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INDEX 
 
A 
 
Access.  See Database 
Alignment, 21, 34, 36-37, 71, 74 
 
B 
 
Bach, Richard, 10 
Backup, 6, 31, 63, 91, 123, 151, 182 
Borders, 60-61, 107-8 
Bricklin, Dan, 67 
Buchsbaum, Herbert, 3, 4 
 
C 
 
Caftori, Netiva, 4 
Copying data, 110 
Cursor, 10 

I-beam, 12 
Insertion point, 12 

 
D 
 
Database 

Apply Filter, 196, 200 
adding a field, 170 
adding a record to the Database, 178-80, 

190 
Automatic entries, 165 
changing the data in a field, 191 
changing the layout of the on-screen 

display.  See Form window 
clearing a field or a record, 190 
creating reports.  See reports 
cutting records.  See deleting records 
Datasheet View, 164, 181-82, 189 
Data Types, 166 
Define Filter.  See Data menu 
deleting (cutting) a record, or a set of 

records, 182, 190 
Design View, 164, 204 

entering data into the database, 179-80 
entering field names, 166-72 
field names, 165-66 
Field Properties, 167, 171 
field size, 167 
Filter by Form, 194-97, 200 
Filter by Selection, 193-4 
Finding a record using data from a 

specific field, 191-3 
Form, 156, 172-178 
Form View, 159, 181, 189 
Form window 

adjusting size of data entry box, 176 
rearranging layout of fields, 176-8 

Form Wizard, 173 
Importing a Form, 179 
Importing a Table, 178-9 
Input Mask, 169-172 
Inserting records, 190 
Lookup Wizard, 168 
Macro database object, 157 
Module database object, 157 
Navigation tools, 160, 181, 189-90 
New Record, 185 
Organization of a database, 156-7 
Page database object, 157 
Planning a database, 161-63 
Predefined entries, 166 
Primary Key field, 170 
Printing a report.  See reports 
Query Database objects, 156, 185 
Reasons for using a database, 187-88 
Remove Filter, 197 
Report database object, 157 
report definition,  

considerations for, 188 
reports 

creating reports, 185, 200-203 
improving a report, 185, 204-206 
Modify window, 203, 204-206 
naming the report, 203 
printing a report, 185, 206 
Print Preview, 206 
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telling Access which fields you want 
in a database report, 200-202 

widening columns in a database 
report, 205 

Required entries, 167 
searching, 185, 191-98 
Selected values for fields, 168 
Short Date, 161 
Sorting records, 185, 198-200 
Table database object, 156, 159-60 
templates, 167, 172, 178 
terminology, 149-150 
Updating entries and records, 182 
Viewing the data in a database, 180, 189 

Date/Time, Inserting, 18, 135-36 
 
E 
 
Eakins, Lara E., 4 
Edison, Thomas, 3 
Edit menu 

Select All, 15 
Undo, 13 

Excel,  See Spreadsheet 
 
F 
 
Files 

Naming or renaming, 6-9 
Rules for names, 9 

Form letters.  See Mail merge 
Form window.  See Database 
 
H 
 
Hide/Show paragraph markers.  See Word 

processor 
 
I 
 
Indent Markers.  See Word processor 
Insert data and time.  See Date/Time, 
Inserting 
 

M 
 
Macros.  See Word processor, Database 
Mail merge, 127-153 

creating a merge document (form letter), 
133-150 

Data Source document, creating and 
editing, 128, 129-133 

mailing label, deciding on data for, 139-
140 
form letters, 127, 130 
mailing labels, 139-144 
mailing labels, options for, 141-42 
mailing labels, preparing, 140-43 
mailing labels, printing, 137 
Mail Merge Helper, 129-133 
Merge to Printer.  See Printing the Merge 

Document 
pasting a chart into a form letter, 148-150 
placeholders (inserting merge fields), 136-

137, 148 
printing the merge document (form letter), 

138-9 
Setting up the body of the form letter 

(merge document), 133-8 
Setting up the mailing label, 142-4 

Menu bar, 10 
Mouse "hot spot", 22 
 
O 
 
Objects.  See Database 
 
P 
 
Page numbers, 34 
Page Setup.  See specific Works modules 
Pasting data, 110 
PowerPoint.  See Presentations 
Presentations 

Action buttons, 228-29 
Action Settings, 229 
Background colors, 227 
Buttons, 214 
Clip art, adding, 221, 223 
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Common Tasks menu, 219 
Handouts, Printing, 231-32 
Hidden slides, 214, 228 
Hyperlink, 229-30 
Microsoft Clip Gallery, 224 
New presentation, 216 
New Slide, 218 
Open existing presentation, 210 
Outline control tools, 217 
Outline, Switching levels, 222-23 
Outline View, 219, 222, 226 
Placeholders, 224 
Planning a presentation, 216 
Preset text animations, 213, 227 
Slide Color Scheme, 227 
Slide layout, 220 
Slide Show menu, 213, 230 
Slide Sorter view, 212 
Slide Timer, 213, 215, 225 
Slide Transition.  See Transition Effects 
Slide View tool, 219-222 
Slide View toolbar, 219-222 
Sources, credit for, 215 
Text colors, 227 
Transition effects, 213, 225-27 
Title slide, 218 
View menu, 213 
View Show, 213 
Web toolbar, 214 
World Wide Web, 213 

Print 
automatic paper feed, 27 
draft quality, 27 
Page Range, 28 
Print Preview, 28, 51 

Print Preview.  See Print 
Print quality.  See Print 
Printer, 27 
 
Q 
 
Quick keyboard commands, 17 

R 
 
Returns, removing unwanted, 13 
Ruler, 10, 22 
 
S 
 
Save As, 8-9, 67 
Show Form.  See Database 
Sorting.  See Database, Spreadsheet 
Spelling Checker.  See Word Processor 
Spreadsheet (Excel) 

Absolute cell reference, 79, 82-83, 117 
active cell, 69, 96 
Accept entry, 70 
adding data, 72 
aligning data, 73, 113 
aligning labels, 76 
Automatic Calculation, 101, 111 
Cancel entry, 70 
Cell attributes, 83, 113 
cell borders, 107-108 
cell coordinates, 65, 67, 97 
cell selection commands, 69, 97 
charts, 118-122 

bar chart, 118-120 
charting capability, 118 
Chart Wizard, 119-120 
concept of charts, 113 
Data series, 118 
pie chart, 120-122 

clearing a cell or cells, 71 
column headers.  See Headers. 
Column Width, 72, 75-76, 113 
Concept of spreadsheets, 64-65 
Copy function,  

Fill down, 79, 83, 117 
Fill Right, 103-104 
using the clipboard, 76 
Current cell.  See Active cell. 

data entry bar, 70-71 
deleting rows and columns, 87 
Division by zero error, 80, 82-83 
editing data, 71 

deleting rows and columns, 88 
Inserting rows and columns, 87-88 
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entering values into cells, 84-85 
entry bar.  See Data entry bar. 
file names, 83-84 
Fill. See Copy 
Format Cells, 84, 98, 108, 99 
formulas.  See functions 
functions,  

Average, 100, 102 
copying and pasting, 76-78 
creating, 76 
cutting, 77 
IF function, 81 
Insert function.  See Paste function. 
Logical functions, 80-81 
Lookup.  See Lookup function. 
Max, 96-97, 99 
Min, 96-97, 99 
Paste function, 98, 100, 102-104, 115 
Percentage, 79-80 
Show Formulas, 82 
Show Values, 82, 83 
Statistical, 102 
Sum, 79, 101 

going to a specific cell, 93 
Gridlines, 109, 110, 112, 123 
inserting a field (column), 86-87 
inserting a record (row), 85-86 
Labels (headers), 67, 71-74, 109 
Lookup function, 111-118 

concept, 111 
copying the Lookup formula, 116-117 
entering the Lookup function,  

lookup_vector, 112-116 
lookup_value, 113-116 
result_vector, 113-116 

Lookup table 
building, 107-8 

moving from cell to cell, 68-71, 92-93 
Number category, 103 
Options, 82 
Page Setup, 89 
panes, 106-107 
Paste Function.  See functions, Paste 
Function. 
printing 

Landscape orientation, 89, 122 
Portrait orientation, 89 

Print Preview, 123 
Print range, 122 
Print Selection, 122 
range of cells, 88, 117 

protecting (locking) important cells, 105-
106, 108, 112, 117 

Relative cell reference, 79 
Row headers.  See Headers. 
Row Height, 99 
selecting a range of cells, 69, 97 
split bars.  See panes 
templates, 65, 85, 92 
updating an existing spreadsheet, 94-105 

 
T 
 
Tabs.  See Word Processor, tabs 
Templates.  See Database, Spreadsheet, 

Presentation 
Tiled windows, 110 
Time.  See Date/Time. 
Title bar, 10 
Tool bars, 10 

Adjusting for ease of use, 34 
Standard, 11, 119, 123 
Formatting, 11 

Tools menu 
Options, 14, 17, 84-85, 109, 112 

 
U 
 
Undo. See Edit menu. 
Uninterruptible Power Supply (UPS), 15 
 
V 
 
View menu, 22, 35.  See also Presentation, 

Word Processor 
Visicalc, 67 
 
W 
 
White, Vera, 3 
Windows, 5-6 
Wintel, 5 
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Wizard, 113 
Word.  See Word Processor 
Word Processor 

a tool for writing, 6 
Backspace key, using, 13, 20 
Bullets and numbering, 47 
changing the font, 38 
changing the size of a font, 37-38 
Columns, 51-52 
copying text, 56 
copying text within a document, 56-57 
correcting errors while entering text, 14 
creating a document, 6-9 
creating a new folder, 18 
Cut and Paste functions, moving text 

using, 58-59 
Date, Insert, 18 
Del(ete) key, using, 12 
Editing text 

adding text, 18 
changing text, 19 
deleting (removing) text, 13, 19 
removing unwanted Returns, 13 
updating a document, 6 

entering text, 6, 14 
Find & Replace function, 53-58, 63 

Find Next, 55 
finding a text string, 53-54 
Find and Replace, 55 

fonts 
point size, 40 
serifs and sans serifs fonts, 39-40 

Format options, 35 
Formatting marks, 14 
formatting text, 6,  

aligning, 37 
defaulkt settings, 36 
spacing, setting between lines, 42, 47-

48 
Hide/Show Paragraph markers, 14, 15 
highlighting text. See selecting text 
indenting,  

First Line Indent, 24-25, 42 
Hanging Indent, 24-25, 42-43 
indent markers, 21-25, 41 
indenting the first line of paragraphs, 

41 

Left Indent, 24-25, 42 
line spacing.  See Spacing between lines. 
macros, 145-148 
margins, changing, 22, 37 
Match Case, 54 
naming a document, 6, 8-9, 140 
Opening a new document, 6, 7 
Outside border for blocks of text, 60-61 
page break,  

inserting a new page break, 40, 52 
Page layout, 35 
Page numbers, 35 
Page Setup, 37 
Paragraph marks, 14, 15, 17 
Paragraph styles, 47 
Printing 

dot matrix printer, setting up a, 28-29 
manual feed, 29 
number of copies, 29 
printing a first draft of a document, 6, 

28 
Print Preview, 28 
printing the document, 28-31, 62 

Replace function 
replacing text 

replacing a single occurrence of a 
text string, 53-58 

Return key 
removing unwanted, 13 
when to use, 10 

Saving a document, 6, 8, 13, 17, 61 
scrolling, 13 
Sections, 51-52 
Section break, Inserting, 52 
Selecting text  

highlighting a line of text, 21 
highlighting a single character, 21 
highlighting a single word, 21 
highlighting an entire document, 22 
highlighting an entire paragraph, 22 
highlighting several selected lines, 22 

Spacing between lines, 50 
Spelling and Grammar Checker, 6, 26, 61-

62 
accessing, 26 
Options, 2275 
importance of using a dictionary, 26 
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style of text, setting.  See also default 
boldface, 41, 49-50 
italics, 50 
underline, 50 

tabs, removing, 47 
tabs, setting, 45-47 
Tool bars, 9, 139 
Undo.  See Edit menu 
View menu, 22, 35 
Word wrap, 11 

WYSIWYG, 37 
Z 
 
Zoom tool, 123 


