LEARNING MADE EASY

([~~~

06"
Microsoft’

Office 2019

FOR SENIORS

dummies

A Wiley Brand

Faithe Wempen






ummies

A Wiley Brand






Office 2019
For Seniors

by Faithe Wempen

dummies
A Wiley Brand



Office 2019 For Seniors For Dummies®

Published by: John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030-5774, www.wiley.com
Copyright © 2019 by John Wiley & Sons, Inc., Hoboken, New Jersey

Published simultaneously in Canada

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any
form or by any means, electronic, mechanical, photocopying, recording, scanning or otherwise,
except as permitted under Sections 107 or 108 of the 1976 United States Copyright Act, without
the prior written permission of the Publisher. Requests to the Publisher for permission should
be addressed to the Permissions Department, John Wiley & Sons, Inc., 111 River Street, Hoboken,
NJ 07030, (201) 748-6011, fax (201) 748-6008, or online at www.wiley.com/go/permissions.

Trademarks: Wiley, For Dummies, the Dummies Man logo, Dummies.com, Making Everything
Easier, and related trade dress are trademarks or registered trademarks of John Wiley & Sons,
Inc. and may not be used without written permission. Microsoft is a registered trademark of
Microsoft Corporation. All other trademarks are the property of their respective owners. John
Wiley & Sons, Inc. is not associated with any product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER AND THE AUTHOR
MAKE NO REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE ACCURACY OR
COMPLETENESS OF THE CONTENTS OF THIS WORK AND SPECIFICALLY DISCLAIM ALL
WARRANTIES, INCLUDING WITHOUT LIMITATION WARRANTIES OF FITNESS FOR A
PARTICULAR PURPOSE. NO WARRANTY MAY BE CREATED OR EXTENDED BY SALES OR
PROMOTIONAL MATERIALS. THE ADVICE AND STRATEGIES CONTAINED HEREIN MAY NOT
BE SUITABLE FOR EVERY SITUATION. THIS WORK IS SOLD WITH THE UNDERSTANDING
THAT THE PUBLISHER IS NOT ENGAGED IN RENDERING LEGAL, ACCOUNTING, OR OTHER
PROFESSIONAL SERVICES. IF PROFESSIONAL ASSISTANCE IS REQUIRED, THE SERVICES OF
A COMPETENT PROFESSIONAL PERSON SHOULD BE SOUGHT. NEITHER THE PUBLISHER
NOR THE AUTHOR SHALL BE LIABLE FOR DAMAGES ARISING HEREFROM. THE FACT THAT
AN ORGANIZATION OR WEBSITE IS REFERRED TO IN THIS WORK AS A CITATION AND/OR
A POTENTIAL SOURCE OF FURTHER INFORMATION DOES NOT MEAN THAT THE AUTHOR
OR THE PUBLISHER ENDORSES THE INFORMATION THE ORGANIZATION OR WEBSITE MAY
PROVIDE OR RECOMMENDATIONS IT MAY MAKE. FURTHER, READERS SHOULD BE AWARE
THAT INTERNET WEBSITES LISTED IN THIS WORK MAY HAVE CHANGED OR DISAPPEARED
BETWEEN WHEN THIS WORK WAS WRITTEN AND WHEN IT IS READ.

For general information on our other products and services, please contact our Customer
Care Department within the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or
fax 317-572-4002. For technical support, please visit https://hub.wiley.com/community/
support/dummies.

Wiley publishes in a variety of print and electronic formats and by print-on-demand. Some
material included with standard print versions of this book may not be included in e-books or
in print-on-demand. If this book refers to media such as a CD or DVD that is not included in
the version you purchased, you may download this material at http: //booksupport.wiley.com.
For more information about Wiley products, visit www.wiley.com.

Library of Congress Control Number: 2018957812

ISBN 978-1-119-51797-9 (pbk); ISBN 978-1-119-51818-1 (ebk); ISBN 978-1-119-51819-8 (ebk)
Manufactured in the United States of America

10 9 8 7 6 5 4 3 2 1


http://www.wiley.com
http://www.wiley.com/go/permissions
https://hub.wiley.com/community/support/dummies
https://hub.wiley.com/community/support/dummies
http://booksupport.wiley.com
http://www.wiley.com

Contents at a Glance

Introduction ........ ... .. ... 1
Part 1: Getting Started with Office2019 ......................... 5
The Two-Dollar Tour ...t 7
Exploring the Common Features of Office Applications........ 27
Opening, Saving, and Printing Files. . ........................ 47
Part 2:Word. ... ... 69
Composing Your ThoughtsinWord ......................... 71
Dressing Up Your Documents ...........ooiiiiiniiinnn. 91
Taking Word to the Next Level.......... ... ... oiia... 111
Part 3:Excel...... ... 129
Creating Basic SpreadsheetsinExcel....................... 131
Doing the Math: Formulas and Functions................... 149
Creating Visual Interest with Formatting and Charts.......... 163
Using ExcelasaDatabase ..., 183
Part4:0utlook . ......... ... ... 197
Managing Email with Outlook .............. ... . ... ... 199
Managing the Details: Contacts, Notes, and Tasks. ........... 219
Your Busy Life: Using the Calendar. ........................ 239
Part5:PowerPoint........... ... ... .. i 251
Getting Started with PowerPoint. .......................... 253
Dressing Up Your Presentations..............covvvenann.. 269
Adding MovementandSound........... ... .. 283
PresentingtheShow .......... ... i, 293
Appendix: Customizing Office Applications .................... 307






Table of Contents

INTRODUCTION. . . ... i i it i ittt ettt tenneenannans 1
About ThiSBOOK. . ..o e 1
Foolish Assumptions . ...... ... i 3
lconsUsed inThisBOOK . ........coviiuiininiiiiiinnn.. 3
Beyondthe Book ..........oo i 4
Whereto GofromHere........ ..., 4

PART 1: GETTING STARTED WITHOFFICE2019................. 5
TheTwo-DollarTour...................... ... 7
Start an Office Application ......... ... i, 8
StartaNew Document ... 9
Explore the Office Ribbonand Tabs ....................... 10
Understand the File Menu (Backstage View) ................ 14
Createa Document .. ..ot i e e 15
TYPe T X . ot e 16
Inserta Picture . ... ..o e 18
Move AroundinaDocument...........oviiiiiiininen... 19
SelectContent. ...t 21
ZoomInand Out ...ttt e 23
ChangetheView. .. ... ... i 24
Exploring the Common Features
of Office Applications .................................. 27
Bt TeXt. oo 28
Move and Copy Content. ...t 29
Choose Fontsand FontSizes ..., 33
Apply Text Formatting. ... 35
UsetheMiniToolbar......... .. ..o i 37
WorkwithThemes. ... i i 38
Check Your Spellingand Grammar........................ 42

Table of Contents  vii



Opening, Saving, and PrintingFiles..................... 47

Save YOUr Work . ... 48
The BasiCSave. ... ..ot 48
Changing the Save Location .............. ... ... .. 50
Choosinga FileType. ...t 54

Open a PreviouslySaved File . ........ .. ... i, 55

Change the File ListingView . .. ... .ot 56

Email Your Workto Others.......... ..o ... 57
Emailing a Linktoa Document.......... ... ..., 58
Emailing a CopyofaDocument...............coovivn... 59

Share Your Work in Other Formats........................ 61

Print Your Work .. ... 64

Recover LOStWOrk. ..o e 66

PART 2:WORD. . ... i ittt i i ittt i in e nenas 69

Composing Your ThoughtsinWord..................... 71

Examine the Word Interface. ........ ... ... 72

Move Around and Select Text ........ ..o, 73

Choose Paper Size and Orientation. . ...................... 74

SetMargins . ... e 76

Select the Right ScreenView. ......... ..., 78

Align and Indent Paragraphs . ....... ... o ... 80

Change Line Spacing . ......oviiiii i 86

Create Bulleted and Numbered Lists ...................... 88

Dressing Up YourDocuments .......................... 91

Apply Stylesand StyleSets . ... i 92

INSEert Photos. . ..o o 97

Sizeand Formata Picture.......... ..., 100

Positiona Picture....... .. .. i 101

Add aPage Border. .......ooviiiiiiin i 102

Apply a Background ColortoaPage...................... 104

CreateTables ... ..o e 106

FormataTable............. ... ... ... ...l 109

Taking Word to the Next Level ........................ 111

NumberthePages. ..... ..., 112

Use Headersand Footers...........cooviiiininnnenn.. 114

Insert Cover Pages and Other Building Blocks ............. 117

viii Office 2019 For Seniors For Dummies



Printan Envelope. ... ..ot 119

PerformaMailMerge ....... ... 121
Insertthe Dateand Time ........ .. ..., 127
PART 3:EXCEL . .......ci it it ii ittt tneannans 129
Creating Basic SpreadsheetsinExcel .................. 131
Understand Excel's Unique Features ..................... 132
Get Familiar with Spreadsheet Structure . ................. 134
Movethe Cell Cursor. ... 134
SelectaRange. ... ..o 135
Typeand EditCellContents . ..., 139
Insert and Delete Rows, Columns,and Cells ............... 141
Work with Worksheets ........ .. ... i, 145
Doing the Math: Formulas and Functions.............. 149
Learn How Formulas Are Structured. ..................... 150
Write Formulas That Reference Cells ..................... 150
Move and Copy CellContent . ....... ... oo, 152
Reference a Cell on Another Sheet ....................... 154
Understand Functions. . ....... .ot 154
Take a Tour of Some Basic Functions . .................... 157
Explore Financial Functions .............. ... ..o, 159
Creating Visual Interest with Formatting
andCharts ............. ... .. 163
Adjust Row Height and Column Width .................... 164
Wrap TextinaCell...... ..o 165
Apply GridlinesorBorders.......... ... 166
Apply Fill Color ..o 169
FormatTextinCells........ ..., 171
Format the SpreadsheetasaWhole...................... 173
CreateaBasicChart. ... ... i 174
ldentifythe PartsofaChart............ .. .. .. .. oo, 177
FormataChart. ... e 178
Using ExcelasaDatabase ............................. 183
Understand Databases .......... ... oo, 184
PreparealistforaMailMerge ..............coiiinnn.. 184
StoreDatainaTable........ .. i, 185

Table of Contents ix



X

SortaTable. ... 187

Filter DatainaTable ....... .. .. . i 189
Splita Column'sContent. ...........coiiiiiiininenn... 192
Merge the Contentsof Columns ......................... 195
PART4:OUTLOOK. . ...... . ittt ti ittt teiaetnnnnnn 197
Managing Email with Outlook ......................... 199
Set Up Outlook for the FirstTime ........................ 200
Set Up Additional Mail Accounts ...............coovi... 201
Troubleshoot Mail Setup Problems. ...................... 202
Take a Quick Tour of Outlook's Mail Feature............... 206
Receiveand Read YourMail ......... .. ... o, 207
View Photos and Other Attachments ..................... 209
ReplytoaMessage ...t 210
Forward aMessage ......oviviiin it 211
Compose aMesSage ..o vttt e 212
Attach aFiletoaMessage. .........coiiiiiiiiiiina.. 214
Avoid Frauds, Scams,and Viruses . .............coviinn.. 215
Managing the Details: Contacts, Notes, and Tasks. . . .. 219
Store Contact Information .......... .. ... ..o .. 220
Editand Delete Contacts. . .........ovviiiiinnnnn.. 223
Choose How the Contact List Appears .................... 224
UsetheContacts List. ..o, 225
Create NOteS. ..o v i e 227
Categorize NOtesS ... .ot e e e 230
Use Tasksand the To-DoList............... ..., 232
Update the StatusofaTask ........... ..ot 235
SetaTask Reminder ....... ... ... 236
Your Busy Life: Usingthe Calendar .................... 239
ViewYourCalendar ........ ..o, 239
Create and Delete a CalendarEvent...................... 242
SetanEventtoRecUr. ...t i 243
Configure Event Reminders .......... .. ..o, 245
Add Holidays. ..o 246
Print a Hard Copy of Your Calendar ...................... 247

Office 2019 For Seniors For Dummies



PART5: POWERPOINT. .. ....... e 251

Getting Started with PowerPoint . ..................... 253
Explore the PowerPoint Interface ........................ 254
Work with PowerPoint Files .......... ... ... .. oot 255
Understand PowerPoint Views. . ........ ..., 256
Create New Slides ... ..ot 258
Use Slide Placeholders ......... ... oo, 259
Turn Text AutoFitOfforOn ... 261
Change Slide Layouts. .. ... v it 263
Move or Resize Slide Content. ..., 263
Manually Place TextonaSlide............... ... .. ...... 264
Navigate and Select Text. . .........iviiiiiiiinnn.. 265
Select Content. . ..ot 267
Dressing Up Your Presentations....................... 269
Understand and Apply Themes and Variants .............. 270
Change the PresentationColors ..................oun... 271
EditSlide Masters. . ...t 272
Format Text Boxes and Placeholders ..................... 274
INSErt PICLUreS. .. oot e 275
Create a Photo Album Presentation...................... 279
Adding MovementandSound ......................... 283
Animate ObjectsonaSlide.......... ... .. 284
Add Slide Transition Effects .......... ... ... i, 289
Set Slides to Automatically Advance ...................... 291
Add aSoundtrack. . ... 292
PresentingtheShow .................................. 293
Display a Slide Show Onscreen .......... ..., 294
Use the Slide Show Tools ..., 296
Print Copies of a Presentation............... ... ..., 299
Package a Presentation for Distribution................... 301
Make a Video of the Presentation........................ 304
APPENDIX: CUSTOMIZING OFFICE APPLICATIONS............ 307
INDEX .. i i i i i e s e s 315

Table of Contents  xi






Introduction

icrosoft Office is by far the most popular suite of productivity

applications in the world, and with good reason. Its applica-

tions are powerful enough for business and professional use,
and yet easy enough that a beginner can catch on to the basics with
just a few simple lessons.

Depending on how you purchased Office, your version may be called
Office 365 or Office 2019. If you made a one-time purchase, it’s
Office 2019. If you are using Microsoft’s subscription service, paying
monthly or yearly for Office, it’s Office 365.

Which is better? That depends on your needs. Over the long run, the
cost is similar. Using Office 365 provides some extra benefits, though,
such as automatic software updates. Whenever Microsoft has new
features to add to Office, it rolls them out automatically to Office 365
subscribers over the Internet. Office 2019 users don’t get those new
features; their version remains static.

If you’re new to Office, this book can help you separate the essential
features you need from the obscure and more sophisticated ones you
don’t. For the four major Office applications I cover in this book —
Word, Excel, Outlook, and PowerPoint — I walk you through the
most important and common features, showing you how to put them
to work for projects in your job, everyday life, and home.

About This Book

This book is written specifically for mature people like you, who are
relatively new to using Office applications and want to master the
basics. In this book, I tried to take into account the types of activi-
ties that might interest you, such as investment planning, personal
finance, email, and documents and presentations that you might
need to prepare for work, clubs, volunteer opportunities, or other
organizations that you participate in.This book begins by familiar-
izing you with Office and showing you how to perform basic tasks.
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Here I explain some basics that apply to all the Office applications
generically, such as saving, opening, and printing files. I also show
you some features that all Office applications have in common, such
as selecting and formatting text, using the Clipboard, and applying
formatting themes. such as starting and exiting each application,
entering text, moving around, and saving your work. Then it covers
each of the four main applications:

Word (Chapters 4-6): This part explores the most popular applica-
tion in the Office suite, Microsoft Word. This word processing pro-
gram helps you create letters, reports, envelopes, and myriad other
text-based documents. You’ll see how to format text, change page
size and orientation, insert graphics, and more.

Excel (Chapters 7-10): In this part of the book, you can read about
Excel, the Office spreadsheet application. See how to enter text and
numbers in a worksheet, write formulas and functions that perform
calculations, and format worksheets attractively. You can also find
out how to create charts and use Excel to store simple databases.

Outlook (Chapters 11-13): Outlook is the email, contact management,
and calendar application in Office. In this part of the book, discover
how to send and receive email in Outlook, and also how to use Out-
look to track appointments and store your personal address book.

PowerPoint (Chapters 14-17): In this part of the book, I show you the
basics of PowerPoint, the Office presentation application. You can
read how to create presentations that include text and graphics; cre-
ate cool animation and transition effects; add a musical soundtrack;
and share your presentation with others, either in a live-action show
or on CD.

Finally, an appendix shows some simple ways to customize how
Office applications work when you start them.

This book uses certain conventions to help you find your way:

» Wherever possible, | use labels on figures to point out what you
should notice on them. These labels reinforce something | say in
the text or contain extra tips and hints.

Office 2019 For Seniors For Dummies



» When you have to type something, | put it in bold type.

» For menu and Ribbon commands, | use the=>symbol to separate
the steps. For example, if | say to choose Homer> Clipboard=>Copy,
click the Home tab, find the Clipboard group, and then click the
Copy button in that group. In most cases, | provide the group name
as part of the path to help you find the command more quickly.
(Each tab has a lot of different commands on it.)

Foolish Assumptions

©

TIP

This book assumes that you can start your computer and use the key-
board and mouse (or whatever device moves the pointer onscreen). It
also assumes your computer’s operating system is Windows 10, and

that you have either Office 2019 or Office 365.

If you’re using a computer for the first time, Computers For Seniors
For Dummies shows you the essential skills that all computer
applications use.

Icons Used in This Book

©
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TECHNICAL
STUFF

®

WARNING

Tip icons point out extra features, special insights and helps, or
things to look out for.

If you don’t get anything else out of a particular chapter or sec-
tion, remember the material marked by this icon. This text usually
contains an essential process or a bit of information that you must
know to use Office successfully.

Technical Stuff icons mark paragraphs where I “geek out” a bit,
providing a behind-the-scenes look at how something works.

Warning icons indicate potential problems to avoid, problems
that are difficult to fix or make bad things happen.

Introduction
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Beyond the Book

In addition to the material in the print or ebook you’re reading right
now, this product also comes with some access-anywhere goodies on
the web. No matter how well you understand the concepts of Office,
you’ll likely come across a few questions where you don’t have a clue.
To get this material, simply go to www.dummies.com and search for
“Office 2019 For Seniors For Dummies Cheat Sheet” in the Search box.

Where to Go from Here

This is your book; use it how you want. You can start at the beginning
and read it straight through, or you can hop to whatever chapter or
topic you want. For those of you who are pretty new to computers,
you might want to start at the beginning. If you’re new to Office,
the beginning part will give you a good foundation on what features
work similarly in all the programs.

4 Office 2019 For Seniors For Dummies
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IN THIS PART ...

Learn what applications make up the
Microsoft Office suite and what each one does

Get familiar with the Office features that are
common to all the applications

Find out how to open, save, and print files



IN THIS CHAPTER

» Start an Office Application

» Start a New Document

» Explore the Office Ribbon
and Tabs

» Understand the File Menu
(Backstage View)

» Create a Document

» Type Text

» Insert a Picture

» Move Around in a Document
» Select Content

» Zoom In and Out

» Change the View

Chapter 1
The Two-Dollar Tour

tep right up for a tour of Microsoft Office, the most popular suite
of applications in the world!

Here are some of the things you can do with Office:

» Write letters, reports, and newsletters.

» Track bank account balances and investments.

CHAPTER 1 The Two-Dollar Tour 7



» Create presentations to support speeches and meetings.

» Send and receive email.

The Office suite consists of several very powerful applications
(programs), each with its own features and interface, but the
applications also have a lot in common with one another. Learning
about one application gives you a head start in learning the others.

In this chapter (and Chapter 2), I take you on a quick tour of some
of the features that multiple Office applications have in common,
including the tabbed Ribbon area. I also show you how to insert text
and graphics in the various applications, and how to move around
and zoom in and out.

In these first few chapters, I use Microsoft Word, PowerPoint, and
Excel as the example applications because all of them work more or
less the same way: They let you open and save data files that contain
your work on various projects. Microsoft Outlook works a bit differ-
ently, as I show you in Chapters 11 through 13.

Start an Office Application

8

Follow these steps to start an Office application:

Click the Start button in the lower left corner of the Windows desktop,
opening the Start menu.

Do any of the following (your choice!)

Look for a shortcut tile for the application on the right side of the
Start menu. If you see one, click it.

Scroll down in the Start menu'’s left pane until you get to the sec-
tion for the letter of the alphabet for the desired application (for
example, P for PowerPoint) and click the application name.

Start typing the first few letters of the application name (for exam-
ple, po for PowerPoint) and then click the application name on the
filtered list that appears.

PART 1 Getting Started with Office 2019



Start a New Document

When you open Word, Excel, or PowerPoint, a Start screen appears
(no relation to the Windows Start menu), containing a list of recently
used documents and thumbnail images of templates you can use to
start new documents. To start a new blank document (which you’ll
want to do in order to follow along with this chapter), you can press
the Esc key, or you can click the Blank template. The template has
a slightly different name depending on the application; in Word
it is called Blank document, in Excel it’s Blank workbook, and so on.
Figure 1-1 shows the Start screen for Microsoft Word, for example.

Click here to start a new blank document

Good aftqrnoon

Word Faithe Wempen (2 & -

Take a
tour

Blank document Welcometo Word Chronological Resume... Single spaced (blank) Creative resume, desig. Creative cover letter, d...

Recent  Pinned Shared with Me

Legacy
OneDrive - Personal » Documents

i 13

E Local e
Documents o

ﬁ) Legacy < Jul§
OneDrive - Personal o

@ Legacy Jul'§
Documents

E Blank Labels
Documents

Locations
OneDiive - Personal » Documents

L™ Proposal

Click here to open some other saved file

Select one of these recently used files to reopen it

To create an additional new blank document after the application is
already up-and-running, press Ctrl+N at any time.

CHAPTER 1 The Two-Dollar Tour 9



TIP

Office 2010 and earlier started a blank document automatically
in Word, Excel, and PowerPoint, without having to go through a
Start screen. If you want that old-style behavior back, click File
and then click Options. On the General page, scroll down to the
bottom and clear the Show the Start Screen When This Applica-
tion Starts check box.

Explore the Office Ribbon and Tabs

10

TIP

All Office applications have a common system of navigation called
the Ribbon, which is a tabbed bar across the top of the application
window. Each tab is like a page of buttons. You click different tabs to
access different sets of buttons and features.

Figure 1-2 shows the Ribbon in Microsoft Word, with the Home
tab displayed. Within a tab, buttons are organized into groups. In
Figure 1-2, the Home tab’s groups are Clipboard, Font, Paragraph,
Styles, Editing, and Voice.

Each Office application has a set of tabs for the tasks it performs. For
example, Word has a Mailings tab that holds the commands for doing
mail merges. Excel has a Formulas tab that holds the commands for
setting up calculations.

If you run Office applications on a device that has a touchscreen,
you get an extra tab in the Ribbon: Draw. This contains tools for
drawing with a finger or a stylus. The figures in this book were
captured from a touchscreen PC, but keep in mind that the Draw
tab isn’t present on computers without touchscreens.

You might find tabs that were added by third-party (non-Microsoft)
software. For example, if you have a program called Adobe Acro-
bat installed, you might have an Acrobat tab in each of the Office
applications.

The buttons and controls on the tabs operate in different ways.
Figure 1-3 points out some examples on Word’s Home tab.

PART 1 Getting Started with Office 2019



This tab is currently active Type a question here and press Enter for help
Click a different tab to activate it

Hom:

a  x
e Insert  Draw  Design  layout  References  Mailngs  Review View Help O Tell me what you want to do F 15 Share | I Comments @
- a =. =

P e = s Pind
CalibriBody) - |11 -| A" A" Aa~ fo i 2l W | napbeede aambeede AaBbCe AazbCet AAB assbcer nasbecn: & Reat @J
< & Replace
Past = s ; 2 s Dictate
B IU- N — TNomnal | TNoSpsc.. Headingl Hesding2  Thle Subtitle  Subtle Em... 7
« < Format Painter i A - g E ! I select .
Clipbosre 5 Font = Paragraph 5 styies 5 Edting | voic

Pagedof1 Qwords

Group names
FIGURE 1-2

An on/off toggle
A command button

Y

ZLELEY 2= 4T

Paragraph * Tl‘-.

Click the button face to apply
the most recent setting...

...0r, click the arrow to open
a menu of other settings

FIGURE 1-3
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6-63
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» On/off toggles: When the button is selected (it turns orange),
the feature is on. Each time you click the button, it switches
between on and off.

» Command buttons: When you click the button, the command
executes. If you click a command button again, the command
repeats.

» Connected button sets: In connected sets of buttons, selecting
a button deselects (cancels) the previous selection in the set.

For example, Figure 1-3 has four buttons in the bottom row for
paragraph alignment. The leftmost one is selected; if you click
one of the others, it's automatically canceled.

» Menu buttons: Buttons with arrows on them open menus or
color palettes.

» Galleries: A gallery is like a permanently open menu or palette;
click a selection directly from a gallery. Most galleries also have a
More button that shows more choices.

You can hover the mouse pointer over a button to see a pop-up box,
called a ScreenTip, which tells the button’s name and/or purpose.

With some buttons that contain arrows, you can click anywhere on
the button face — directly on the arrow or not — to open the menu
or palette (an array of colored squares from which you can choose
a color). With others, the button face and the arrow are separate
clickable areas. Clicking the arrow opens the menu, but clicking
the button face applies whatever setting was most recently chosen
from the menu.

To tell the difference between the two types of menu buttons,
point the mouse at the button. If the button face and the arrow
are different colors or if there is a thin line between them, it’s
the type where you have to click directly on the arrow to get the
menu. If there’s no separation, you can click anywhere on the
button.

In the bottom-right corner of many of the groups is a small square
with an arrow. Clicking this square (called a dialog box launcher or a

PART 1 Getting Started with Office 2019



properties button) opens a dialog box related to that group. For exam-
ple, the one for the Paragraph group in Figure 1-3 opens the Para-
graph dialog box, which contains controls for every button in that
group plus more options not available on the Ribbon.

Not sure which tab contains the command you want, or what the
command is called? The Tell me what you want to do. . . box (shown
in Figure 1-2) enables you to ask questions in plain English. Just type
your question in the box and press Enter to see a list of relevant com-
mands, and then click the one you want to issue that command.

When you resize the application’s window so the window is narrower
than normal, or when you run the application on a computer that
has low-resolution video settings, the controls on the Ribbon com-
press (squeeze together). Some of the groups turn into single buttons
with drop-down lists for accessing the individual controls within
that group. For example, in Figure 1-4, most of the groups are com-
pressed, and one of the groups has been opened as a drop-down list.

Click the button for a collapsed group...

prd Faithe Wempen Ea O
gs Review View Help QO Telme | & | 3| |®
AaBbCcDc AaBbCcDe AaBhC - @J
T Normal = TMNo Spac... Heading1 |5 Editing Dictate
Styles i I} Voice ~
4 5 OFind €7
2. Replace
[} Select ~
Editing

...To expand a group and select
a command from it
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Quick Access toolbar. You can add buttons for frequently used

Above the main part of the Ribbon is a small toolbar called the

TIP

commands here (as many as you can fit). To add a button, right-
click any control from any tab and choose Add to Quick Access
Toolbar, as shown in Figure 1-5. To change the position of the
Quick Access Toolbar, right-click it and choose Show the Quick
Access Toolbar Below the Ribbon (or Above, if it’s already below).

Quick Access Toolbar

| (Pb voF l—l Documentl - Word
Home Insert Draw Design Layout References Mailings Review  View Help £ Tell me what yo

Calibri (Body) = |11 ~| A" A" Aav A IZviZ~izv E=3E 2l T | asgboede AsBbcede AaB
Paste 2 N — = — = fr] 1 r 1
. B I U-sxx A2 .A. Bl=== = o .. T Marmal | T KnSnar Head
. % Format Painter : - +L\\, Add to Quick Access Toolbar

Clipboard = Font £ ! Customize Quick Access Toolbar...

1 i 1

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...
Collapse the Ribbon

Right-click any control on any tab to add it to the toolbar

You can also customize the Ribbon itself, but that’s beyond the
@ scope of this book. If you want to experiment with it on your own,

choose File= Options and click Customize Ribbon.

Understand the File Menu
(Backstage View)
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Clicking the File tab opens the File menu, also known as Backstage
view. Backstage View provides access to commands that have to do
with the data file you are working with — things like saving, open-
ing, printing, mailing, and checking its properties. The File tab is a
different color in each application. In Word, for example, it is blue.
To leave Backstage view, click some other tab or press the Esc key.
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Backstage View lists top-level categories in a navigation pane at the
left; click one to see the commands available. The content to the right
of the category list depends on what you have chosen.

When a document is open and you enter Backstage View, the Info
category appears. It provides information about the current docu-
ment, and offers commands for protecting the document, checking
for issues, and managing versions. In addition, if the document uses
a different file format than the latest one, a Convert button appears,
enabling you to upgrade to the newest format. See Figure 1-6.
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The bottom-most command in the navigation pane is Options, which
opens a dialog box from which you can control the settings for the
application.

Create a Document

In Word, Excel, and PowerPoint, the Start screen appears when you
start the application, and from there you can create a new document
(or workbook, or presentation) by pressing the Esc key or clicking the

CHAPTER 1 The Two-Dollar Tour
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Blank template. You can then just start typing or inserting content
into it.

You can also create additional new documents. An easy shortcut to
do so is to press Ctrl+N. You can also choose File> New. That lat-
ter method has the advantage of opening a selection of templates
you can use to jumpstart your work if you don’t want a totally blank
document to start with. Choose one of the templates that appears,
or click in the Search for online templates box, type a keyword, and
press Enter to look for a certain kind of template. Let’s forego the
templates for now, though, and keep working in this chapter with a
blank document.

Type Text

Putting text on the page (or onscreen) is a little different in each of
the three major Office applications: Word, Excel, and PowerPoint.

» Word: The main work area of the program is a blank slate on
which you can type directly. Just click in the work area and start
typing! Chapter 2 explains more about typing and editing text.
See Figure 1-7.

» Excel: The work area is divided into a grid of cells. Click any cell
to make it active, and type to place text into it, as in Figure 1-8.
Chapter 7 shows how to work with text in Excel cells.

» PowerPoint: The work area is divided into three panes. The larg-
est one, in the center, is where you insert content on a slide.

If a slide has a text placeholder on it, you can click in the place-
holder and type, as in Figure 1-9.

If there isn't a placeholder on the slide, or if the placeholder
doesn’'t meet your needs, you can place a text box on the slide
manually. (That's covered in Chapter 11.)
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