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FIGURE 3-8:

The Name Manager dialog_box.

FIGURE 3-9:

Copying_a formula.

FIGURE 3-10:

Ways to detect and correct errors.

FIGURE 3-11:

Tracing_the relationships between cells.

FIGURE 3-12:

The Insert Function dialog_box.

FIGURE 3-13:

The Function Arguments dialog_box.

FIGURE 3-14:

Using_AVERAGE to find average rainfall data.

FIGURE 3-15:

The counT (above) and counTIF (below) function at

work.

FIGURE 3-16:

Use the coNcAT function to combine values from

cells.

FIGURE 3-17:

Exploring_loan scenarios with the PMT function.

FIGURE 3-18:

Exploring_data with the 1F function.

FIGURE 3-19:

Using_functions to compare values.
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FIGURE 4-1: Ways to align data.
FIGURE 4-2: The Alignment tab of the Format Cells dialog_box.
FIGURE 4-3: Ways to change the size of columns and rows.

FIGURE 4-4: Choosing_a new style from the Cell Styles gallery.

FIGURE 4-5: Creating_a new style for the Cell Styles gallery.
FIGURE 4-6: Drawing_a border with the Borders button.

FIGURE 4-7: Go to the Format Cells dialog_box to apply color (left),
or draw bor...

FIGURE 4-8: Deciding where pages break.

FIGURE 4-9: The Page (left)_.and Margins tab (right)_of the Page
Setup dialog_bo...

FIGURE 4-10: Constructing_a fancy header.
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FIGURE 5-1: Examining_data in the Analyze Data task pane.

FIGURE 5-2: Sparklines in action (top to bottom): Column, Line,
and Win/Loss.

FIGURE 5-3: A forecast sheet.

FIGURE 5-4: Establishing_a condition format for data.
FIGURE 5-5: A list in a worksheet.

FIGURE 5-6: Sort to arrange the list data in different ways.
FIGURE 5-7: Filter a worksheet to isolate data.

FIGURE 5-8: Experimenting_with the Goal Seek command.
FIGURE 5-9: A one-input data table.

FIGURE 5-10: A two-input data table.

FIGURE 5-11: A raw multicolumn list (left) turned into meaningful
PivotTables (

FIGURE 5-12: These PivotTables come highly recommended.

FIGURE 5-13: Constructing_a PivotTable on the PivotTable Analyze
tab.
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FIGURE 1-1: The PowerPoint window (top)_and a slide as it looks in
a presentati...

FIGURE 1-2: The different parts of the PowerPoint screen.
FIGURE 1-3: Examples of PowerPoint templates.




FIGURE 1-4: In the New window, choose a template for creating_a
presentation.

FIGURE 1-5: List information presented in a table (top),_chart
(middle),_and di...

FIGURE 1-6: Slides available in the Blank Presentation template.

FIGURE 1-7: Headings from a Word document imported into a
PowerPoint presentati...

FIGURE 1-8: Techniques for changing_views.
FIGURE 1-9: Create a photo album in this dialog_box.
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FIGURE 2-1: Examples of themes.

FIGURE 2-2: Examples of background styles (clockwise from upper
left): plain st...

FIGURE 2-3: Decide what your presentation looks like on the
Design tab.

FIGURE 2-4: Examples of gradient fill slide backgrounds
(clockwise from upper |...

FIGURE 2-5: For backgrounds,_a picture usually has to be at least
somewhat tran...

FIGURE 2-6: Examples of pictures used as slide backgrounds.

FIGURE 2-7: Different textures (clockwise from upper left):
Papyrus, Canvas, Ne...

FIGURE 2-8: In Slide Master view, you can reformat many different
slides simult...
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FIGURE 3-1: Ways of entering_text.

FIGURE 3-2: The Format Shape pane offers many commands for
changing_the look of...

FIGURE 3-3: Examples of text boxes and text box shapes.
FIGURE 3-4: The laundry list of AutoFit options.

FIGURE 3-5: Choose an Align Text and an Align command to
position text in text ...

FIGURE 3-6: Examples of characters you can use for bulleted lists.
FIGURE 3-7: The Bullets and Numbering_dialog_box.

FIGURE 3-8: An example of a footer.

FIGURE 3-9: Entering_a standard footer.
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FIGURE 4-1: Declare how many columns and rows you want for
your table.

FIGURE 4-2: The Clock transition in action.
FIGURE 4-3: Apply effects in the Animation gallery.

FIGURE 4-4: Making_audio part of a presentation.

FIGURE 4-5: Visit the Playback tab to control when and how
sounds play.

FIGURE 4-6: Choosing_a stock video for a presentation.

FIGURE 4-7: Visit the Playback tab to fine-tune a video
presentation.

FIGURE 4-8: You can change the look of a video.
FIGURE 4-9: Recording_in PowerPoint.
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FIGURE 5-1: A Rehearsal Report with advice for improving_a
presentation.

FIGURE 5-2: Timing_a rehearsal.

FIGURE 5-3: Besides using_keyboard shortcuts, you can move
from slide to slide ...

FIGURE 5-4: Choose a pen and ink color on the Pen pop-up list.

FIGURE 5-5: Examples of handouts (from left to right)_at one,
three, six,_and n...

FIGURE 5-6: Enter how long_you want each slide or all the slides
to remain onsc...

FIGURE 5-7: Action buttons.

FIGURE 5-8: Others can click the URL link to view an online
presentation in a b...

FIGURE 5-9: Viewing_an MPEG-4 version of a PowerPoint
presentation in Windows M...
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FIGURE 1-1: The Mail app with the Inbox folder selected.

FIGURE 1-2: Click the New button or Rename button to create a
new category.

FIGURE 1-3: Describe what you’'re searching_for in the Search box.

FIGURE 1-4: Pinpoint what you're searching_for in the Advanced
Find dialog_box.




FIGURE 1-5: Making_the default archiving_rules (left) and rules for
a folder (r...

FIGURE 1-6: Mucking_out the mailboxes.
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FIGURE 2-1: A Contact form.
FIGURE 2-2: Editing_contact data in the All Fields window.

FIGURE 2-3: Instead of entering_many addresses (top), enter a
contact group nam...

FIGURE 2-4: Entering_addresses for a contact group.
FIGURE 2-5: An invitation to share a Contacts folder.
FIGURE 2-6: Printing_contact information.
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FIGURE 3-1: Addressing_and composing_an email message.

FIGURE 3-2: Getting addresses from the People app.

FIGURE 3-3: Inserting_a photo in an email message.

FIGURE 3-4: Reading_a message in the Reading_pane and
Message window.

FIGURE 3-5: Receiving_a file.

FIGURE 3-6: Flagging_a message in the Message window.
FIGURE 3-7: The Create Rule dialog_box.

FIGURE 3-8: Creating_a new folder.
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FIGURE 4-1: The Calendar in Work Week view.
FIGURE 4-2: The window for scheduling_activities.

FIGURE 4-3: My, this appointment is persistent!

FIGURE 4-4: The Scheduling_Assistant window shows whether a
time slot is availa...

FIGURE 4-5: Choose an option to reply to a meeting_invitation.
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FIGURE 1-1: A database table.
FIGURE 1-2: A form for entering_data.
FIGURE 1-3: Querying_a database.
FIGURE 1-4: A report gathers data for scrutiny and analysis.




FIGURE 1-5: Finding_and selecting_objects with the Navigation
pane

FIGURE 1-6: Paper forms also have fields.
FIGURE 1-7: Plans for database tables and field names.
FIGURE 1-8: Table relationships.
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FIGURE 2-1: Fetching_a table from another database.

FIGURE 2-2: A table in Design view (top)_and Datasheet view
(bottom).

FIGURE 2-3: Choosing_a data type.

FIGURE 2-4: Establishing field properties.
FIGURE 2-5: Input masks make data entry easier.
FIGURE 2-6: Creating_a validation rule.

FIGURE 2-7: A so-called lookup list.

FIGURE 2-8: Lookup field properties.

FIGURE 2-9: The Indexes dialog_box.

FIGURE 2-10: To conduct a query with more than one table, the
tables must have ...

FIGURE 2-11: The Relationships window on the (Relationship
Tools) Relationships...

FIGURE 2-12: Creating_a table relationship.
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FIGURE 3-1: Entering_records in Datasheet view (left) and in a
form (right).
FIGURE 3-2: The Datasheet Formatting dialog_box.
FIGURE 3-3: A form.

FIGURE 3-4: Finding_data.

FIGURE 3-5: Replacing_data.
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FIGURE 4-1: Results of a filtering_operation.

FIGURE 4-2: Filtering_by input for numeric data values.
FIGURE 4-3: Filtering_by form.

FIGURE 4-4: The Query Design window.

FIGURE 4-5: Determining_which fields to query.




