office 97 Resource Kit,
personal data or for storing data received Microsoft Press

electronically from your workgroup Building Microsoft Outlook 97

Applications, Microsoft Press

MS 113980
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2ate an Online or Printed Form in Word

our company doesn’t have to live with poorly designed forms, and

»u don’t have to type and retype information as the form is Key Features
processed. Instead, create your own online or printed form that ngg Forms

meets the company’s specific needs. Then, if those needs change,
you can quickly update or modify the form. And if it is online, users
can process the form by routing it electronically.

Tables

You can create the form so that it automatically verifies and updates
entries, offers custom Help instructions to users, and allows users to
enter information only in the parts of the form that you designate.

Author creates an online form.

MS 113981
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Part 3 Create Printed and Online Business Forms

Build the Form

Design the form You might find it helpful to sketch a layout of the
form or to use an existing form as a guide. Decide whether you want
an online form or a printed form. Online forms give you more
flexibility in getting information from users.

Build the form by using tables Click the New button. Then click
Forms and Tables and Borders (View menu, Toolbars submenu).

Many of the commands you’ll need are on these toolbars. New button

Click the Insert Table button on the Forms toolbar to insert the
same number of rows and columns as in your sketch. If you need
several tables with different numbers of columns and rows, separate
individual tables with blank paragraphs. Click the Show/Hide Y|
button to display paragraph marks and cell boundaries. Then add
text to cells in the table.

Insert Table button

Show/Hide { button

Blank paragraph separating tables

To add shading to a row, select
the row and then click here.

To add a border to a row, select the row and then click here.

»
-

Do others need to use the form online? Save the form as a template by
clicking Save As (File menu). In the Save as type box, click Document
Template.

]
(r’

Create custom forms for e-mail messages or contacts You can use
Microsoft Qutlook to create custom online forms. For more information, see
“Use Qutlook to Share Folders,” page 433.

MS 113982
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Create an Online or Printed Form in Word

Guidelines for Working with Tables in a Form
Move from one cell to another Press TAB or use the arrow keys. If
you press ENTER, you add a new line to a cell.

Insert rows quickly Select the number of rows you want to add, and
then click the Insert Rows button on the Forms toolbar. Word
inserts that number of blank rows. Note that you won’t see the
Insert Rows button until you’ve inserted a table.

Insert Rows button

Break up a table Select the row above which you want to break the
table, and then click Split Table (Table menu).

Merge or split cells Select the cells you want to change and then
click Merge Cells or Split Cells (Table menu). Or, you can use the
Eraser buiton or Draw Table button to modify the table. For more
information, see “Have a Complicated Form?” later in this topic.

Combine two tables separated by a paragraph mark Select the
paragraph mark and press DELETE.

Make the form visually easy to follow Add shading and borders to
key elements. Select the item you want to emphasize, click the
Tables and Borders button, and then select the options you want.

Have a Complicated Form?

If your form has differing numbers of columns per row, or
cells of differing heights, you can use the Draw Table button

on the Tables and Borders toolbar to draw individual rows Draw Table button

and columns. Use the Eraser button to erase mistakes. For i
: : 1 s 'f
more information, see “Create a Flyer,” page 222. —
Tables and Borders button
Use the Draw Table button when you need custom rows or columns. 73
] ) F] Pt
Eraser button

MS 113983
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Part 3 Create Printed and Online Business Forms

Add Text Fields, Drop-Down Lists, and Check Boxes

After you lay out the basic structure of the form and enter the text
that will appear in the table cells, add text fields (in which users type
information), check boxes, and drop-down lists. You can insert any
of these elements, collectively called form fields, by clicking the
button you want on the Forms toolbar.

To control settings (such as how many characters can be entered in a
text field or what will appear in a drop-down list), click the field and
then click the Form Field Options button on the Forms toolbar.

Form Field Options button

Text field
— Drop-down list Check box

{hFirst-Clagon

Use the Forms toolbar to quickly add
text fields, check boxes, and
drop-down lists.

Descriptiont

Unit-Pric Totalt
-

005-San Francisco
" . 006é-London
After you add a field, click the 007-Paris

Form Field Options button to
specify field settings.

MS 113984
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[ -
-

Create an Online or Printed Form in Word

Creating a printed form? Use check boxes to list choices. For text fields,
make sure you allow enough space for users to fill in the information.

Check spelling in your form Click the Spelling and Grammar button. If
this button is not available, click the Protect Form button on the Forms
toolbar, and then check the spelling.

Want to test the drop-down lists or other fields? Click the Protect
Form button on the Forms toolbar, and then test the fields. To go back to
writing or editing the form, click the Protect Form button again.

Does your calculation not work? To do a calculation, you must use a
text field and an on-exit macro. For more information, look up Getting
Results - Online Form in Help. If your form has a lot of calculations, you
may want to create it in Microsoft Excel. For more information on creating
an online Microsoft Excel form, see “Create a Form for Online Invoices,”
page 250.

Need Option Buttons or Command Buttons?

If you need more flexibility in designing your online form, use
the Control Toolbox toolbar. Click Control Toolbox (View
menu, Toolbars submenu to add controls, such as spin boxes,
scroll bars, command buttons, option buttons, and toggle
buttons. Controls are inserted as floating objects, so you can
position them anywhere you want on the online form.

You can set control properties, and you can review and edit
the code for each of the controls. For more information, see
Getting Results - Online Form in Help.

Buttons on the Control Toolbox toolbar give you maximum flexibility in
creating and organizing online forms.

MS 113985
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Part 3 Create Printed and Online Business Forms

In Case Your Users Need Help

You can make it easier for your users to fill in the form by adding
Help text to each field. You can have Help appear either in the status
bar when the user clicks a field, or in a pop-up window when the
user presses Fl.

To include Help text for a field, click the field, click the Form Field
Options button on the Forms toolbar, and then click the Add Help

Text button. Decide where you want Help to appear, click either the
Status Bar or Help Key (F1) tab, and then type the Help text.

When the user selects & field
and presses F1 ...

... Word displays the Help text
that you wrote.

=

‘Q Additional instructions for online users Make sure you tell users that
LMl when they use the form online they can name and save it just as they would
any other Word document.

Want to test Help? First protect your document by clicking the Protect
Form button on the Forms toolbar. Then click a field and either press F1 or
check the status bar to make sure Help appears. When you want to go back
to writing or editing the form, click the Protect Form button again to
unprotect the form.

MS 113986
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—nm

Automate Your Form
You can use macros to check information that users type in
your form.

For example, if your form includes a field for marital status,
you could insert two check box form fields: “Married” and
“Single.” Then, for the “Married” field, you could assign an
on-exit macro to see if the box is selected. If it is, the macro
could activate a “Name of Spouse” field.

After you create a macro for your form, double-click the field
you want to assign it to. In the Form Field Options dialog
box, select the macro from the list in the Run macro on box,
and then select any other options you want.

For more information on macros, see the Microsoft Office 97
Programmer’s Guide (available wherever computer books are
sold and directly from Microsoft Press), or look up Getting
Results - Online Form in Help.

Create an Online or Printed Form in Word

MS 113987
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Part 3 Create Printed and Online Business Forms

Protect the Form from Changes

After you’ve tested the fields in your form and made sure that Help
works, there’s one more thing you need to do before you distribute
the form to users. You should protect the form. Protection allows

users to fill in the form, but prevents them from changing the form’s

layout and standard elements.

Protect the whole form Click the Protect Form button on the
Forms toolbar.

Protect sections in a form If you divided the form into sections and
don’t want to protect them all, click Protect Document (Tools
menu), click the Sections button, and then click the sections you
want to protect. (You divide a document into sections by clicking
Break (Insert menu), and then clicking the type of section break
you want.)

Protect the form with a password You can add a password so that
only users who know it can remove the protection and change the
form. Click Protect Document (Tools menu).

e | .Date:Shippedn. | Shipped:Viag
e L3 Ay

[1 First-Classn 4
1
= Gluantitys Descriptionn Unit-Priced Totalx &
n -
e b %
o - .
] s S
X i
2 oy e
<] g

=

Important Make sure you use a password you will remember because, if
you forget it, you will not be able to make changes.

Want to know more? Look up Getting Results - Online Form in Help.
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Create an Online or Printed Form in Word

Next Steps

Create Forms for Web Pages

If you want to get information from people who
visit your Web page, add a form to collect it. For
example, your form can be a questionnaire for
adding people to a membership or mailing list; a
request for feedback on your products; an order
form showing pictures of items that can be
ordered; or a subscription form for an online
newsletter.

You start by using an HTML forms template.
Click New (File menu), and then double-click the
Web Page wizard on the Web Pages tab. In the
dialog box that appears, select the style and
content options you want for the HTML form.

To add controls to your form, use the Control
Toolbox toolbar. To display this toolbar, click
Control Toolbox (View menu, Toolbars
submenu). Clicking a button on the toolbar inserts
the control where the insertion point is positioned.
You can add check boxes, option buttons, text

entry boxes for user input, list boxes, drop-down
list boxes, a Submit button (to send information
back to the server), and a Reset button (to clear
any information entered in the form). You can also
add a password to your form, and you can use
hyperlinks to jump from the form to other Web

pages.

For more information on how to create forms for
Web pages, see Getting Results - Online Form
in Help. For more information on creating a Web
page, see “Create a Web Page with Word,”

page 458, “Publish Microsoft Excel Tables and
Charts on the Web,” page 448, and “Create a Web
Presentation with PowerPoint,” page 452.

important Before creating a form for your Web page,
make sure that your host supports the collecting of
information through forms. You will need to obtain
permission and specific instructions from your service
provider or web administrator to use a script to collect
data.

T See

Send the completed form to others
for approval or review

Send or route a document through

e-mail by using Microsoft Outlook page 433
Send or route a document through
e-mail page 396

Format the form

“Have Your Team Review a Word
Document,” page 406

“Use Outlook to Share Folders,”

“Distribute Documents Online,”

“Make Your Word Document Look
Great,” page 127

MS 113989
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ate a Form for Online Invoices

ta from Microsoft Excel Workbooks to the Database of Your Choice

When you have data that you routinely enter into forms in Microsoft

Excel, you can collect the data and store it in a database automa- Key Features
tically, without retyping. Use the Template Wizard with Data Template Wizard

Tracking to transform a workbook into an online template or form
and to create a link from your workbook to a designated database.
Each time the form is filled out and saved as a separate workbook,
its data can be automatically entered into the database, in which you
can create reports as well as filter and summarize the compiled data.

with Data Tracking

6/4/97 § Dodsworth  ; Around The Horn 120 Hanover Sg. F
Start with B/4/97 | Davolio Bergstad's Scandinavian Grocery| 41 S. Marlon St., Suite 2
you'll use 25940 6/4/97 | Suyama | Blondel pere et fils 24, place Kleber
25941 6/5/97 | King Oceano Atlantico Ltda Ing. Gustave Moncada
5942 6/6/97 | Peacock Wolski Zajazd ul. Filtrowa 68

»:

INVOICE — 15943 6/6/97 | Suyama Merry Grape Wine Merchants | 304 King Edward Pl.
= = ) 5944 6/6/97 | Fuller Foodmongers, Inc. 418 - 6th Ave,
= 5945 8/7/97 | Suyama | Silver Screen Food Gems | 12 Meikeljohn Ln.
_‘——::1 = 5946 6/8/97.] Fuller ValuMax Food Stores 986 Chang 2>
NORTHWIRD. w— Bolido Comidas Preparados | C/ Araquil, Paid lavoices
g — = Jibles, Etc. 1522 Colle
Star Health Foods | 45N, Te ey O

frquibaldo

HII

... collect data from completed forms in a database ... ... then generate reports and
PivotTables from the database.

Important You must have the Template Wizard with Data Tracking
installed to complete the tasks in this topic. To link templates to databases,
you must have Data Access Objects (DAO) and the appropriate open
database connectivity (ODBC) driver installed. If you need to install the
Template Wizard, DAO, or an ODBC driver, rerun Setup. To load the
Template Wizard or another add-in, click Add-Ins (Tools menu).
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Create a Form for Online Invoices

Turn Your Form into a Data-Tracking Template

Open the workbook that contains the form you want to base your

template on. If you have not created the form yet, do so before using

the Template Wizard. You can get a head start by using one of the

workbook templates provided. For example, the form shown in this

topic was created with the Invoice template. For more information,
see “The Template You Need May Already Exist,” page 257.

When your form is ready, click Template Wizard (Data menu), and
then follow the instructions in the wizard. In step 1, give the
template a name. In step 2, specify the name and location of the
database you want to create a link to. If the database doesn’t exist
yet, the wizard creates it in the file type and location you specify.

L Delete data

you don't want
included in the
standard form.

nvoic Ho. sco0 An existing workbook
{ one portals way, Twin Ports, wia 96158 can be the basis ...
| Phone: 1-206-585-1417  Fax 1-206-555.5938
INVOICE =
Cu - .
Meme Bergstad's Scandinavian Grocery, H iDatc 6287
Address 41 S. Marlon St Sulte 2 . . || Order No. 12343
Ciy Seatte State WA I 98104 ' iRep Davolio
Phone  (208) 555-3453 } (FoB
... 90 Deseription Unit Price TOTAL
10 iFishRoe $31.00 b0 $HO00

74y Phone: 1-206-655-1417

Invoice Ho.

One Portals Way, Twin Poirts, WA 98158

Fax: 1-206-555-5338

— INVOICE -
Customer e <
{ Neme
| Address
i Cty State P
! Phane
Oty Description Unit Price

.. for the form you create
with the Template Wizard.
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Part 3 Create Printed and Online Business Forms

"W Which database file types can you link to? The Template Wizard can
?‘ link forms to databases in Microsoft Excel, Microsoft Access, Microsoft
FoxPros, Paradox, dBASE, and SQL Server. When necessary, new
databases can be created in these applications, except SQL Server and
Paradox.

Make the form attractive and easy to read Use formatting to emphasize
important information and make the form easy to fill out. For example, you
can add borders, pictures, or shading; change the font, style, and size of
text; and format the numbers. For more information, see “Make Your
Microsoft Excel Worksheet Look Great,” page 148.

Prevent Unwanted Changes to the Form

If co-workers will be adding data to the form, you can protect
cells containing information that should not be changed,
leaving only specific cells available for editing.

First select the cells you want available to your co-workers for
editing. Click Cells (Format menu). On the Protection tab,
clear the Locked check box. Then protect the rest of the cells
by clicking Protect Sheet (Tools menu, Protection submenu).
For additional security, you can also assign a password in the
Protect Sheet dialog box. ‘

2

Want to know more? Look up Getting Results - Invoices in Help.
Office Assistant button

MS 113992
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Create a Form for Online Invoices

Link Template Cells to Database Fields

In step 3 of the Temiplate Wizard, specify which worksheet cells

map to particular database fields.

You specify the cells in the form that link to database fields.

Invoice No.
One Portals Way, Twin Points, WA 98158
Phone: 1-206-555-1417 Fax: 1-206-555-5938
INVOICE —
Dete E
it s e | | OFEEE NOL A
T N [ Rep The worksheet labels and
o o ;| FOB . database field names need
\ / - . »
\Bescripﬁli{/ Unit Price | TOTAL ot be identical.
Invoice  Invoice les : CityRegion/Postal
Humber Date | ......Customer Hame ___—" —Address -Code
25938 ¢ 612197 : Dods™Worth: Around The 1120 Hanover Sq. Londom 4] 1DP
25939 82197 Davolio \g % Scandinavian Grocery 41 S, Marlon St, Sute 2 Seattie WA 98184 _
25940 __BI2197  Suyama el pere et fils 124 place Kleber Strasbourg 67000 N\ |
25941 _B#387 King no Atlantico Lida Jng. Gustavo Moncsda | f:f,i@uenos Aires 1010
25942 6/4/37 Peacock ﬁWolski Zsjazd ‘ul. Filtrowa 68 iwarszawa 01-012
25943 6/4/97 Suyema | ‘Merry Grape Wine Merchants 304 King Edwvard Pl iEast Vancouver BC
25944 6/4/97 Fuller _\ Foodmongers, Inc. 418 - Bth Ave, ‘Wella Walla WA 939362
25945 B/5/97 Suyama \Siver ScreenFood Gems 112 Meikefiohnln. clena MT 99601
25848 ¢ 6897 Fuller luMax Food Stores 1986 Chandler Dr, _.Austin TX 78759
-------- 25847 647497 Csllahan B&rquomidas_Ereparados iCt Araquil, 67 ‘Madrid 28023
25948 6M1/37 Suyama Fred's‘Eﬂh}gs, Etc. 11522 College Blvd. {Bellingham WA-S6226
25948 611097 Leveriing _Morning Star HEafk] o 45N, Terminal Way  (HelepaMT59601
25950 | _GA1S7 Fuler Femiia Arquibslde T — >80 Paolo SP 05442-030
25951 . BM2/97 Suvema  KoniglichEssen ‘Maubelstr.90  Brandenburg 14776
25938 5/13/97 Dodsworth Around The Horn 120 Hangver Sq. iLondon WA1 1DP
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Part 3 Create Printed and Online Business Forms

“

$:

Add a routing slip for distributing the form If you want to route the form
electronically, you have the option of adding a routing slip in step 5 of the
Template Wizard. Other ways you can distribute the form include sending it
through electronic mail and posting it on the network. For more information,
see “Distribute Documents Online,” page 396.

Need to make changes to your template? To modify a template you've
created, open the template workbook. Click Open (File menu), select
Templates in the Files of type list, and then select the template you want
to open. Click Template Wizard (Data menu) to modify the template. You
can change the template’s name, the database location, cell-to-database
field linking, and the routing slip. However, you cannot add fields to a
database you've already created.

Link Data from Other Workbooks to the Database

If you have other workbooks whose data corresponds to the
workbook you are basing your template on, you can link them
all to one database. The data must be arranged in the same
way as the workbook the template is based on. Specify the
duplicate workbooks in step 4 of the Template Wizard.

This option is useful when you have already copied an
existing workbook (in effect used it as a template), changed
the data, and saved each copy with a new file name. Using the
Template Wizard enables you to compile the data from all the
workbooks into the same database.

Want to know more? Look up Getting Results - Invoices in Help.
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Create a Form for Online Invoices

Help Others Use the Form to Add Database Records

Now that the template is created and ready to use, others can fill out
the form, save each completed form as a workbook, and then send
the data to the database. To fill out the form, click New (File menu),
click the tab containing the template, and then double-click the
template name.

The next step is to add data to the template fields and then save the
workbook. When you save a workbook created using the Template
Wizard, a dialog box automatically appears, asking how you want to
proceed. You can specify whether to create a new record in the
database or continue without updating the database. If the workbook
has been saved previously, you can specify whether to update the
existing record, create a new record, or continue without updating.

Find and calculate the data you need Use the Microsoft Excel lookup
functions and advanced filtering to pull together quickly the information you
need. For more information, see “Prepare a Customer Quote,” page 539.

Need to delete a record from the database? After you have senta
record to the database, you can delete it anytime you are working in the
database. However, you cannot delete records while using the Template
Wizard.

Was an update interrupted? If sending or updating a record in the
database is interrupted, there is no change to the information in the
database. This prevents entry of incomplete records. Try again later to send
or update the record.

JE— hyolce e Dl | Sdids Rep - 1 Gustom
25938 6/4/97 | Dodsworth Amund The Hom 120 Hanover Sq.
[TNLV/a a) - 25939 6/4/97 | Davolio B ds S ian Grocery} 41 8. Marlon St,, Suite 4
= — — 25940 6/4/97 | Suyama Blondel pere ot fils 24, place Kleber
— 25941 6/5/97 | King Oceano Atlantico Lida Ing. Gustavo Moncada
— .
— (509} 5557683 INVOICE — 25942 6/6/97 | Peacock Wolski Zajazd ul. Filtrowa 68 :
r G 2594 6/6/97 | Suyama Merry Grape Wine Merchants | 304 King Edward PI.
— —
7 | Ute Sodtum Sey Sawce — Seaule WA %b?"“ ' l 25944 - B/6/97 | Fuller Foodmangers, Inc. 418 - 6th Ave.
\= (208 555-3453 25045 67197 | Swyama Sitver Screen Food Gems 12 Meikeljohn Ln,
25946 6/8/97 | Fuller ValuMax Food Stores 986 Chandler Dr.
— — X )
10 | Fish Roe 100 | $310.00 25947 6/9/97 | Callahan Bolido Comidas Preparados | G/ Araquil, 67
25948 6/10/97 | Suyama Fred's Edibles, Etc. 1522 Coliege Blvd.
9= 25949 6/10/97 | Leverling Morning Star Health Foods 45 N, Terminal Way
= LSO V. Groor | Fler ... .FamiaArquibaldo | . JPualros® ...
=) —C ==
— | f= — Open the template and fill out the form to enter
R ———— = data in the database.
————u
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Part 3 Create Printed and Online Business Forms

Create Reports from the Database

Summarize and analyze the data entered from forms into your
database by creating reports and PivotTables. For example, you
might want to see only the invoices that have been paid, or look at
the invoice data by product, by salesperson, or by country.

Paig Invoices
08-4un-97
Queote 1D: Quote Date: _ Sales Rep:  Cwstomer Name: Product:
25938 6497 Dodsworth  Around The Hom White Chocolat
2593 a7 Daviolo  Bergatod's Scandinavian Grocery  Fish Roe
25040 97 Suyama  Blondel pere et fils Dharamsala Tea USG the database to create reponS
25941 6597 King Oceano Adantico Lida Alice Springs Lamb . o
25944 /697 Fuller Foodmongers, Inc. Lite Sodium Soy Sauce
25946 97 Fuller ValuMas, Food Stores Rossle Sauerkrut and PivotTables summarizing the
25947 9057 Callshan  Bolido Conidas Preparados Marscapaoe Fabioli d Lo
ata in different ways.
Count of Product Country
Sales Rep Canada UK usa Grand Total
Buchanan [ 9 k) 78
Callahan 0 39 78 17
Davolio o a9 156 195
Dodswarth 0 [ 78 78
Fuller [ [} 23 PLe]
g ° o » »
Levesting ) 39 156 195
Peacock ] '] 0 3
Suyama 3 78 156 om
Grand Tetal 39 27 975 1287

‘9 Learn more about creating reports and working in databases To find

Ml out what kinds of reports you can create, see the documentation for your
database application. For examples of reports created in Microsoft Excel,
see “Create a Detailed Sales Repont,” page 556, and “Create a Sales
Summary,” page 563. For an example of creating a report in Microsoft
Access, see “Create a Price List,” page 532.

What's a PivotTable? In Microsoft Excel, a PivotTable is an interactive
worksheet table that quickly summarizes large amounts of data using the
format and calculation methods you choose. For more information, see
“Create a Sales Summary,” page 563.
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Create a Form for Online Invoices

Next

Microsoft Excel provides a set of flexible,
attractive, and easy-to-use templates that you can
use to quickly create the workbooks you need.

The built-in templates are designed with small
businesses in mind, and they are easily
customizable for a variety of purposes.

The following templates have already been
created with the Template Wizard. They are linked
to companion databases located in the Library
folder within the Microsoft Excel folder.

¢ Invoice
e Purchase Order

¢ Expense Statement

The Template You Need May Already Exist

Use these templates as they are, or run the
Template Wizard to adapt them as needed, for
example, to link to different fields.

To use built-in templates, you may need to install
them first by running Setup. To work with a
template, click New (File menu), click the
Spreadsheet Solutions tab, and then select the
template you want.

For more information on working with templates

~ in Office, see “About Creating and Opening

Documents and Databases,” page 48.

Steps

T See

Find out about different types of
forms you can create with Office
applications

Learn more about alternative ways
to store data

“What’s the Best Way to Create a
Form?” page 240

“Where Should You Store Your
Contact Information?” page 346

MS 113997
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PART 4

Show Data in Charts and Maps

Contents
Create a Chart from Worksheet Data 260 %

AT SRR

Add a Chart to a Document or Presentation 266 4
Create a Chart from a Database 272 ~ el s 4
Customize the Look of a Chart 276 N
Display Data on a Map 287

AT
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sate a Chart from Worksheet Data

icrosoft Excel Data Graphically

You can do more with Microsoft Excel data than simply arrange it in

rows and columns. You can display it graphically in a chart. Show Key Features

the values as lines, bars, columns, pie slices, and other data markers, 3 Chart Wizard
and even combine different markers in the same chart. Chart Types
When the chart itself is all you need, create a separate chart sheet. Custom Charts

When it’s best to display the chart along with the associated data,
you can either create a chart directly on the worksheet or add a table
to a chart sheet containing the pertinent data. In any case, the values
in the chart are updated whenever the source worksheet data
changes.

A 2-D column chart

Encore Musical Instruments
[ 2.1 Division Revenus (in thousands)

[l P.rdié'c"tédu_;

Electronics
Studio Equipment | $202.2

3446400 -
| .$499000

Encore Musical iInstruments

$600,000 :
__ 3500000 O Electronics||-
£ 5400000
2 B Acoustics
2 z
5 et ¥
é 2000 Projected Revenues

%] Pro Stuio Clectonice

34% 8%

Encare Musical Instruments
Revenue by Division

Acoustics
0%

$500,000

400,000

| .
o Electronics

A 3-D column chart

MS 113999
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Create a Chart from Worksheet Data

Create the Chart

Begin by selecting the range of worksheet data you want to include @
in the chart. Then click the Chart Wizard button. Follow the -

instructions in the wizard to specify the chart type and options you ~ Chart Wizard bution
want. The wizard offers you the option of creating a chart on the

worksheet, or creating a separate chart sheet in the workbook. If you

create a chart on the worksheet, you can reposition and resize it.

~ For this chart, data series come ... and categories come
from the worksheet rows ... from the columns.
Encorg Musical Instruments 7
Div.isivtl_ Revenue (inthousands),_____ .\ =~ i
ol 1992 1996 20007 *Projected |
| Electronics  $233700 $359200 $523F00° ¢
.. ) Acoustics | §279700 $350800 $446400 ) ¢
...\ Pro Studio Equipment $202200 $344600 $493000 = |
. Fach set of markers is a data series.
$400,000 , :
O Electtonics | | e o A
$300,000
D ] W Acoustics || .. .. e
D Bt ———————— Data series are listed in the legend.
o] $100,000 4 Pro Studio i i
Equipment
5o . quipme
1992 1996
(A e e
Values are displayed on J L Categories are displayed on the x axis.
the y axis.

"W How do you indicate whether rows or columns are the data series?

? Specify this in step 2 of the Chart Wizard when you create the chart.
Microsoft Excel proposes data series in rows or columns based on the
dimensions of the range you selected. Check the sample to see if the
setting is right, and try it the other way if necessary.

Want to alter a chart? In a chart placed on a worksheet, simply click the
item you want to change. To activate a chart sheet, click its tab at the
bottom of the workbook. The Chart menu and toolbar appear.

MS 114000
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Part4 Show Data in Charts and Maps

Add Data to the Chart

Data seems to be constantly changing, so sometimes you need to
revise a chart you’ve already created. For example, you might need
to add data points to a revenue chart to show a year of projected
sales.

For a chart placed on a worksheet, just click the chart to display
color coded ranges—indicators that outline the data on the
worksheet used by the chart. Then drag the drag handles to adjust
the range. If you’re working with a chart sheet, use the Copy and
Paste commands (Edit menu) to add the data.

Drag the drag handie to select the
data you want to add ...

Division Revenue (in thousands) | i o
| 1992 {1998 2000 /" Praje

" [Elctomies 5223700 | $359.000 | 86030 §
Acoustics $279,700 - §350,800 | $448,400 . :
Pro Studio Equipment] $202.200 " $344 500 *439.-@00. _ Division Revenue (in thousands]

‘ 1997 1986 J000"__|* Projected:
x .. { Electronics $233,700 : $359,200 ; § ;
$400,000 Acousties 19279700 | $350.800 ; $448. 400}
' O Electronics [ Pro Studio Equipment] $202.200 : $344 600 ] L
$300,000 ST S N | . o
S ! $200000 | B Acoustics IR - B < —
$100,000 Pro Studio $600,000 —
Equipment $500,000 0O Electrorics |t oo oo ol
%0 - | $400000 -
1992 1996
" -

|, $300000 - m Acoustics Iy

"¢ 200000 - )
$100,000 ;ﬁtntgf -
: : S0 A :

..and the new data immediately | resr a6 2000
appears in the chart. —HE .

'9 Make a mistake? If you add data incorrectly, you can remove it by using
L4l the Undo button. You can undo up to 16 previous actions.

Need to remove data from the chart? To delete a data series, youcan ~ rdobution
drag the drag handles, or select the series on the chart and then press
DELETE. To delete one data point, just delete the value on the worksheet.

9 Want to know more? Look up Getting Results - Worksheet Charts in :
Help. )
Office Assistant button

MS 114001
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Find the Best Chart Type for Your Data

There are 14 chart types to choose from, and each has a number of
possible variations; experiment to find the one that presents your

data most effectively. Sometimes combining chart types, such as

columns and lines, can help provide

Change the chart type by clicking Chart Type (Chart menu) and
then selecting the type you want. If you need to display the Chart
toolbar, click Toolbars (View menu). To change the chart type for

clarity and emphasis.

one data series, select the series before clicking the Chart Type

command.

Electronics Division Revenues

$1,200.000

$1,000.000

$800,000

$600,000

(in thousands)

$400.00

$200,000

$-

Electronics Total
ONorth America
& Europe

1997

$300,000
$200,000
$100,000

Revenues by Division

Pro Studic Equipment

Acouslics

Elactronics

1998 Division Revenues

Pro Studio
Equipment
3%

Etectronics
4%

parts to the whole.

Create a Chart from Worksheet Data

A 2-D area chart emphasizes the
amount of change over time.

A 3-D column chart allows
comparison of values within data
series and by category.

A 3-D pie chart displays one data
series, showing the relationship of

MS 114002
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Part 4 - Show Data in Charts and Maps

EM# Does the chart show different kinds of data? In addition to varying the
?' chart types, you can display a secondary value axis and associate some of
the data series with that value axis. For example, show price along one
value axis and volume along the other. To do so, click the data series you
want to plot on the secondary axis and then click Selected Data Series
(Format menu). On the Axis tab, click Secondary axis.

What if the data has no categories? Use the xy (scatter) chart, which
displays values along both the x and y axes. For more information, see
“Display Scientific Data in a Chart,” page 595.

M

Change the Look of a Chart Automatically

Want a “new” chart in a hurry? Change the way your chart
looks all at once, without changing individual items, by
applying a custom chart type. Similar to a template or style, a
custom chart type changes the look but does not affect the
chart’s data.

For example, you can apply a custom chart type to quickly get
a chart combining column and line data markers, a scatter
chart with logarithmic gridlines, or a line chart with curve
smoothing.

To apply a custom chart type, activate the chart and then click
Chart Type (Chart menu). On the Custom Types tab, select
a chart type.

Create a custom look for a chart and reuse it later You can
save your own custom chart formatting to apply to other
charts. Activate the chart, and then click Chart Type (Chart
menu). On the Custom Types tab, click User-defined, and
then click Add. Type the name and description for your
custom chart type.

Want to know more? Look up Getting Results - Worksheet Charts in
Ml Help.

Office Assistant button

MS 114003
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Create a Chart from Worksheet Data

Is Your Data More Complex?

Your chart can show more than one level of Create a chart from a PivotTable Some of your
categories. For example, you might need to show worksheet data may be in the form of a PivotTable
divisions within regions for your company. Or you (@n interactive worksheet table that summarizes

might be creating a chart from a filtered list or large amounts of data). You can use a PivotTable

from data with subtotals. Like other charts, the as the source data for a chart. For more

chart is updated when the source data changes. information on PivotTables, see “Create a Sales
Summary,” page 563.

This subtotaled worksheet contains

Summary of Totals by Region the source data for the inserted chart.

Europe SRV W_
Total :

North
America P
Totel Revenue (
56% : omen ah
|Electronics Total P1MBs00
ro Studia Tetal 1,045,800;

Grand Total . 328200

Summary of Totals by Division :
Pro Studio Acoustics SN S

Tetal Total R
32% 33% Cd

When a different set of subtotals is
displayed in the same worksheet,
the chart changes accordingly.

Electronics
Total
35%

MS 114004
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a Chart to a Document or Presentation

Pon’t let too many numbers make your document or presentation
ull: Show data in chart form. Charts add visual interest and useful Kgy Features
information, showing patterns or trends that a list of numbers alone [f@ Linked Charts

can’t show. Microsoft Graph
You can'create a chart.m Ml(.:I‘OSOft‘ Excel and k‘eep it up.-to—date Linked Charts
automatically by creating a link to it. For more information, see RS

“Create a Chart from Worksheet Data,” page 260. In addition to Microsoft Graph

Microsoft Excel, Microsoft Graph offers an alternative way to create
charts. However you create your chart, you can modify it while
working in your document or presentation.

MS 114005
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Add a Chart to a Document or Presentation

Add a Chart That Stays Up-To-Date

To make sure that a Microsoft Excel chart you insert into a
document or presentation displays the most recent data, create a link
to the source chart in the Microsoft Excel workbook. The chart you
see is actually a representation of the chart that exists in the
workbook. That chart is updated whenever its source data changes,
and the linked representation in your file is updated accordingly.
You can create links to files located on your computer, on a
network, on your company’s intranet, or on the Internet.

Open the Microsoft Excel workbook containing the chart ...

... select the chart, and then
click Copy (Edit menu).

T 7t G
4Toal a0 2000 230 30, 150 50, 100
: 5% W% 23% 2% 5% 5%

w
Men's Skate Sales by Model T

1.

If you are working in Microsoft
Word, switch to the document ...

Units

(thousands)

Size 8 Size 9 Size10  Size11  Size
Skate size

The grester Portland-aze thas -been-chosen: as-1 test-muaket for our newestmodel o f Ultra-Whaels-skates, the -
Ultes-Glide.-As-youknow, Postlind: ind-susrounding: ie a3 aze-homa-to-the-gee atest-number of skating:
enthusiasts-in-the weste m-United States. Y ouemaghet-adso-has 2 -high: swareness-of sthletic- shoes, so-we're-
locking to-get-sone-a uly prefetence -dats for style, -color, ind-so-focth: scrossline valesq

We zecormend, for-spring styles, that- you-order according to the -quantities ‘snd-sizes shownrin the -chact
then C"Ck Where you want the Chaft below. Sizing should-default-to-local trends-1s-youknow them.|

inserted. Click Paste Special (Edit menu), Men'sSkate-Sales by Model§
and then click Paste Link. 1

We've factored:in-fo recasted-sales for-the Ultrs- Glide.- Fluom scent cologs will-continue to-be strong in1 997, -
with bright pastals-(ind-puple) -coming in- ¢ closa second. We thinle yow'll be-susprised-and-plessed with Ultza-
Glide:sales. The Ultra-Glide is-designed-for-the: more ational skater -who-demands the-conveniance and-styling -
of a-three-buckle skate -¢t-an sffordable price.-We've ltunched- enstional 1d ve dising ¢ tmp tign- ind-plan:

sessonal promotions-through the s st-of. 1997 snd-inta-1398. - A-moze detailed-description-of p romotions-and:
skates-is-enclosed. Please -call-if - you have- iny-questions-oz suggestions.|

Important To ensure that a chart in a presentation is up-to-date, you must

have access to the workbook containing the chart. The surest way to

maintain the link to the source workbaok is to save the Microsoft Excel

workbook and the document or presentation file in the same folder, such as

a project folder. For more information, see “Create Links to Automatically MS 114006
Update Information,” page 174.
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Part 4 Show Data in Charts and Maps

“9 Modify a link You can reassign the link to a different chart, specify manual
LMl or automatic updating, or lock the link to prevent changes. To modify a link,
click Links (Edit menu).

Display a slide you want to add a chartto f you are adding a chartto a
slide in Microsoft PowerPoint, after copying the chart in Microsoft Excel,
switch to PowerPoint and then display the slide you want to add the chart
to. Click Paste Special (Edit menu), and then click Paste Link.

What if your data is in a table in Microsoft Word? You don't have to
copy the data into Microsoft Excel. Instead, use Microsoft Graph to create
the chart. For more information, see “Create Charts with Microsoft Graph,”
page 271.

m

Insert a Chart if Updating Isn’t Necessary

When you want a chart to be part of your document or
presentation instead of a representation of a chart that exists
elsewhere, insert the chart. For example, you might be
submitting a final report that doesn’t need to be updated. Or
the source data might not be available later for updating. The
chart looks the same whether it is linked or inserted, and in
either case you can open, modify, and format the chart. You
follow the same steps to insert a chart as'you do to create a
link to one, except that after copying the chart, you click
Paste (Edit menu) instead of Paste Special. Or, click Object
(Insert menu) and select Microsoft Excel Chart from the
Object type list.

Want to know more? Look up Getting Results - Add Chart in Help.
Office Assistant button
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Add a Chart to a Document or Presentation

Modify the Chart

After you add a chart, you sometimes need to modify it. For
example, you might change the chart type from pie to column, make
the text larger, or use different colors.

To modify a chart, double-click it to start Microsoft Excel. If the
chart is inserted into a worksheet, the Chart menu and toolbar
become available when you click the chart. To resume work in your
document or presentation, click anywhere outside the inserted chart.

A chart embedded in a Microsoft Word document,
opened for editing in Microsoft Excel

The Chart menu I—— The Close button

When you open the chart, Microsoft
Excel menus and toolbars become
available.

Men's Skale Scias by Modaf
's Skate Sales]
New Models |

150 |

Edit text or make other changes to
the chart.

O Legend

« Uira-Wheels|
Siwed  Sice 10 Sime 11 Sie 12 Sixe 13

Bwate size

— The Chart toolbar

Gt
skates is endosed Flease call if poi have any questions or 3 uggestions.

MS 114008
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Part 4 Show Data in Charts and Maps

W Give the chart a new look, automatically The easiest way to change the
?‘ look of a chart is to apply a built-in custom chart type. Doing so changes the
chart’s formatting but does not affect its data. After clicking the chart, click
Chart Type (Chart menu), and on the Custom Types tab, select the look
you want.

Create your own formats and use them for other charts After manually
formatting a chart, save your custom formatting and apply it to other charts.
You can even use pictures for data markers. For more information, see
“Customize the Look of a Chart,” page 276.

Animate a chart In PowerPoint, you can animate charts so that individual
elements are added one at a time with each mouse click, or automatically at
predetermined intervals. Click the chart to select it, click Custom
Animation (Slide Show menu), and on the Chart Effects tab, select the
animation options you want.

Want to know more? Look up Getting Results - Add Chart in Help.

Office Assistant button
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Add a Chart to a Document or Presentation

Next

If Microsoft Excel is not available, or if you have
data in a table in your Word document, you can
create charts with Graph. Graph is available from
Word, PowerPoint, and Microsoft Access.

You can create the same types of charts in Graph
that you can in Microsoft Excel, and the same
formatting options are provided. Graph does not
allow calculation, but you can enter, import, and
edit data in the Graph datasheet.

Use Graph to create a chart in Word Click where
you want to insert the chart in the document. Or, if
you want to base the chart on a table of data,
select the table. Click Object (Insert menu), and
then specify Microsoft Graph.

T T A e T A T TP Lo n
4
g
7]
108 4 2
z
b

80 11

a Breeze

B3 EuroSport L
0 EuroRail

n . =
Size Size Size Size
g 10 11 12

R I R R T S

| B R R AL FH AL RIS Wl P LGSR ALT AL

Create Charts with Microsoft Graph

Use Graph to create a chart in PowerPoint Display
the slide you want to add a chart to, and then click
the Insert Chart button.

Create a new slide in a presentation In the New
Slide dialog box (Insert menu), select an
AutoLayout that includes a chart. After creating
the slide, double-click the chart icon to start
Graph.

Modify a chart created in Graph Double-click the
chart-to open it, and then make changes by using
the commands and toolbars that appear.

Want more information about Graph? While
working in Graph, you can get information by
using the commands on the Help menu.

The gray border indicates that the
Microsoft Graph chart is open.

The Graph datasheet

Steps

T See

Add data labels, titles, and other
items to a chart, or change the
format of a chart

page 276

“Customize the Look of a Chart,”

MS 114010
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ate a Chart from a Database

icrosoft Graph to Analyze Your Data Visually

Suppose you want to make it easy to see the total annual sales for a
product while you browse through your database. With Microsoft Key Features
Access, you can represent your data in chart form and then add the gy Chart Wizard
chart to a database form or report. Charts are useful because they <7
make it easy to see patterns and trends in data that numbers alone
can’t show. To create a chart quickly, you can use the Chart Wizard.

Microsoft Graph

When you browse through the Products form the chart changes with

Produd Sales for 1997

To complete the steps in this topic you need to have Microsoft Office,
Professional Edition or an individual copy of Microsoft Access installed. You
also need to have Microsoft Graph installed. If you do not have Microsoft
Graph installed, run Setup again and select the Typical installation to install
it. For more information, see “Install and Start Microsoft Office,” page 28.
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Create a Chart from a Database

Add a Chart to a Microsoft Access Form

Before you create the chart, you need to specify where you want the
chart to appear in your form. In the database window, on the Forms
tab, click Products. Click Design to open the form in form design
view. Click Chart (Insert menu), and then draw a box where you
want the chart to appear.

Click where you
want the chart to
appear, and then
drag to draw the
box for the chart.

When you release
the mouse button,
the Chart Wizard
starts.

IW Want to chart specific data? For example, you might want to chart the
? products sold in a specific region. To do this, create a query that retrieves
only the records you want to chart. When the Chart Wizard prompts you to
select a source for the chart data, select this query. For more information,
see “Evaluate Sales Performance in a Microsoft Access Database,”

page 582.

Want to know more? Look up Getting Results - Chart and Database in
Help. Office Assistant button
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