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The Step by Step approach
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A IMPORTANT The Office 2016 apps are not available from the book’s website. You should
install the apps before working through the procedures and practice tasks in this book.
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@ SEE ALSO For information about opening and saving files, see Chapter 2, “Create and
manage files.”

The following table lists the practice files for this book.
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Part 1: Microsoft Office 2016
1: Explore Office 2016 Cho1 None

2: Create and manage files Ch02 DisplayProperties.xIsx
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NavigateFiles.docx
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PerformGoalSeekAnalysis.xlIsx
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UseDescriptiveStatistics.xlsx
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10: Create and manage slides Ch10 AddRemoveSlides.pptx
ApplyThemes.pptx
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ImportOutline.docx
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Chapter Folder  File
Part 5: Microsoft Outlook 2016

13: Send and receive email messages Ch13 AttachFiles.docx
14: Organize your Inbox Ch14 None
15: Manage scheduling Chi5 None

Ebook edition

If you're reading the ebook edition of this book, you can do the following:

= Search the full text
= Print
= Copy and paste

You can purchase and download the ebook edition from the Microsoft Press Store at
http://aka.ms/Office2016shs/details.

Get support and give feedback

This topic provides information about getting help with this book and contacting us
to provide feedback or report errors.

Errata and support

We've made every effort to ensure the accuracy of this book and its companion
content. If you discover an error, please submit it to us at http://aka.ms
/Office2016sbs/errata.

If you need to contact the Microsoft Press Support team, please send an email message
to mspinput@microsoft.com.

For help with Microsoft software and hardware, go to http://support.microsoft.com.
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Introduction

We want to hear from you

At Microsoft Press, your satisfaction is our top priority, and your feedback our most
valuable asset. Please tell us what you think of this book at http://aka.ms/tellpress.

The survey is short, and we read every one of your comments and ideas. Thanks in
advance for your input!

Stay in touch

Let’s keep the conversation going! We're on Twitter at http://twitter.com/MicrosoftPress.
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In this chapter

Apply paragraph formatting

Structure content manually
Apply character formatting
Create and modify lists

Apply built-in styles to text

Change the document theme

Practice files
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Chapter 3: Modify the structure and appearance of text

Apply paragraph formatting
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@ SEE ALSO For information about working with hidden structural characters, see
“Structure content manually” later in this chapter.

gl JIQ 99° U6Q 699 TS ILIR R6464AR, 2INREFE, ¥Y6° ARG SUNUS AAEE /4 2IAE 99
AT R} IREE FRARNER | 2AG ILIQ FIAIHER A1 QYA I9° IR GIRT |IR
FRQIR6S | AIFER NI, 2T IR ANGIT A 9 FERIRNG! AR LR FQASI 695°Ag)aq
aiuglier erelige @eIan |

A/Q A 62IF FUI QUER FR FUFLIR AR IK° 6RIF FUIF Fell SRR IRIA QIF I_°
QlLIdl REQLYER ULLIR KT IS IR AFERGR |IF1 98° QILIE IR AINREFE 98°
QAL QUGG JRREE FAAIRES | GQUeFE FUNTY IR AYS YF AT KNI
§I9e ARIKQES hidden RILGES |

Insert Design Layout References Mailings Review|

B Segoe Pro +110 ~ A" A Aa-r A
2 5
Pajte o B I U-vakex, x> A-¥-A-

Clipboard & Font [ Paragraph P

|_1...,,..:3?; ....... | ST N 3000 |

The left indent can be changed from the Home tab or the ruler

@ SEE ALSO For information about styles, see “Apply built-in styles to text” later in this
chapter.

AT 2198 98 AP e8RS FAE I9° JTSERYTA6R §T 928, 6068 2IAE IR AFERS I9° a4
695°9¢)2q e base 69¢ @QQIq Telg°q A @R g% restore YIS FRAIRES |
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660696R 2l F16Q1916 AAUILYLRR AINREFE, RES6ELR, I9° 69TFPER A6RR
6T FRRIG SILIT, FT FF AR YL° IFQ BI6 89S 269 UG SlAmE]
QFER ISR SRR 6REREIER CAIRES 6IMRIN |

Paragraph ?

Paragraph ? X
Indents and Spacing  Line and Page Breaks
Indents and Spacing  Line and Page Breaks
General

Alignment: Left E Fagination
Widow/Orphan control

Outline level: | Body Text v Collapsed by default D Keep with next
[] keep lines together
Indentation |:| Page break before
Left: o = Special: By: Formatting exceptions
Right: o : Hanging v| [os- E [ suppress line numbers

[[] pon't hyphenate
[ Mirror indents
Textbox options

Spacing Tight wrap:
= None
Before: Opt > Line spacing: At b
After: 9pt = Multiple v| [1.08 [

Don't add space between paragraphs of the same style

Preview

Tabs... Set As Default Cancel

The Paragraph dialog box

Configure alignment

URINEFE 695°A0E g ARG arIER dIUGI AIOYR RACISA 6§ TLQE K62 | FI6AUT AINRNEQE AYR ASK:

= Align Left : 92I 6208 SR, AIQUFIP NRECFE | 92! QUYL J63YR G Q¢
qag QIF 9Y IR A9l AIF R64E6R 699 F6Q | 9L IR Tl FIEl AR 98° 9@
SQ Q218 IR RS 89 |

= Align Right : 92| QIQIFIR Y624 AUIER Q1L 4q QILld 9 aIde Fau
GILl8 REEQER 699 K69 | 9L IG QoI LIRIE IR 99° 9 QAT UIAER
286 99 |

s Center: 98| QIQUGICPR D6SYR AIE QI 99° QILld Y AIFe Fal R6449

FRIEA 68 K62 | 9L PRICPH Q1T 9Q° QIRIE UIRECR UGS €9 |

Justify : @ 2ININEFE FNYLR FUEA FYFURG ARIF2AN QLI Q the IR ANYILR YESUR AT Q€1 & QU
Y FIRe G REYYERA I9° AIAUFIPA J6GUR UIBA BILIS (18 (6619 AT SUSTP) GILISl FIRe G REAQER 219
| 1921 Gl Q11 98° QILIEl AINER ARG g |
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Chapter 3: Modify the structure and appearance of text

ARRER 29 ANRNCFE 6] QU6 2SI ARRRYLS J60UR ANREFE AYR R RSG G4 |

To open the Paragraph dialog box
1. Do either of the following:
Home 621 SYI] @9l 6R2IAG FYIS AY6S, AT FQd 69, AN GIANG 9 RIQ §R 79 |

Home 621¢] 6419 QE69, TG 19 69, 698l ¥8° TINFIL 699 997 7R 79, I9° GIT6R
ARG 699 Y] 51 299 |

To set paragraph alignment

1. 1. 9dQ g AAGIPA 699 anywhere 69 LIF6R QGlg, A9 AIDE 2CRY
Q0RIg SI192SI 971D AIUFIL FAR K9G |.

2. Do either of the following:
« 69l¢ SUI] QUEQ, UL FQd 69, AIMRY I, 688, CILI6g
URRY 998, @9 6] 997 2 99 |
. dIQUYIE Gl g 66lm | RESEY 99° 694 FUIF A6, AIRIIKE 6]CE,
ANRECGE CINRNER QIF), 698G, BILIE qel Qe 3 299 |

Configure vertical spacing
Paragraphs have two types of vertical spacing:

m  Paragraph spacing: d664a dIQUglc? Qé@ JQ° J6Q 694 697 /%
AIQUGIE FRIER 699 | 9T FIe ARIQES points INEER FlIF @QUAI |

= Line spacing: dIQIFIPrR 62$lI9Ee F1kI6R ]I DR, dIOYR Q@S (988, R, &l
9@ FEY R AUIF) Fal 9679 Fal 908 Fg 19 FEY A8 699IgEea A8s!
699 9% QUISY SRS |

@ 2016 69 98 62IRYS CQUEFLYER IR TR ARG SUNUIF 62A& 1.08 AT | 698 USUIF TAREL 7S
2AQ6R6A AI0YR QA IS FOF 6KI91YGIE IRSER KRR 99° 24 I8l JYI6R S YIF ARG T ARGEE R
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Apply paragraph formatting

The line spacing of this paragraph is set to the default, 1.08 lines. A paragraph can contain one word,
one sentence, or multiple sentences. You can change the look of a paragraph by changing its
indentation, alignment, and line spacing, as well as the space before and after it. You can also put
borders around it and shade its background. Collectively, the settings you use to vary the look of a
paragraph are called paragraph formatting.

The line spacing of this paragraph is set to Double (2 lines). A paragraph can contain one word, one
sentence, or multiple sentences. You can change the look of a paragraph by changing its indentation,
alignment, and line spacing, as well as the space before and after it. You can also put borders around it

and shade its background. Collectively, the settings you use to vary the look of a paragraph are called

paragraph formatting.

The effect of changing line spacing

QUG AIAUGIP I AIUGICP ¢l yles @1 AR 2198 dIQIGIP 99° RIRY SURJIF 697 SQIR6R | CRIRY SUILER
dIUGICP 699 6919 I8 §RF SAR 81 IS I8 SQUETILER ARYRI°E TVARLA UNUIFG 919 LAY FAUIRES
| (0Q6 6?1@@ dIQUglIee 6996 QI?‘IG AR, 6?12_{ @Q@ﬂ@ﬁ? QR AIUFI QUARUIF I9° 6Q6 UG FAQE
QR |) 9L Sa996e, Al FEe Q10 95966 geIS IRl FIFS, ARIIRE AINUGIE 6l style MR UL IQ°
AKUIRY €l yles R16Q IRAREE A1 [IHY K62 | 6AAIFR UGG AR ARG € style 71 QU6Q FEQ F6X |
(g1 60HEMEYE 6D, AKUIRY €l yles R1YER ‘Z]IMIQé’I €l style ?1 QU6Q ARIAG |) ARG 6%96? QQ‘&Q@Q
69QR IFTR SQUEAILER ARIKE 4§ style R1g JRREE a9, 98° AGY ARRYLY RIS K69 QE|.

The following table describes the effect of each Paragraph Spacing option on the

paragraph and line spacing settings.

Paragraph Before After Line
spacing option paragraph paragraph spacing
Default Spacing options are controlled by the style set

No Paragraph Space 0 points 0 points 1line
Compact 0 points 4 points 1line
Tight 0 points 6 points 1.15 lines
Open 0 points 10 points 1.15 lines
Relaxed 0 points 6 points 1.5 lines
Double 0 points 8 points 2 lines
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Chapter 3: Modify the structure and appearance of text

To quickly adjust the vertical spacing before, after, and within all paragraphsin a
document

Style Set

:(34 Default
ry

Built-In
% No Paragraph Space
% Compact
==| Tight
% Open
% Relaxed
Double

Custom Paragraph Spacing...
. BRIRQ QU] QUER, BFYEIE orelige Q9 69, dIAUYIP 694 691 gedie RAQIq AIAUGIP 699 6] {K /9 |

Each paragraph spacing option controls space around and within the paragraph

1. Click the option you want to apply to all of the paragraphs in the document.

To adjust the spacing between paragraphs

1. 294 2ISeS 896Ig 91528l 9919 AT S8 89S |
2. 6RZIAG U AL6R, ARG FQE 69, 699 YIQ IS° 2GR K9G |

695° 969 QURIR.
Indent Spacing
3= left 025" - 1= Before Opt :
=& Right: 0" 2= After  Opt :
Paragraph Fa

The settings in the Spacing boxes are measured in points
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Apply paragraph formatting

To adjust spacing between the lines of paragraphs

o 2dQ q QNG 60 anywhere 63 YIF6R ASIG, AR TS ACEY FRQIG SIS 1Y AN
0L S99 |

e 6%4l¢] 9419 Q69 JIQUIITE QL 6 ¢166191% E]IQIS]IG’%QQGQ

g 2ILRR6E 2GS, ARG
l\‘19° QAT 6996 2a A9, 98° ¢1d6a 65§60 el 36 mIRg &

1QIQ @ any 69 98 999G

Line Spacing Opticns...

Add Space Before Paragraph

>[I i«

Remove Space After Paragraph

You can choose from preset internal line spacing options or adjust paragraph spacing

2Igd 699 ASRY FRUIR6S | 69F QAT a7 FUQ 6959 5.9 @ASI
I F6Q1R16 AT AU6R 9@ 99 FFIAG AN 6219 €9 Tl
2991968 €9 |

@ TIP 69181 98° QIQIgIS 699 6619Q 1681916 Alalgier g6'q 99° d6a

Or

1 edQ g aIgiera 699 anywhere 62 IG6R Q8lg, A8 Al ALY
PRQIg GILASI AN AT CAR F9G |

2. AINGIEP QIARS] 9F 66IR | REALE I9° 699 FUIQ QU6S, 699 IARIER, AE AT USUIFER SIE2S]
2ICAU6EE Q0 I9° GII6 368 R 998 |
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Chapter 3: Modify the structure and appearance of text

Configure indents
@I@GQ aidél QZII‘&I@]IGD Q 64169 I9° dIOY @ length ij%i dIOY Il @Sim 6€102N 6L Ql{I%NI aQ
QUIsYl @6 QIQ Ngl Q%\QG@ 2Igé FIOYR FIAAIFER ARl YRR |UFl, GILIS, AR I]° SR ﬂlf&?@
QUG KB |.

@ SEE ALSO For information about setting margins, see “Preview and adjust page layout”
in Chapter 12, “Finalize and distribute documents,” of Microsoft Word 2016 Step by Step
by Joan Lambert (Microsoft Press, 2015). For information about sections, see “Control what
appears on each page” in the same chapter.

69% FIAQ OIQ 69§F IS 97 AT AEAE | 2T 621F] SUIS ATER ] G7 X AT REAQY
IR FRAIRES, @ A8 REAQILT AUFRY SI9e AUER 699 FAUINEE | F6RIT REAE AT
AQ6R6R 1S QU6 QUIE 2IN::

= LeftIndent: Y€ 2Q6RQQ 6GUR AIGA QIRY QI QG QUISYI 6 | .

= RightIndent: 92| 2Q6RGR J6CYS UITR QIRY QILIS QG QUISHI
Q6 |

= First Line Indent: 42| 2Q68Q% dIfl JIGR IQE 899 QUISUI 962 |

First Line Indent Left Indent Right Indent

BN SR D WA DR SO RN, SR R B & e b .

Periodically you might want to experiment with structural or content modifications, or you might simply find
that a change you've made didn’t work as intended, and want to undo your changes. The Office apps
provide three levels of change reversion:

o You can undo one change at a time (and redo that change if you want to).
¢ You can undo all the changes in the current app session.
¢ You can roll back to a previous version of the document.

@l6qIR 2w 2l 2R e 2w 2l

The indent markers on the ruler
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Apply paragraph formatting

Qe meslel NQ° Q?Jﬂ MY Nee ?IIG?Q R @9’% 695° 6@@8 0.0 ", 4I<l QIe1 g IR 986 AFISAUR |
118 R6EE FIFA AR Gorm 69G° 6@@@ Qlel ﬂlﬁ??@ Qlglg aIEe Gﬁ‘i@ 9@l | QQIL0d 9949, 98 gYQ
2IRIQ 8.5 "2AG! 99° Q¢ 4Q° GILl6l ﬂlﬁ?%f 1.0 @ 649 62108, TR, CILIE REEE AR 695° 69RR 6.5" |

98 I8N 3 P64 F9 92T ARG 2644 9] FRGIG 24 SIF REEE 19° 9T ARG R6EE AIFQ
QUSE SRAIRES | LU R6EAYRT AIRES bul gEMEET 99° FAAYS GINGI IR FISLE 2N,
6269 6ME Gl FAQ SN AIOUOIQ K] REAE 6LIRAUN (84S ,, 2! Yl | eiel dIT
R6ELICR FNFUR Y6BUR UG AFERIN TINAG PU6EILER YRS g TIL! AI0YR A6HR AGQR
AIQIGIPG 69% SI00 | AR IRINS AEEQYER FAF6R D2 ARG REAL FIFA QULLIR 5 699
62108 ||

@ TIP The First Line Indent marker is linked to the Left Indent marker. Moving the Left
Indent marker also moves the First Line Indent marker, to maintain the first line indent
distance. You can move the First Line Indent marker independently of the Left Indent marker to
change the first line indent distance.

To display the ruler
1. On the View tab, in the Show group, select the Ruler check box.

@ TIP In this book, we show measurements in inches. If you want to change the measure-
ment units Word uses, open the Word Options dialog box. On the Advanced page, in the
Display area, click the units you want in the Show Measurements In Units Of list. Then click OK.

To indent or outdent the left edge of a paragraph ]
1.%@@ q dIQUIIPR 699 anywhere 69 JIF6R QIG, @€l 2INE LRV 2RI FILAS A AU
U A9 |

1. Do any of the following:
Home 6€1¢] 9419 @d6Q, dIQUDIL F1Qd 69, MESLE @ or g @l meeld Lid @99 rﬁﬁ?\ a9 |
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Chapter 3: Modify the structure and appearance of text

@ TIP You cannot increase or decrease the indent beyond the margins by
using the Increase Indent and Decrease Indent buttons. If you do need to
extend an indent beyond the margins, you can do so by setting negative indenta-
tion measurements in the Paragraph dialog box.

. RGP GIART 9F 6SIR | R6EQT I9° 699 YIS AU6R, REEELAR 6986, A6EL] Qe
qIg6a 699 991G, Y9° GlU6R 367 57 K9G |.

. Ruler €198 Q69 QI REAE FIFAG IR FITg T8 6IRAIER
2198 AIUGITrR 99 Sl Aiq AYeIG FISRT |.

To create a hanging indent or first line indent

1. adq g aIgiera 69 anywhere 63 Y1969 Q%lg, @9 28 2SR ARSI
SIg2Iql 9919 QINTI BLF *G

2. ALY GIOMG] 9F 65N | R6QQY 99° 699 U] QU6R, REEEL 2ERER, TAC ARG F] TR
@el 694Im g6 LUk FAG |

3. 969, REQLA TS 695 KA, IS° GIU6R B6@ §F FQG |Or
1. 2Q6RT 49199 QIfl 644 69F @9 |

2. dl9e @6, YL NNG REAE: ﬂl@@ﬁi 4@ ¢lldg Q16g 6920169 2IQE AFERIQ g1 UG
219¢ K3Q1g FI9RT |
To indent or outdent the right edge of a paragraph

1. ade g augiera 69 anywhere 63 ZIR6Q QEIg, Al A8 2ISEY SRR SILASI A1
AT SAF FAG |

. 9IRGe F/IQ @ Do 95 a9g:

. Ruler §I98 QU6Q, ARG R6E4 FINag A9 AIIG 6163 64K0I6S 2T AFERIN
AGRIR FILIE IR 69F KRG FILRE |

o dIQAYIP GlAMG @F 65IM | RESCELR IF° 699 FUIT QUER, NEEEALR 68L69,
QeI QIF6R GILIE REAE 699 K9, IL° GIU6R 364 §Q A |.

@ TIP 62948 QIQugIcr 2IRIR6eE D2l @6, AIaIgIc a 2ILI8 MIAF §a '
62IR4R, @9 @ line 9 dIG 907 R644E Fl Q4 QILI6R TR 689 QT |
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Structure content manually

Configure paragraph borders and shading

To make a paragraph really stand out, you might want to put a border around

it or shade its background. (For real drama, you can do both.) You can select a
predefined border from the Borders menu, or design a custom border in the

Borders And Shading dialog box.

Borders and Shading ? X

Borders  Page Border Shading

Setting: Style: Preview

A Click on diagram below or

None use buttons to apply borders

Box

]| ] | (T
w
>
5
2
T
[E]

)
w
o]
[a]
=X
|2
<

— Width:
‘\ Custom 1
i =i Apply to:
Paragraph v
Options...
OK Cancel

You can customize many aspects of the border

After you select the style, color, width, and location of the border, you can
click the Options button to specify its distance from the text.

Structure content manually

696M696R T 9@ AQERE 6 oY AIgAIR LFe SRR QYR | 906 @9
NILC YR FUSLIR K3 IS 9L FQAIRER: 66! 699 9Q° FUIQ | Y€ AVRYES
QAUClE Y 6069696R AP T 98° e de@s 6%y aag aAQ
621N |.
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Chapter 3: Modify the structure and appearance of text

The hidden characters have distinctive appearances:

= A line break character looks like a bent left arrow: <

m Atab character looks like a right-pointing arrow: —

dIQUGICP 6519 FRR IR FEY 96 9] dIQUGIP R 98 AT FLIN QS AR 2S99 MG 69a

LI FQAIRER | 2idel g6 I @ que g 99 UIF6R 699R Qae oy gede RAQIg, A% 9 99
Qé@ I 696 QIEPQI IR QUELIR SIS QILI AFY2 LURECPERES 699 |

@ TIP 9@ ARG 657 93664 SAG1 9@ o0 AGERT Aa 62 §IZ, 664
6066696m 2IA4 AIN-GIT PEIF°q 65g% R IR AEF6ER delicl a8 KLl 99
ARG 657 98¢ Aflg g9, PHIF° 609R 698 UFER g6%, ATG AERIER

@ SEE ALSO 98I 99° GQI6 697 G8a6Q 969 919, FIR6RIAE ¢l 2016 Q
2RI 12, "GQUCFLIT S TIRRIA 99° 9] 69 "Y66UR IIl6R Qlgl
694 GISI FA86 998" 699G |( Microsoft Press, 2015).

NG QU] Q4 9R% 0QU6r& QIR FRIER 2] YINg QUI 969 | AQILAE IR, 218 SUI] QULLIR
AR IS AIRTF, G DIOY AR A°HIFL] AR FQAIRER | GIU6Q 2T FUI ] 699 KAUIRER
i€l FUIRE 6997 R AT ¥° ZIMINEFEG QUISH K6 |

Left Tab Center Tab Decimal Tab Right Tab

L VRTINS KA WS 0L RO W ST N s SRS .. MRS MRS 0 NI WA

We-coordinate-many-types-of-cruises,including-the-following:1

- Traditional-cruises -+  Formal-atmosphere - $1599.99 - Worldwidel
- Freestyle-cruises - Casual-atmosphere - $1299.99 - Worldwidel
-+ Weekend-cruises - Quick-getaways - $999.99 -»  Domestic-onlyf

You can align text in different ways by using tabs

4R QU] 94l 9R% 9QU6FE QUIRIS F1IER 2SI GG U K69 | AQILAE 999, IS U] UFTIR
A% IRl AIRTF, G DIOY AR A°HUIFL] IS FQAIRER | GIIEQ 2T FUI ] 699 KA
QI SUIRE 669F Q AR 9L° AININEFEF LUISY K69 |
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Left Tab Center Tab Right Tab Decimal Tab Bar Tab

e

The tab settings

You have the following tab options: E-

» Left Tab : SUIQ Q9 986 6699 @ QIFl 49 2IAAR 990G |
= Center Tab : SUIS 8¢ 986 QIO 689G 2IRIAR 990G |
= Right Tab : QIS 8¢ 986 699 2 21218 €49 ARAR 798 |

= Decimal Tab : 69 ¢ 926 6959 69 @€fia 89 (ARG a 9]
degie gaY) ARG 998 |

= BarTab : QUIQ ®d 8569 98 QR 6% AR F6Q |

AG 298 €I9e 2969 SUIS B Ta @99l 2GUS FRAR, 6669 TS UIQ AR FQ YIS Y 699,
A, 2IRRS 99° ellg FRATES |

Tabs ? X

Tab stop position: Default tab stops:
0.5 0.5 =

0.5
275" Tab stops to be cleared:

4,57
6.13°

Alignment
@ Left (O Center (O Right

(O Decimal (O Bar
Leader

®) 1 None O2-a B
@1

Set Clear Clear All

You can specify the alignment and tab leader for each tab
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Chapter 3: Modify the structure and appearance of text

AT 2198 SUIS RS SULLIQ ARSI FILIT 6968 S YT VARG 2GR FIFl FRAITES - Qalele Al
6DDAG @9 A9 QUi SUIS SR 6699 926 6699 26 °6alsl /2Rl | | RAILAE 994, AIOUR
JY 999G 2IF 929 FA9Ig FYAY IR AINdER SUIS 62GIFI6e AUCLS! |

6066696R 208 SUIS VR IG6E 998, SUIS AWAR GITIEER S 69g% ITIR IR AL |
62IRAN | Q1208 999, AT 2Ige I8 6949 S %4 699 AaE, U] /1 Q9IRS §Ial 6959 §FS Alel
Q its <19 4LIR 68F YIS VY ITE ACISAIR 699 |

QI AT 99° AQUIFY FORIRS 4gEa gedle aal RoIas AR |
. QYRGYe FRIQ 6915 K9g:
+ Home 62l¢] SUI§ Q69 ARG GRE 69, 696G / RIS 1 TR &K F9g |

o Press Ctrl+Shift+* (asterisk).

To insert a line break
1. 6090169 21 698!l AUFFAIG S1LRS adQ Q6ig |
2. GRS FRIQ @ Do §3F *9G:
Page 6R2IAY FUIS AUER, 607 6992Y FQT 69, 697 §F 70, I9° GIT6 §F 0G|
QoY QUAR? |
3.press Shift + Enter QQIg |

] To insert a tab character )
1. 6406 2Idél Y19 Qéj GQI{:‘QI@ 6‘@@@, QQ]Q QA |
2.9419 a1 QQlg |

To open the Tabs dialog box ] ]
1. 99 T4l 2R UG R 69K portion 89 2°8 SAG |G QL IR AT FUI] Y IRASIRG [QQlg QI?Z@@ |
2. dIQUQIP GIAMG] 9F 651IMm |
3. 268449 99° 699 TUI R §Y-9IF 6QI869, TUF, TR |} 29 |
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To align a tab and set a tab stop

L

Or

9@ @9 29 AP Q 69 portion §1T 2°¢ AR 9 ISl AR 2T U]
29 699 209Ig 21988 |

QU | FIRIFER 88 FARIG SR QIFl 46 2|1 FUIS 9] §R [ |
ARNRCSE, I8 G693 |

o QI

° 6QQ

e 09

o QaI0IQ

* QIR

When the Tab button shows the alignment you want, click the ruler at the point
where you want to set the tab.

@ TIP When you manually align a tab and set a tab stop, Word removes any
default tab stops to the left of the one you set.

1. SUI] QlOmY| 9F 661G | .

2. 9UIQ A 6DIRLR 9F69, G2l SUIS Y IR 64IRL] 9696 @9 |

3. ARNREHE I9° MBQ 689869, Y& YIS ¥ AR AE FILAR FRFIER 699 29 |
4. 9YIQ 697 2RRIq 699 §a FAG, Y9° GIU6R 369 {1 2G|

9@ QAR A YIS B A §6 9R9ER @R9Ig |

1. Do either of the following:

« The €198 QU6 GUIS AISR Qlag |

. Tab QUIS, CIARS 9F 6HIR | TUIS VY 6TRAR GINRIER, AU IASEE FALIG SIL2US!
QU] A TLQ 99 | FUAIR SUI] Y APl RQRIG APl 9TQ FR ¥ | TUIR VY
6019 9F69 Q6YLEAQ TUIQ VY 6DIRAR D696 8AG, 649 ) F9g 96° GII6R 369
f 998 |
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Chapter 3: Modify the structure and appearance of text

To remove a custom tab stop

1. Do either of the following:

« The 4198 QU6 QYIS AIFR F161G | .

. Tab QUIR SIARS 9F 64IR | SUIS VY 69IRLR SIRRIER, TS TSGR KRG FILUS!
UIQ AY T 991G | FQUAIR SUIQ R APl ARRIG APl TR FR 99 | SUIS YT
69IR9] SF6R QEYLEEIG TUIR B 6TITAR Y699 FAG, 697 GR TG IS° GIT6R B6R
% 999 |

Apply character formatting

I8 GIEFILA Q84 6RTR BFU6ALR QIEl g6L Q 6I6FILA IRAEI TH6R goRI £} JLLIRIER
QLI 968 | I8 GAGE Q606 8QU6FIE 1T GAITIE QINER TEIY 62N TVALY I8° AAYD
JITq QAIGIEYEE UIad @52, 187 9268 9AIF A9l QUKREHS g8 UIRd G68 QI 64% any &3
QQI @9 6991 IRIR AASIA VFIGI QU6 2R 2T 2T .ole K69 |

QEQ I 2RILER, S AUFPER PEIT Y6LT FARIN VKT FVACR FIT6M | & ST 9]
2Qu6514Q AloY reliF 0GIa 985G 2LE® K6a | 28 Al0Ysa g6l @Rl SreliSeq aa erelige
RIS6Q GRITN | 4lE 2U6FI469, 2ITd G galan of eI gesis aaIRss:

= Font ¢, & ARG, 691}, AFIRG, ALAAAR, VIR, 998Y, LI9FL, PE AP 99°
LRAING QG 926 QUGG o erelig |

QRIS CIOY gRIS QIS 94 QILYead ALES F6Q I9° QP QRN |

o 9QU6AE 65¢I6RT 986 aT6 Arelies] 4 yles 71, QIQl ARIR 2697 6897 AI0YA

Q99 JRITE F6Q FIF FQ° FORYRET ORI €13l JRIF F6R (6UTAF FIRTR IS°

6RG0P) |
6966696 T8 IR BFUEFIGER 609F I4Q F9E, Y9I IR GEY IY6R gadie 99 | TR AINES, IR
9% ¢liR 894671467 TI0Y dI FYILS e 628 11-04¢ ARG, @g AIAE 697 any & AAUER 649
element 83 QAN PE UALEEG FAAIRES | A°YITS AVFRF AU6R FER 8 AARG PLYFR
6915 REUFAQ ALY FAUTAER QG 6QIRAY | ARINE FEYFTRER AR, AL, 99° IR, FY
6UCNR ALES |.

You can vary the look of a font by changing the following attributes:

= Size: dig 96GYR PE6A 9 2IRIRA AR IF AILIG Y8 SL8e U6 |
(696R696R 2UE CINFIESB 62IRYS! EAIFFOIQ AT AR 697 KAAIRES |
699 p) 98 {g 62@8 Y@ @8 1/72 (dit 0.04 63889Q) |
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n Style:dI€ 60YR PEEQ PG ¢l styles R1Q QLR AR | 420IQ AIJIQE
62Q8 ARG (79l 2IQN), RFIMK, 68IM, I8° 6917, RTINS |

n  Effects: JQIRYES 6T @7 PEGLe 9F QAUAIRAIRR, 6AURG 2A4ANRR,
6215 QUITSIR AV (6RIF QUIY), @l RI |.

Character spacing: 3 § @2l 2Idél 2JRX C1UERQ UYLJUIR Salal
RAAINES |6Q71eeg AmG FeU 9ag T3l |

Q6 &8 9d d99q TR K6, 6996F ARIAEIS um IREE | RLIEAE 9 .94, 2T 99 691R P&
¢l style 719 S61Q AIFAER I° YR QFPA SLG FINEA FULLIR AR FRYEF e AAUQ T06Q &8l FAUR
dIRg |

You apply character formatting from one of three locations:
= Mini Toolbar

SegoePro  ~ |10 = A" o7 N ﬁ,d-
B I U3 - A-:=-:i=- Styles
ag gm QIQ 6 2exa AlRIIRE erelIGe QPR UMY A& 26! 60'gQ Y& RS AFI6R 6L |

The Mini Toolbar appears temporarily when you select text, becomes transparent when you move
the pointer away from the selected text, and then disappears entirely

Calibri (Body) |11 ~ A A Aa~r &
B I U-aex, x A-3¥¥.A4-

Font ~
= Font group on the Home tab: Y& 69§ P& QORIRS AR QoR 218@@
Q6 9Q° 2IYE QULLIA 2RI AR 2J]I AYRI°H P& 2ITQUY |

The most common font formatting commands are available on the Home tab

= Font dialog box: ¢ QIARE 959 ¢l-2RINE 6T 6l 699RF 681 QUIg
98° 408 24RING QURS |
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Font ? X
Font  Advanced
Font
Font: Font style: Size: Font  Advanced
+Body Regular 10 Character Spacing
8 "~
9 Scale: 100% v
o} — 7 o
Bold Italic 11 Spacing: | Normal ~v| By =
12 b4 fadeire | 2 e
Position: | Normal W By: e
Font color: Underline style: Underline color. [] Kerning for fonts: 15 Points and above
Automatic v (none) v Automatic
Effects OpenType Features
[ strikethrough [ small caps Ligatures: Nome =
[] Double strikethrough [J ANl caps » —
[ superscript [ Hidden Number spacing: | Default vvv
D Subscript Number forms: Default v
Preview Stylistic sets: Default v
|:| Use Contextual Alternates
computers

This is the body theme font. The current document theme defines which
font will be used,

Set As Default Text Effects...

Cancel

Font attributes that aren’t available on the Home tab can be set here

A /2
fret /" A \"- / \
| (N 4

B

& Qutline »
A Shadow v
,},.. Reflection »
A Glow »
123  Number Styles »
fi

bc Stylistic Sets v

2F9Q QU FGRINS AR AR FEIF° Y6LNIT RS 9EG, S 2R B 6T AR IR SAF6R Y

ARG AIOY JRISYER (696m696% GG IS QRIAIN) J6AIT FRURNES | QURG IAULYLR AR 2J¢]
QAP AEG 6715 SRS |

You can apply any predefined effect in the gallery or define a custom effect
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4@ gL @8 AIGIER Q19R19, 664 28 631IFY 62AIRTR LI ¥qUecq Flng'n I9° AR
QUQIRYERER ATG QGG SILIE QLI 28 6419 AR 69917 FILRT |
To change the font of selected text
1. 98 gR QIQ 6Q @2 62171 FUIQ 6Q 2] P& FQd 69, P& CIRRIER, A EIYR ARG Qlé'ej@l
req 3 3] 99g |
To change the font size of selected text
1. Do any of the following on the Mini Toolbar or in the Font group on the
Home tab:

&E ARG SIRNIES, 2IUE g62ls @ASIG SIS FE ARG 7R 990G |

Font €& QIRG 969, 208 F6RIS 8R9Iq S1F2S| & ARG Y69F F9G (Y98F 98 AR QL FIRFIER
6QSIIN Q1F) | 6’ T69 94Q §1 981G |

Set 699 RATECIY6R P& ARR S To cIRNQIG, P& ARY 98 §K QG |
QER, @A Ctrl +> QIS |

Set 649 RAG6C46R FE ARER E1Y 99QIg, P& AR LD F] 99 |
QER, @A Ctrl + <QQIg |

To format selected text as bold, italic, or underlined
Do any of the following:

Mini §& §R SIQ 69, 6917, RTIAG, A9 ALARIAG T9F 59 99 |

Home 621 SIS QU6S, P& FIQE 69, 6817, ATIAG G 2LARAR 58 99 |
Qo]

QI04g 691R IS6R PElIT @RI Ctrl + B RIS |

6999 § RSIAR A6 rellg RARIG Ctrl +1 QG |

@ TIP 1681918 Q10469 €1g I8 GG ALARING €l style A1 J6AIT 9RQIG, 621 UIQ
2266 24anIng 67 dIF6 Jel 619 §a 899, ¥8° S1d69 SIAKI6S, 2Igd
AGARIAR 9 style R16Q 58 99G |

1. dIoyq ALMRY KARIG Ctrl + U QLI |

To cross out selected text by drawing a line through it
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Chapter 3: Modify the structure and appearance of text
62lF] U QU6 P& T 69, FINREY 967 |} @2 |( On the Home tab, in the Font group, click the
Strikethrough button)
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To display superscript or subscript characters

1. 2198 Q6ARAR 9AQIg 91921 24P 098 /9SG |

2. 6RI7] QU] QU6 P& QY 69, FIMYE RIQ @ do ST FAg:
3.2999%9 RN Of €191 JIRISR KAQIq A9FY TR FA 998 |
4299959 ARG g JFISR 2AQIG YUAIYL 0] 49 998 |

To apply artistic effects to selected text

. 1. 69lF SIS QU6Q, P& FQd 69, 65957 RELPYY 99° FIREAIFIT?
A0Q 3@ 99, Y9° GIU6 FIYMGYE FRIQ @ do 895 9g:

. Text 6599 R6reg Ye° FIR6AIGI qUIsmAIES, A8 deisl faRlg
2192l derele Qg Ag4g 49 999 |.

. 6999 R6req 99° FIR6IFI 661969, ZIRG ARG, BIY, JCLRR, 69,
A9 YRR, RIS, 2l WUWANIR 649 ] 899G | ClU6R 698 JRIgea
deRol 99° QUISA 95QIq 4967199 QUER SAG K9G |.

To change the font color of selected text
1. 62161 YIS QUEQ, P& TR 69, JAFIF FRRIG P& AP G129 ]} K9G |
&q Q&P 691G |

@ TIP To apply the Font Color button’s current color, you can simply click the
button (not its arrow). If you want to apply a color that is not shown in the Theme
Colors or Standard Colors palette, click More Colors. In the Colors dialog box, click the
color you want in the honeycomb on the Standard page, or click the color gradient or
enter values for a color on the Custom page.

2. 96| and GeU WIE aRd AYEAT 69, 697 aErg F68IA1E I0Y6R J6Lls ARSIl I A& 89 649 @9g |

To change the case of selected text

1. Do either of the following:

1.Home 61| SUI] QT6S, & G9E 69, 609 JALER TR §Q F9G, YS° FIU6R 6I64], 699, 6AAR
6@9], UPPERCASE, 96644 4@lgq QUTSIAING 998 Gl 63191R 69€ S8 QG |( On the Home tab, in the Font

group, click the Change Case button, and then click Sentence case, lowercase, UPPERCASE, Capitalize Each Word, or tOGGLE cASE.)

2.Standard R4/ 699 AYR (1KY 699, UPPERCASE, 6mISQ 689, Y9° J60Ye 499 2UITSINIRR)

cleele o9 Q@Qla QUARURX Shift + F3 @RI | ( press shift+F3 repeatedly to cycle through the standard case options
(Sentence case, UPPERCASE, lowercase, and Capitalize Each Word).)
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Chapter 3: Modify the structure and appearance of text

A IMPORTANT The case options vary based on the selected text. If the
selection ends in a period, Word does not include the Capitalize Each Word
option in the rotation. If the selection does not end in a period, Word does not
include Sentence case in the rotation.

To highlight text

L

Or

Select the text you want to change, and then do either of the following:

e On the Mini Toolbar or in the Font group on the Home tab, click the Text
Highlight Color button to apply the default highlight color.

o On the Mini Toolbar or in the Font group on the Home tab, click the Text
Highlight Color arrow, and then click a color swatch to apply the selected
highlight color and change the default highlight color.

Without first selecting text, do either of the following:
o Click the Text Highlight Color button to select the default highlight color.

o Click the Text Highlight Color arrow, and then click a color swatch to select
that highlight color.

When the pointer changes to a highlighter, drag it across one or more sections
of text to apply the highlight.

Click the Text Highlight Color button or press the Esc key to deactivate the
highlighter.

To copy formatting to other text

L.
2,

90

Click anywhere in the text that has the formatting you want to copy.
On the Home tab, in the Clipboard group, do either of the following:

« If you want to apply the formatting to only one target, click the Format
Painter button once.

« If you want to apply the formatting to multiple targets, double-click the
Format Painter button.

When the pointer changes to a paintbrush, click or drag across the text you
want to apply the copied formatting to.




Apply character formatting

4, If you activated the Format Painter for multiple targets, repeat step 3 until you
finish applying the formatting. Then click the Format Painter button once, or
press the Esc key, to deactivate the tool.

To repeat the previous formatting command
1. Select the text to which you want to apply the repeated formatting.
2. Do either of the following to repeat the previous formatting command:
o Onthe Quick Access Toolbar, click the Repeat button.

e Press Ctrl+Y.

To open the Font dialog box
1. Do either of the following:
o Onthe Home tab, in the Font group, click the Font dialog box launcher.

o Press Ctrl+Shift+F.

To remove character formatting
1. Select the text you want to clear the formatting from.
2. Do any of the following:

o Press Ctrl+Spacebar to remove only manually applied formatting (and not
styles).

o Onthe Home tab, in the Font group, click the Clear All Formatting button to
remove all styles and formatting other than highlighting from selected text.

A IMPORTANT If you have selected an entire paragraph, clicking Clear All
Formatting will clear character and paragraph formatting from the para-
graph and reset it to the default paragraph style.

o Onthe Home tab, in the Font group, click the Text Highlight Color arrow
and then, on the menu, click No Color to remove highlighting.

To change the character spacing
1. Select the text you want to change.
2. Open the Font dialog box, and then click the Advanced tab to display character

spacing and typographic features.
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Create and modify lists

3. In the Spacing list, click Expanded or Condensed.

4. Inthe adjacent By box, set the number of points you want to expand or condense
the character spacing.

5 In the Font dialog box, click OK.

Character formatting and case considerations

4@ 09U60146Q 2198 9Rg EIT° QISQIR Al AAIA VSR A0SR
QU6R ¥LIR Bg2IR gRIeq dRIGe SIS | fUILYE QKR QUSES, 5A%
eiige 9a Rl 996914q ARG 99° QRIS 69HIndIES, g ASRYR
RLIR ¥LIG 2I6FILRIAR 6QSIAIN 9Q° 6RIQ SEF 2RKI6R | ARILAE
99, AR QUECILER ATRYR e YFLIR KRR 62R8 ULRGIQ §F, 604
QR A2 GERITR 2R ULLIR Fog QI |

1680413 64 6RILS 609 AVAYES TIY 629I§ MI6T, 69¢ A9 AV
(RUITEIR) AN QULLIR F6RIRIFI I8° 6256k A7l B8] dRINa g9% ala
QUELISH 621RQI6R | 82T, 9% VNPT 98 9GS 2IFG AU 969 |

Fgén A8 99° 6AINR 629 §9 69Q0 26? AAITAR 2T adis, AL
GEI% QIR0 2VNYPR IAES 62IR 69979 I8 56 JN6R 6QHIAS |
2999069 24Igafie QLR 9IRS 62N, AUR AVRAER §F AV I5° 68I%
AYA6R 6815 2[R |.

Create and modity lists
CINRIGLe 6208 dIUgI AILl I8 AVAQ AR 9 (ARIIAES a 98 °HYI G2 Q6MY) IL° 9K ing
RISl R6EE 986 relig 6q1ReN QIgl @ each <Iol AVAYLFR T6QUR SRR ARTE A U1 (A6 K3l
62iRell’ & | 9 Fort QITUGHS ,, GI¢ A0 AR SIRFIR IFeq 9 &9 | 2108 98 39Ig SI1L2S!
SINRIQ 9RI0G 2T 6997 56 08 | 6060696R ARTAFER 961 9924 962 - AQIEad 999,
6AIR A2 6QITIE SIRG! IR - GEMETT TIRGI A6TIAL AL | IS° 60666967 918 R4 -
QIS 999, I8 AT U9 AR - AIE 65RIFI IR FAAYD SRS ] *8SIg TITES |
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28 G SIRGI AUFER IG FLUANE AU 699 CEIF FRARES AU SUETILER Ioa! J6X4
ANIESER CINGI 9] FQAIRES | 2IYE 99 IR 9] aQQ! d6Q, I8 SIRRIG FIMES QULER
QQI8R, PelY 98° FRAING FRANES:

= 2196 99 CIRRIER IRTAGLR YAIR AR6R, 900 ANTT| AG6RE *AUACKR, AU 2AQUFE ARG
[T RS | G IR FAR 6TIRNS, GI¢ YA°TIRG AU6ER L°HUIFFF ATCLF F6R |

m 2104 SIRFIR REAEQAR A6 FRAIRES | AE SRR ANTR REEPEEAR I9° FAIF RIRFR
A%GG AQY 606l TG TAIEE FQARES |

A NQ 96M69E SIS AIR, 21T SRS A[TAGE] A6AULE G AT 69 ARIR A6,
Q6MT A6RS IRIEE FAREE, FAU Y FENY (IURR T8 F6MT) G UK FAARES |

AR 9?1.'&&1@ SRS AIR, 2AE oKyl & ster g 0@9@9 RS [ 9@ KYE ¢l style R1Q
QIS FRAIRES, 98° 2T IR SRS AR AR A°H FER FAANES |

To format a new bulleted or numbered list as you enter content

. 1. 9946614 5560 291 AdQ 926 69016 TS GIRGI 2INg FASIg SIZRT,
SYRYS IR 66ITY §9:

. AYQ 998 96MEET SINGI 2R AQIG, 99 NG 2NN * (4@
216892) 9696 998, ¥8° GIAGI ARSE A0Y 9694 299! 9LQ 699 QIR
39 SYIQ 1 QQIg |

. AYQ 989 R0YS SIRG! AI0d ARQIg, Y9 AQ6RS 2INR6R 1 (9@ Lo
g69 29998 29g) U694 9ag, I9° SR 2IRTE A0y g6a4d aael giQ
699 919 F9U QUIQ §1Q9Ig |.

@ TIP If you want to start a paragraph with an asterisk or number but don’t want to format
the paragraph as a bulleted or numbered list, click the AutoCorrect Options button that
appears after Word changes the formatting, and then in the list, click the appropriate Undo
option. You can also click the Undo button on the Quick Access Toolbar or press Ctrl+Z.

6160696/ T8 I PYIFRER 99 SIRGI 20 98, ¢I¢ YA°CIRG AU ILIg F6METR @
fA9D SIRGI AIe6ea iy F69 | 60696967 2ITd I8 988 AIRgH dIag FaSlg Y4 991G, @l
goe dgerag rige IR 964 | 2IRSE SIRE 56! 99° 94Q QLIRS § sub <Ial I6E FEMETE Al
SRS ARNTE 6219 99 | SIRG 669 ARG, §RAA 4R QIRG; FeU 6217 FUI] AA6R UG
G99 69 96AT, 19 Al FAT° B1Q G [0, I9° GIH6 TUEANIES, G319 *9G 1T |
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To convert paragraphs to bulleted or numbered list items

1. UG SAF fag AI9Ig T8 AR 2RTAERER QUSA FARIG FILRE |
2. 62161 SUI Y69, AL F9d 69, FIRYYE FIQ @ do §TF *9g:

ARG 96METE CIMAIER UGS RRRIG F6MT, 0] &R F9G |

3.9049 99 992 CINAI6R QUISA FRRIg AR 67 §R ARG |

To create a list that has multiple levels
1. Q6MET'T @9l QALY CIMEI GAUR FAQI A K9G | ‘
2. 669696 218 ARG SN ARGE 97 G IR AEIG SILIT, FINYS IR 69T FAP:
Next 99961 2IRFE 98 IR 8¢ (AIF 2684) 9] a9RIg, 2Idd 7Y LA SIRG! RS AI0Y 9694 KRS YL
698 29689 IRAER FUI] /1691 |
Next 99961 2IRFE § 97 99 A% (7] R644) 9] 20917, A8 VA SR AR Al0Y 698 2SI JLg,
AQ6RQ A6 Shift + GUIF GG |

@ TIP For a multilevel list, you can change the numbering pattern or bullets by clicking
the Multilevel List button in the Paragraph group on the Home tab and then clicking the
pattern you want, or you can define a custom pattern by clicking Define New Multilevel List.

QEMESF CINKI 69869, GIF J62UR ARTE IR R NG 94 IATER F6Q | I8 FAAYS GINGI 689569, @IE
Je R0 YRR 69IREI QTR ARIRQ AR UFLS L°HILAER IR RS KR |

To modify the indentation of a list

1. Select the list items whose indentation you want to change, and do any of the
following:

1.Home 6216 QUI QU6Q, ARG SIQd 69, SImal 949%q QILISg IIRS IR P68 9
Incre ©Ig 997 @ 998 |( On the Home tab, in the Paragraph group, click the Increase
Indent button to move the list items to the right.) _

2. AP 6916, SINGl ARTAYEF F165 JHING! IR R6EE 1Y 9] &8 999 |( In the
Paragraph group, click the Decrease Indent button to move the list items to the left.)
3.4¢I8RQ dlde geda a9g, 49° n6ad ﬂlé@ﬂ@@i qlel @9l QILISIq 161 |( Display the
horizontal ruler, and drag the indent markers to the left or right.)
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94

@ TIP You can adjust the space between the bullets and their text by dragging
only the Hanging Indent marker.

@ SEE ALSO For information about paragraph indentation, see “Apply paragraph
formatting” earlier in this chapter.

To sort bulleted list items into ascending or descending order
1. Select the bulleted list items whose sort order you want to change.

2. Onthe Home tab, in the Paragraph group, click the Sort button to open the
Sort Text dialog box.

3. Inthe Sort by area, click Ascending or Descending. Then click OK.

To change the bullet symbol
1. Select the bulleted list whose bullet symbol you want to change.
2. On the Home tab, in the Paragraph group, click the Bullets arrow.

3. Inthe Bullets gallery, click the new symbol you want to use to replace the bullet
character that begins each item in the selected list.

To define a custom bullet
1. In the Bullets gallery, click Define New Bullet.

2. In the Define New Bullet dialog box, click the Symbol, Picture, or Font button,
and make a selection from the wide range of options.

3. Click OK to apply the new bullet style to the list.

To change the number style
1. Select the numbered list whose number style you want to change.

2. Onthe Home tab, in the Paragraph group, click the Numbering arrow to display
the Numbering gallery.

3. Make a new selection to change the style of the number that begins each item
in the selected list.



Create and modify lists

To define a custom number style
1. In the Numbering gallery, click Define New Number Format.

2. Inthe Define New Number Format dialog box, do any of the following:
o Change the selections in the Number Style, Number Format, or Alignment

boxes.

« Click the Font button, and make a selection from the wide range of options.

3. Click OK to apply the new numbering style to the list.

To start a list or part of a list at a predefined number

1. Place the cursor within an existing list, in the list paragraph whose number you
want to set.

2. Display the Numbering gallery, and then click Set Numbering Value to open
the Set Numbering Value dialog box.

3. Do either of the following to permit custom numbering:
o Click Start new list.

o Click Continue from previous list, and then select the Advance value (skip
numbers) check box.

4. Inthe Set value to box, enter the number you want to assign to the list item.
Then click OK.

Set Numbering Value ? X

(®) Start new list
O Continue from previous list

Advance value [skip numbers)

Set value to:

1 =
Preview: 1,

You can start or restart a numbered list at any number
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Format text as you type
2194 AL 7199 K98 STl QU6 RIS 88 2L KA 9@
QAIQIEG el FARIq SIERE GIel § to T8l IR g R IR
629R 6915 QLI | U6FI-0% GIANG g AARIE AR
2IAE 9E 9S° AKUIRY 26 ElIT° FRFYLR FVAER AR
QEAIR6R, LI AN ¢S AYR FIANT SR AQEF° 6JRR
6HIMAIRES |
2691 rellg 6968 §6¢1 FIRY 99, Q6T I8° FAAYS SInG!
ASUBHR CPR AR 8¢ delsl TR0 Q6 |

AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type
Replace as you type
“Straight quotes” with “smart quotes” Ordinals (15t} with superscript
Fractions (1/2) with fraction character [%%) Hyphens (-] with dash [—]
|:| *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists Automatic numbered lists
Border lines [ Tables
[ Built-in Heading styles

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
|:| Define styles based on your formatting

You can select and clear options to control automatic formatting behavior

9@ QIAMG SF6R 60T FIRIIA FRF 6TAR FEA N, | 60696967 9@
609 9F J6ne gY, 9IS T6RIT LR (-) €l gAIFE GAT A4 62
() 9199 99 94Q 9IRSl §I9l Y6 6915 dIG 2iGel | gAIte S6KIT
AR TF TR 928! (=) 98 QR NIRQ 22N 99° FAIFIe G6a1T TR

(~) P19 KRG 98 @RI6 698l 2l |
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Apply built-in styles to text

LR Qﬁi‘iGﬂQ«Gj‘_ 6‘21@ QL6 erellg QQQIGi A 6291 AN G 9S° AIUGIP PEIT° THAER L 2
@léielg age QIR Qg G‘Zlﬂl?u‘(ijj d read =91 LR 99° AYS 9RGIS 6Q5ILS | 9RE I |] 9Le, A8 ALRER
48, QIRYI°dIQ Qd J29ee KRAIR6S,

9Q° 6l yles f1 QUSLIR AR AINGIT | 2YF JRRQE 6208, A8 98 8U6F& |IRUeas 3 Belld fRARGS |
AL FIRETIAQ 697 69 JEPRS 6QIRE 99° §AILR I8 AIAd T FARIER FYLLE 6LIRAIDS |

@ SEE ALSO For information about tables of contents, see “Create and modify tables of
contents” in Chapter 13, “Reference content and content sources,” of Microsoft Word 2016
Step by Step by Joan Lambert (Microsoft Press, 2015).

Apply styles
8l yles R16Q AFR PEIT° (6DURG g, ARIR, I9° QEP), AP PelIF° (609G 6|
IR 99° Q1LY Q) @€l QEAR F1gél 2!8@@ 6LQIRAIER | €l st M1 6FTEMTER GRS
6TIRR UGl I8 2qU6T1E 980 I°RY 6LIRR | PR AUFER, HIM 98 2U6FEFEe LRI
65FIEMT A6 ARIAG | ARIAE 6TFERT € st RIFYEAR I FIER CUE USES 61 I
RIS BFUELILR €1 basic Ae LIRS QTG ¢l §IY | 98 4l yles R16Q @S 628 99,
QG CI0Y 4§l yles R ASEB 6TIRR AIT YGRS IR FEMETF IS° FAAYS SIS, oI
JQ° Q@&Q% Qﬂaﬁ‘g 694 € yles @1 9G° 26aa F641Y 4l styles 1 699G LIRARQX me
6@l69'9dR, 696X INQ, UIga 99° AUy @ﬂl@l%‘%l@ﬁ? AN |

AaBbCcDc¢' AaBbCcDe AaBbC( AaBbCcl /—\a B AaBbCcC
TNormal | TNoSpac.. Heading1 Heading2 Title Subtitle
AaBbCcDt« AaBbCcDt AaBbCcDc AaBbCcDc AaBbCcDd
Subtle Em... Emphasis  IntenseE... Strong Quote Intense Q...

AABBCCDL AABBCCDL AaBbCcDt AaBbCcDc

Subtle Ref.., IntenseR.. BookTitle T ListPara...
74 Create a Style
A Clear Formatting

24, Apply Styles...

€

@@ﬁg WER, 6¥I¢] FYSER S VDM FUIEMAER 2FI°El DIMIQE qé GSIae 4 yles @1
QRS | A FYERAIER 1 yles 1 6AIGAIR6CS QAU 692G 2DAE @RAIRES AILIG A
dI9G use QYSLIA KO Q1T |
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The Styles gallery in a new, blank document based on the Normal template
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@ SEE ALSO For information about document theme elements, see “Change the document
theme,” later in this chapter.

99 69C6MEER FRE 9 yles A1 AIRIQES Normal SIMIQE €l style @1 QUEQ RIS 9&°
PRUEFIER 2f] ITC GOT 699% COR 90 IG° 6LTH PE FUGTIQ F6Q, 664 69el6e AF6D
9Re JIZIE | Y€ Q194 9 yles R QUSLIR @R G664 FVAGYG FEIT° @RSl 9a gAere
dels 9 @69 | 2198 FIAC 4 yles R1960 6T A9 U6, AT Y& G VAR 699
JRS 9 G 9614 GUET4R RRG dLR6R JASAER KRIR6S AIgl AR QI AEE 4l yles @1
ARG [6Q @g @G FEIFe |

Style sets are available from the Document Formatting gallery on the Design tab.

This Document

Built-In

TITLE e Title TIMLE
i | - HEADH
Heodrg

Reset to the Default Style Set

Save as a New Style Set...

Pointing to a style set in the gallery displays a live preview of the effects of applying that style set to the
entire document

@ TIP 99 SQUAIS 8QU6F14A QO SARING! AR VIR 699 I §1g I9° 96 Q4
dele @64 |

2QU60E QU6R RIS 65¢EMT JAREe /% Aad m L@ €12l afeee
RRAAIR6S | €l yles A1 9Q° 60A6MTYLR FTA6R AR Io7I AR, AIREFIAE alg 2016
Q6RI RS (CIREFIAT 644, 2015) @ 2dl 15, "@lIgeR RS @VGIQ ALG Qldy
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To open the Styles pane

1. On the Home tab, click the Styles dialog box launcher.
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v X

Intense Quote
Subtle Reference

Intense Reference

Show Preview
Disable Linked Styles

B %

Styles

Clear All
Default T
Mormal 1T|
Mo Spacing T
Heading 1 a
Heading 2 Ta
Heading 3 a
Heading 4 Ta
Title a
Subtitle a
Subtle Emphasis a
Emphasis da
Intense Emphasis a
Strong a
Quote Ta
a
a
a

Options...

Styles vx
Clear Al
Default T
Normal T
No Spacing T
Headingl =

Heading 2 1
Heading 3 b
Heading 4 3
Title 1
SUBTITLE 13
Subtle Emphasis a

+| Show Preview
Disable Linked Styles

Al ‘%j') ‘5}* Options...

The Styles pane can display style names or previews of the styles

Y

To change which styles are displayed in the Styles pane

TIP If the Styles pane floats above the page, you can drag it by its title bar to the
right or left edge of the app window to dock it.

1. Open the Styles pane, and then click Options.
(VM 697 66INg, I8° FIJ6Q SR &2 298 |)
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Apply built-in styles to text

Style Pane Options ? X

Select styles to show:

In use v
Select how list is sorted:
Alphabetical 5

Select formatting to show as styles:
Paragraph level formatting
Font formatting
D Bullet and numbering formatting

Select how built-in style names are shown
Show next heading when previous level is used

D Hide built-in name when alternate name exists

(® Only in this document () New documents based on this template

To make it easier to find specific styles, sort the list alphabetically

In the Style Pane Options dialog box, do any of the following, and then click OK:

« In the Select styles to show list, click one of the following(List GIm&! LR PR ol
styles R16Q, YMGS FUQ 69115 §R FAP)
. o 9OIGE SRS €l yles RIFER IS F6Q LIgl USLIR AR YAIRE
QLI 65FEMTER GUIG| 6Q1S |
«  Use QUSLIR6S 4§l st M 994 969 KIgl AFER 9U6FIE6R FIATY QU6R
dealsl g9 |
. Current ISR GQUEFILER 65EI6RY 6 AS! 8l yles FGPF JRFE F6R
A2l AIHCR @QU61E ATE A°RY LIRS |
o 0909 ¢l yles A1 GR-QQ 6 yles F1, °RY 65E6MTER 2R 6 yles @1 98°
ARY 65H6MIR @U651EG AGIARIR €l styles 1 LR @64 |

. List SInGl R9Q 99 62IRE SR F9g FAR69, A¢IgeTe 7 290G,
QAR 2AQAIN, g, QU6 ARIAS, AU IR AGAIA |

. St 4l styles 71 688 QI96a 625Ia8Ig d6ng FElF-6q, J6GUR 698 9F
096 @ag dIel AR A8 QIS €l yles R1Q 896! 9ede 999Ig SIERT |

. G008 GR-99 VAR FIFgER 688 Jedie 99 648 991G, 66 aF 0Ue
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Apply built-in styles to text

To display or hide style previews in the Styles pane

1. Open the Styles pane, and then select or clear the Show Preview check box.

To add a style to the Styles gallery

1. Inthe Styles pane, point to the style, click the arrow that appears, and then click _
Add to Style Gallery.

To remove a style from the Styles gallery
1. Do either of the following:

o In the Styles pane, point to the style, click the arrow that appears, and then
click Remove from Style Gallery.

o In the Styles gallery, right-click the style, and then click Remove from Style
Gallery.

To apply a built-in style
1. Select the text or paragraph to which you want to apply the style.

@ TIP If the style you want to apply is a paragraph style, you can position the
cursor anywhere in the paragraph. If the style you want to apply is a character
style, you must select the text.

2. In the Styles gallery on the Home tab, or in the Styles pane, click the style you
want to apply.

To change the style set

1. Onthe Design tab, in the Document Formatting group, click the More button
if necessary to display all the style sets.

2. Point to any style set to preview its effect on the document.

3. Click the style set you want to apply.

Manage outline levels

Styles can be used for multiple purposes: to affect the appearance of the content, to
build a document outline, and to tag content as a certain type so that you can easily
locate it.
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Headings  Pages  Results

4 General Administration
Contact Information
4 Facilities
Office
Warehouse
Phone System
4 Ordering Stationery and Suppl...
Business Stationery
Office Supplies
4 Accounting
Bookkeeper
Accountant
Bank
4 Shipping
4 Receiving Packages
Receiving Packages to Ship
Receiving ltems to Packag...
4 Processing Orders
I Assessing an Order

Creating an Invoice

b Processing an Invoice

Navigation S

Search document o~

FACILITIES

OFFICE

The Consolidated Messenger front office and lobby is located at the front of the building and serves as the main
entrance for our office employees and our customers

The front office space consists of a counter with three stations, each with phones and computer terminals with
high-speed connections. The lobby provides  package preparation area and bins of retail items (envelopes, tape,
marking pens, etc.) for in the package preparation
area should be emptied every night or more often as needed to ensure a neat appearance. The retail bins should
be checked and restocked throughout the day as needed. The office employees are responsible for both of these

and a bank of The waste r

activities.

The office hours are from 8:00 A M. to 5:00 .M., Monday through Saturday. Customers who rent mailboxes have
access to them 24 hours a day.

WAREHOUSE

The rear of the building contains the warehouse, which occupies the major portion of the building space. The
warehouse s divided into four separate areas: Receiving, Shipping, Packaging, and Inventory storage:

. The Receiving area consists of two loading docks (also used for Shipping), and a 12 x 22 ft. area with
racks for holding incoming packages. The racks are divided by shipping company.

. The Shipping area just opposite the Receiving area shares the loading dock space and also has a 12 x
12t area with racks for holding packages waiting to be shipped. The racks are divided by shipping
company.

. The Packaging area has two tables, and two racks that contain various size boxes, bubble wrap, tape,

Styrofoam peanuts, and labeling materials.
. The Inventory area has three racks for overflow supplies.

Heading styles define a document’s outline

Each paragraph style has an associated Outline Level setting. Outline levels include
Body Text and Level 1 through Level 9. (Most documents make use only of body text

and the first three

or four outline levels.)

Paragraph

General
Alignment:

Qutline level:

Indentation
Left:
Right:

(] Mirror inde

Indents and Spacing

Line and Page Breaks

Left v]

Level 1 v

BOdﬁ Text

Level 2
Level 3
Level 4
Level 5
Level 6
Level 7
Level 8
Level 9

[] collapsed by default

Special: By:

ji[none)

Most documents use only two to four of the outline levels




Apply built-in styles to text

Paragraphs that have the Level 1 through Level 9 outline levels become part of the
hierarchical structure of the document. They appear as headings in the Navigation
pane and act as handles for the content that appears below them in the hierarchy. You
can collapse and expand the content below each heading, and move entire sections
of content by dragging the headings in the Navigation pane.

To display the document outline in the Navigation pane

1. In the Navigation pane, click Headings to display the document structure.

@ TIP Only headings that are styled with the document heading styles appear in
the Navigation pane.

To expand or collapse the outline in the Navigation pane
1. In the Navigation pane, do either of the following:

« Ifthereis a white triangle to the left of a heading, click it to expand that
heading to show its subheadings.

« Ifthereis a downward-angled black triangle to the left of a heading, click it
to collapse the subheadings under that heading.

@ TIP If there is no triangle next to a heading, that heading does not have
subheadings.

To expand or collapse sections in the document

1. Inadocument that contains styles, point to a heading to display a triangle to its
left. Then do either of the following:

« Ifthe triangle is a downward-angled gray triangle, click the triangle to hide
the content that follows the heading.

« Ifthe triangle is a white triangle, click the triangle to display the hidden
document content.
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Change the document theme

Every document you create is based on a template, and the look of the template is
controlled by a theme. The theme is a combination of coordinated colors, fonts, and
effects that visually convey a certain tone. To change the look of a document, you can
apply a different theme from the Themes gallery.

Office
Aa Aa Aa Aa
L LR L LB ] EEEnEe .- -mm L L L] Ll L L L
Office Facet Integral lon Board... Organic
Aa_ Aa
:.-.- - L L L L] L L L L L Ll L L) Ll L B L L L
Retrospect Slice Wisp Banded Basis Berlin
Aa ‘ Aa Aa Aa_
i------ - sEEmEn | M. L L L il LU LD
Celestial Circuit Damask Depth Dividend Droplet
Aa Aa Aa
:- Ll LU L] ‘--..-. ‘- -m Ll L L LU L L
Frame Headlines Main Event Mesh Metropoelitan Parallax
Aa Aa | Ra
| mmssm- mmmmmn | § mEmEE | mmemn | mmmamn ST
Quotable Savon Slate Vapor Trail View Wood Type
Reset to Theme from Template
IE] Browse for Themes..
rﬁ Save Current Theme...

The default installation of Word 2016 offers 30 themes to choose from
Each theme has a built-in font set and color set, and an associated effect style.

= Each font set includes two fonts—the first is used for headings and the second
for body text. In some font sets, the heading and body fonts are the same.

= Each color in a color set has a specific role in the formatting of styled elements.
For example, the first color in each set is applied to the Title and Intense Refer-
ence styles, and different shades of the third color are applied to the Subtitle,
Heading 1, and Heading 2 styles.
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Change the document theme

If you like the background elements of a theme but not the colors or fonts, you can
mix and match theme elements.

Custom
AYSA

|

O

Arial-Times New Roman

OTSI-Corporate 3 /
_ A Arial
Office N Times New Roman
Office I .
Calibri Light-Constantia
Office 2007 - 2010

Aa Calibri Light

Grayscale Constantia
Office

Blue Warm ii— i
BI Century Gothic-Palatino ... — —

ue Aa | CenturyGothic ||| I_’ ( Tg m
Bluell

e Palatino Linotype — — —
Blue Green Office  Office20.. SubtleSo... BandedE..

Consolas-Yerdana
Green

A Consolas r
Green Vellow 8 | verdana N

Yellow -
Arial Black-Arial

@

Smokey G... GIcw‘Edge Grunge T... Froste‘dG...

g

Yellow Orange

|

AL

Arial Black =
Orange Arial ( Jn "
Orange Red —_— |
Garamond-TrebuchetMs G T i
Red Orange Garamond Top Shad..  Inset Milk Glass ~_ Riblet
Red Aa Trebuchet iMS
Red Violet Cm—
Violet Gill Sans MT
iolef
Gill Sans MT =
Violet Il Aa B R Reflection  Extreme S... Glossy
Median S
P TrebuchetMs
oPst As Trebuchet MS
Marquee Trebuchet MS =
Slipstream
Customize Fonts...
Aspect

Customize Colors...

Word 2016 offers thousands of different combinations for creating a custom theme that meets your
exact needs

@ TIP In addition to colors and fonts, you can control the more subtle design elements,
such as paragraph spacing and visual effects that are associated with a theme.

If you create a combination of theme elements that you would like to be able to use
with other documents, you can save the combination as a new theme. By saving the
theme in the default Document Themes folder, you make the theme available in the
Themes gallery. However, you don't have to store custom themes in the Document
Themes folder; you can store them anywhere on your hard disk, on removable media,
or in a network location.
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@ TIP The default Document Themes folder is stored within your user profile. On a
default freestanding installation, the folder is located at C:\Users\<user name>
\AppData\Roaming\Microsoft\Templates\Document Themes. In a corporate environment
with managed computer configurations, the user profile folder might be located elsewhere.

By default, Word applies the Office theme to all new, blank documents. In Word 2016,
the Office theme uses a primarily blue palette, the Calibri font for body text, and
Calibri Light for headings. If you plan to frequently use a theme other than the Office
theme, you can make that the default theme.

@ TIP If multiple people create corporate documents for your company, you can ensure
that everyone’s documents have a common look and feel by assembling a custom
theme and making it available to everyone. Use theme elements that reflect your corporate
colors, fonts, and visual style, and then save the theme to a central location or send the theme
file by email and instruct your colleagues to save it to the default Document Themes folder.

To apply a built-in theme to a document

1. On the Design tab, in the Document Formatting group, click the Themes
button, and then click the theme you want to apply.

@ TIP If you have manually applied formatting to document content, the theme does not
override the manual formatting. To ensure that all document elements are controlled by
the theme, click Reset To The Default Style Set on the Document Formatting menu.

To change theme elements in a document
1. Onthe Design tab, in the Document Formatting group, do any of the following:

« Click the Colors button (the ScreenTip says Theme Colors), and then click the
color set you want to apply.

o Click the Fonts button (the ScreenTip says Theme Fonts), and then click the
font set you want to apply.

« Click the Effects button (the ScreenTip says Theme Effects), and then click
the effect style you want to apply.



Change the document theme

To save a custom theme

1. Apply a base theme, and then modify the theme colors, fonts, and effects as
you want them.

2. On the Design tab, in the Document Formatting group, click the Themes

button.
3. At the bottom of the Themes menu, click Save Current Theme to display the

contents of the Document Themes folder in the Save Current Theme dialog box.

4. In the File name box, replace the suggested name, and then click Save.

To apply a custom theme

1. Display the Themes menu. If you have created a custom theme, the Themes
menu now includes a Custom area that contains your theme.

2. Click the theme to apply it to the document.

To change the default theme
1. In the document, apply the theme you want to use as the default theme.

2. Onthe Design tab, in the Document Formatting group, click Set as Default.

To apply a theme from a nonstandard location

1. On the Design tab, in the Document Formatting group, click the Themes
button.

2. At the bottom of the Themes menu, click Browse for Themes.

3. Inthe Choose Theme or Themed Document dialog box, browse to the theme
you want to apply, and then click Open.

To find the location of your Document Themes folder

1. Onthe Design tab, in the Document Formatting group, click the Themes
button.

2. At the bottom of the Themes menu, click Save Current Theme.

3. Inthe Save Current Theme dialog box, click the icon at the left end of the
address bar to display the full path to the Document Themes folder.
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To delete a custom theme

. GImGe AIQ 695 @9g:( Do either of the following:)

1.File IR IFEYURQ 65lING, G@FUECI& 2I), 6FINAG SRR 99 I&° ¢l IR SRS @98 |( Open
File Explorer, browse to the Document Themes folder, and delete the theme file.)

2.Word €I$69, 2 691g gesie AAg, A0 27l QU6 GILIE {R A IL° QIU6A ENY §Q /98 |(In
Word, display the Themes menu, right-click the custom theme, and then click Delete.)

e Qg 64 GO0 ARG JUIEARIQ 2l d9LRq 2R F6R &g 2| 6PIRAQ ¢ FIRR AN F6R
Qle |

Skills review

In this chapter, you learned how to:

= Apply paragraph formatting
= Structure content manually

= Apply character formatting

= Create and modify lists

= Apply built-in styles to text

= Change the document theme
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Practice tasks

Practice tasks

The practice files for these tasks are located in the Office2016SBS\Ch03
folder. You can save the results of the tasks in the same folder.

Apply paragraph formatting

Open the FormatParagraphs document, display formatting marks, and then complete
the following tasks:

1. GRUEEIQER YR Rl AAIY I YRR FRARIG SIARAIeT JEe |
4Q° @l 999 ARILY |

2. QA1 QR AIUGIP (YIFI8! 99° JRQE APERT) SUF K9G IG° 699IeT
AIRG FRIER 698 998 |

3. §019 dIQIFIP A 99 99° J2Fl ARG REEE J6LD [AG |

4. @RI APERE SAL FAG YG° GI6R YRS TeiITe Q6T FAG:

The diUgicr ellg @ag ALl § the <1l AAUIIPR UIQYER QA FIE1 IK°
QI2Id AIRE SQR6R FI4| 629 |

The QIF1 99° QIRIE J66 AIQUIIPY 2l R FIAU REEE IS |

5. di¥le QUL 0.25 R FIAU REEE YRS |

6. IRIQIPER SFI, KR, T168M, MEFIRING 6E6aN §Q, I9° AR-6KIF] A14
AP SO @G | AL U6Q LIF AANNE 9RRIG UYL ULRVJIS
JRRRE F9g |

7. 2946614Q SMF6Q, IF [IFY Ifll 69 f9g UL @8 Ao augie &

|
8. QU6CIQ 69 I9° 9% 99G |
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Structure content manually

Open the StructureContent document, display formatting marks, and then complete
the following tasks:

. 29Y6FIE69 ZRIFI°E Gl 9918 AIQIFI gede aAelg SI9eAIeg dede 998
99° §Fl 999 9RISS |

. §O19 AQERI6R (6E SI1DG ...), 95R I8 2AQIAE [QRIS! [l I9° 699 U6
2B IR 695l 681 AF6RE F9G |

. 052, 99R, SAR, 99° 8 9164 AIGIL SUS F9g | 2 AF FIF6R 98 QI
QUIQ |Q 9F694 99g 99° 692 2R 9SQ 649 any &9 SUIQ Y AT 99g |

. OR2 AUGITES, SUIQ FINQ AT g9 IR 699 JIFIER K9G | AR F6IT
AQERIEA GUIS 9659 FAGIG IFTA YAULE F9g | 6FIRY AFANE KRS
684 AFERIA 2°8 IR 2-0% FIF6R ARRG 621R AU ALEISSIOIQ
229 99 AYIGR K69 |

. QUIQ ARG FRYSI SIERT AN SAG [9G, I9° SIT6R FIRYE [ Fag:
2 QIF1 QUIQ 9 § 2 R AR 1.25 RF FI6g JREE S |

§199 QUER, LUIEP° REEE ﬂlé‘&ﬁi 1.25 28 AIF6Q QUIe /g € (U Qe QISR el 98 96
@R6Q) QPP §o14 AT AN G ARG AR IRER 2N 689 | FI6R TUR B 8ARIG 627 |1
QQlg ALl Q you ¢lQU A8 PRIPRYES ANV SQAIES |

1. At the bottom of the document, select the three paragraphs containing dollar
amounts, and then do the following:

Inch 8 FIF6Q 98 G988 SUIQ |4 699 K9G |

Decimal @I5@ I469 FRAYG AIE SRS TR F68YR SRIA 5 QlF Algea 29I gIeg 99
IS AEG QORI |

2. 2Idw QIR FRIPRG AR EE 2RRIq CIF° AIF QOIS |
3. 9QU6LIE 69Q AAg ¥9° 9% G |
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Apply character formatting

Open the FormatCharacters document, and then complete the following tasks:

15019 Q6MY 9469, JIgee 999 2LARINT 998 | 01969 92 96AT INL6a 91 dag
2GRIAG 29QIg T Qe14q JAATER /9 |

2. 997 Q6MY UNE6Q, §199 699 anywhere 63 YIR6R @ 998 | 619G IR 6419
2GORING J6LIS ag Qg € AGARIAG 968 IEC 6619 2oy g aug
@69 | 8’ 969 6611 LR F9 TRITER 6T F9G |

3
4, QEIBIQN BR9649] 6206 SAE FOG 1e° 62E5r6q 6917, TeliF geals K9G |

4. I @F A9g, 99° GIJ6R YLIQ JINENNG AYRTMER Q& 8, AURY § 99 6266 /AR |

1. 5. 5604191 6206 98 998 I8° fgRge cdide geals aag:
. 4G ALFER 9GS F9G |

. 4 2AAG 20 TIG6S 699 99 |
. 6816 QY &E Q6P 6T 99 |

. 10 2JQ UNUIFG 10 A6 TR [AG |
Change the font color of the words Employee Orientation to Green, Accent 6.
Select the Community Service Committee heading, and apply the followingformatting:

. Employee 2I9¢ Q¢lion 62964969 J62IS ARSI AR AEFER
289989 QIgU6asl 493 |

. ANG AP6AT GIRGSIFIA OF QlFl Q1LY KIL J62US 891G | Slgl
Qerg 99, Accent 6, §ll ark o 50% 69 9GER 89 |

. The 29993G 9@, Accent 6 AFER YOG GG, 98° GI' U6
QI0Y QILY6REIq 99, Accent 6, Darker 25% 69 IRLER @9 |

You have now applied three text effects to the selected text by using three
shades of the same green.
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8. 92Ifl Q6MT INLER, 6991 MIRGI QIFYIPE SLE KRG I9° a Y6LT 99 |

QER 997 TIRRING |

9. 98¢ QRS ANLER, YRR F13F 2, 6ANRG, 99° 6291 2P RS IS AFIY AVAR FIFRIG TG
268 JALES 998 |

10. @QY6614 69 I9° R @9G |

Create and modify lists

Open the CreateLists document, display formatting marks and rulers, and then

complete the following tasks:
1. G969 AT SI6AT AUGIT S8 @G FACYLR SI6AT 686169 8B | FI6RING 2F6RIYLY
96MEEY SIRGI Ie6Q ey Qg | GI' U6Q SI6RIT GIRGI 2IRST TR §6RT S4g SI8F L1AUG 69
JRREE @R |
2. I°HI 62T 067 NG AL AL FQG | F6QING AAUITYLF I8 RIS SN AR el
@9 |
3. ARIKE A 626 6R Sl 16T AL AR K9 | FO1A RAYS CINGI VFER AIUGICP
Ig 990G | FEe F9g 64 9OF GINGI 1 FA9Q 2IAE 6TRR |
4. IQLE B6QIT AFERTG LMY CINGI VUG Tl KAG | (UIF TG 64 GIE AYE YIQ FaY
RS QEME IO1Rg FUSLIR AT |
5. ALEY G62I15 AGERG I8 FA9YS SINGl QISR P ARG | ARG AAG 64 98 #AR 6QIRYS
CIRRIQ SN o6l QIR QLS |
6. @ dogs 69 @ 99 L°SUIYD CIMGI AR 631Q | 6Q¢QI F19Q AN 6222 IOYR 98 GO
1 A L°HUIYS IR ARG (7) IR 990G | 6’ U6 §L1A 2R (§) B 9AG I9° 6Q16 98
QL0q QUCR RARIA ARYRIRX LAV G |
7. 99 9019 GIRGI 2IRGe (9) & 9918 | 2l SIml RS 208 IR AIRTG 69IES /9, 99°
AF1Q GRAIRG ARG 6269w FING® 2IAIF6FIL6R Q8R! KA | AIe Gag 64 ARIKE A IR
QRS EIFFIR QUTER A°6I0% 6LIRS |
8. B6RIT QEMEST CImal AIRTYLg 24igefia 9761 95 99 |
9. PQU6CIE 69Q A9 I8° /L K9G |
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Apply built-in styles to text

Open the ApplyStyles document in Print Layout view, and then complete the
following tasks:

1. 9219 §899gYERa I deAl AIRGIg S9U6FIE FIRIFIER 62IR 998 | e Galg 64
2QU651&4 19 699196 FIRTA I9° AYRG I26 AR 99, 99° 690I6Q 26Rq 6236 AR |
2. QIR6919Q 697 63IAG | AIF GAP 64 FIRN6TILR 697 A 6TTE 69 TQUEEIE 69 62T
JerRe 969 QIT, RING 62EHER VAR J596E 6AIRIR FeliFe 986 rdllg 62108 |
3. WA 6917 66IRg 18° 92Ig 2Id G6dia AILd IR 67 998 |

4. QIRETILR 699 I9° YRR 697 F1U6A I} FH09g] T 9a9l IR Y §Fl 39 699
I

5. @QU6EIE TIRTA 69 IR 4l style A1 J6AUT 991G, AFIY FIQE TVAEA |

6. 9961 49 AINUYIPER YRS VAR 6T [ |

7. 99 998 999 A9, 9aF 6917, 62TFER 680k 1 €l style 71 6T @9 | I §2 64
6206 69066198 649 69 6GSIAN |

8. 620%h G998 @92el FEASYE ROIg | 6’ U6R ¥ILIg 9F play D9¢ie /9g |

9. 99 QEQIG 6286k 1 €l style A1 962lIT @G | 8I' U6Q 2F6R AYLIER AR 4l style 1
g6glsl @aQIg elifeg JaaIga 99 |

10. 9 62IA 92 QIGI  both <IR ARG ALARIAG 6TFF GAUEIR 68 | FIRT, IK° 6]
Q% 62G 006 A9 | 6’ U6 YRIITFER AR SLRER 626 2 4 style A1 IEAIT T
11. QIR 97169 961D €l yles 71 IQER 909Ig VIRR 697 SaUIL K9G |

12. QIS6619] 641 69, 6225 QU6 QNG ¢t 5] *9S |

@QY6c1E TIRTA § 6PRS! AR 99T |

13. @QU6F14Q 2IEl 2GERGES, FLRIR QIEl ARG GIF 2FNNR] AR A9 I9° R6ER,
6APEAR, 8l style A1 962U K9G |

14. §019 AQ6R6R, 2l QIRYR 651N6R, [F° S99 QI8 9e° 9eHTg 4 style 71 96T @9 | &1
d6Q, QIRYQ 661969, SIRIUSI INEQ AR €l style A1 I6LUT QR |
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15. Q669198 697 99° AR 697 9 999 | CIU6R 646 GQU6F1E A AR JY JRde aaQIg QU
695°q SoUId 92g |

16. @QU651469 697 6QIRAYS! €1 Basic i@ (NMGIE) 4l style @15 9629 292G | 9V BAAG Q64 VNSRS
F0g ¥9° WAR FYATY6R JALENYEe AAY A9G |

17. @QU601& 69Q 99° 9F 99g |

Change the document theme
Open the ChangeTheme document, and then complete the following tasks:

1. ©QUEFIQ6Q 6r64Q 26l J6LIG @G |

2. 261 ePg K611 Qe B 69 IRRRR K9G |

3. ¢ QYLD BE2 26 697 69 VAR ARG |

4. 6911 27 FIFR 99 AYL 2F| WA VARG 2fl § TR 6FINAER 69 ARG | 2] 66196R AV 2F|
QUG 28 A9 [9g |

5. @QU6IE 69Q 98° 8% 99 |
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INndex

Symbols

+ (addition) operator 218

& (concatenation) operator 218
#DIV/0! error code 230

/ (division) operator 218
###4#+# error code 230

~ (exponentiation) operator 218
* (multiplication) operator 218
#NAME? error code 230

- (negation) operator 218

% (percentage) operator 218
#REF! error code 230

— (subtraction) operator 218
#VALUE! error code 230

A

absolute references
changing from relative 214
creating 217
accepting tracked changes in documents
131-132
accessing documents
restricting with passwords 144-149
restricting with rights management 149
accounts
displaying Office settings 20
managing 18-20
Active view 528
Address Block merge field 179-181
address books, searching 437-438
address boxes 430, 464
address lists
searching 438
troubleshooting 435
address resolution 430, 434
AGGREGATE function 245, 247, 250-252
aliases 430

Align Left 71
Align Right 71
aligning
decimal points 81
lines of text 80
tabs 83
text, using tab stops 80
All Ttems list, filtering 463
All Markup view 122
Analysis ToolPak 303-304
animating
objects 386, 392-394
pictures 386-391
pie charts 392
text 386-391
animation effects
adding sound 402
applying multiple 391, 395
configuring 390
copying between objects 395
customizing 396—402
Emphasis 388, 391
Entrance 387,391
Exit 389-391
fine-tuning 396-397
live preview 394
Motion Path 389
removing 396
reordering 400
Animation Painter 396
Animation Pane 395-398
animations 386
adding sound effects 402
configuring options 390, 395
fine-tuning 399
indicators 398
as individual events 398
on click 398
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annotating documents

animations (continued) definition 207
opening effect-specific dialog box 400 function_num 248, 252-253
ordering 391 fv 207
positioning objects on slides 391 k 253
previewing 394, 396 lookup_value 277
reordering 391 nper 207
selecting 395, 398 options 251-253
setting duration 401 pv 207
timing 401 range_lookup 277
triggering 398, 401 rate 207
turning off live preview 394 ref 252-253
types 386 table_array 277
annotating documents  135-136 type 207
app windows VLOOKUP function 276
changing backgrounds 20 array formulas  227-229
changing color schemes 20 arrays 253
maximizing 13 artistic effects
personalizing 19 applying to pictures 361
Quick Access Toolbar 6 applying to text 88
ribbon 6-9 ascending order, sorting bulleted lists 94
status bar 10-11 attachments
title bar  5-6 arranging messages by 482
appointment window 504 copies of online files 449
appointments 504, 506 displaying 454-456
conflicting  504-505 forwarding messages 465
converting into events  510-511 modifying 445
converting into meetings 512 opening in defaultapp 457
creating from messages 510-511 Outlook items 450
creating recurrences 517 previewing 454-457
default availability 513 removing 445, 449
displaying on calendars 505 saving to storage drives  457-458
editing 507 scanning for viruses 456
indicating availability 516 sending from File Explorer 449
InfoBar 505 sharing Office files 447-448
modifying 516 attendees 519
opening new appointment windows 506 adding to meetings 521
recurring  513-514, 517 optional 523
reminders 513, 516 removing 524
resizing 507 required 523
scheduling 504-508 tracking meeting responses 521
time zones  512-513, 515 attributes
arguments files 53
array 253 messages 482-486

col_index_num 277
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audio clips
automatically starting 410
bookmarking 402—403
downloading 404
fading into/out of 408
inserting onto slides 406
looping 409-410
preventing from stopping 409
restricting playback 407-408
supported formats 404
audio content
adding narration 404
customizing 406
recording onto slides 406—407
starting 405
trimming 408
audio icons 404—405, 408
audio playback
automatically starting 409
controls 405
manually starting 409
restricting 407—408
auditing formulas for errors 229
AutoCalculate
summarizing filtered data lists 247
summarizing values 252
Auto-Complete List 434-436
AutoCorrect Options 92, 202
AutoFormat As You Type 96, 202
AutoFormatting options 96
automatic calculations 226
AVERAGE function 207, 247-248, 250
AVERAGEIF function 220-221
AVERAGEIFS function 220

B

Background Removal tool tab 360
backgrounds (PowerPoint) 336-346
Format Background pane 337, 340
gradients 337-338, 342-343
patterns  339-340, 346
removing from pictures 359-360
textures 338-339, 343

Backstage view 6-7, 18
app-specific options 22-23
managing account information 18

balloons
comments 116
displaying markup 125

Bar Tab 81

Bec field 430, 432

bitmap (BMP) file format 355

bits per pixel (bpp) 355

blind courtesy copies 430

BMP (bitmap) file format 355

bookmarks 402—403

Border Lines 96

borders (Word)
adding lines 96
paragraphs 79

bpp (bits per pixel) 355

branches, conversations 477

build slides 392

built-in styles, applying to text 97-103

built-in themes, applying to documents 106

bulleted lists 91
See also lists

animating on slides 390, 392
converting from paragraphs 93
formatting on the fly 92

calculations

sorting into ascending/descending order 94

starting new 92
bullets 94

C

Cached Exchange Mode, enabling 463
calculations

See also formulas; iterative calculations

automatic 226
dependents 231

error codes 230

finding errors 229

linear 299

manual 226

setting options ~ 226-227
stepping through 234-235
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calendar items

544

calendar items

appointments 504, 506
assiging importance 515
configuring options  512-517
converting 510-512

events 505, 510

indicating availability 513, 516
modifying 516

privacy 514

recurring 513-514, 517
reminders 513, 516

time zones 512,515

Calendar view 505, 528
calendars

Active view 528

adding holidays 508-509
arrangements 529-531

Calendar view 528

changing displayed time period 531
connecting to 503

date areas 505

Day arrangement 529

displaying seven-day week 534
displaying specific day 534
displaying task lists 534

displaying today’s schedule 534
displaying week numbers 531
displaying work week schedule 534
List view 528

Month arrangement 529
navigating in Month view 531
Preview view 528

privacy indicator 514

reminder icon 513

removing holidays 509

resetting views 530

returning to default settings 535
Schedule view arrangement 529
ScreenTips 505

time slots 505

views 528-531, 534-535

Week arrangement 529

Work Week arrangement 529

Call or Call All message responses 466

capturing screen clippings 372-374
categories
See also messages
appointments 515
arranging messages by 483
assigning 486, 492
assigning colors 488
assigning shortcut keys 488
assigning to notes 490
Categorize menu 489
conversations 488
creating 488, 493
deleting 494
elements 488
events 515
filtering by 489
grouping items by 489
holidays 509
meetings 515
naming 488
Quick Click 488, 492, 494
removing 493
renaming 487, 493-494
searching 486
sorting by 489
viewing in Reading Pane 488
Categorize menu 489
Ccfield 430, 432
cell colors, sorting data by 267
cell formats and VLOOKUP 278
cell ranges
converting tables to 205
creating tables from 202
defining value sets 255-257
named 198
watching valuesin 234
with numbers, counting 222
cell references
absolute 217
circular 225
in formulas  211-214
relative 217



cells, in worksheets
blank, counting 222-223
dependents 231, 233
error codes 230
error indicators 233
excluding from tables 202
expanding selection 210
meeting conditions 223
named ranges 198
precedents 230, 233
references 211-214
selecting in formulas 209
setting watches 232
validation rules  255-256
Center Shadow Rectangle picture frame
style 376
CenterTab 81
changes, tracking See tracked changes
character formatting 84-90
applying 85
best practices 91
definition 84
removing 90
types 84
character spacing, changing 85, 90-91
characters, subscript/superscript 88
Check Spelling As You Type option 133
chiclet 459
circular references 225
cleaning up conversations 480
closing files 60
cloud storage 20, 59
coauthoring 115
documents 149-153
inserting comments into documents 116-118
col_index_num argument 277
collaborating 115-118
Color Categories dialog box, opening 492
color schemes, changing for all apps 20
color sets in themes 104
colors
applying to presentations 334
categories 486, 488

connecting shapes

comments 117-118

fonts 88

non-theme 344

notes 490

tracking changes using 119-120
column input cell 294
columns, in worksheets

adding to Excel tables 202, 204

as sort criteria 264-266
combining documents 134-136
commands

adding to custom groups 33-34

formatting 364

Quick Access Toolbar 26-31

repeating formatting 90
comments

adding to data set scenarios 287

balloons 116

colors 117-118

deleting 130

displaying 126

editing 130

hidden 116

inserting into documents 116-118

marking as done 130

moving between 129

responding to  128-130

reviewing 128-130

specifying user name 23-24

viewing 123-124
comparing documents  133-137
Compatibility mode 55
Compound Frame, Black picture frame

style 376

compressing media 415417
conditional formulas

averages that meet conditions 224

counting cells 222-224

creating 219

summarizing data 222

sums that meet conditions 223
conditional functions 220
connecting shapes 371-372
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connection points

546

connection points 371-372
contact cards
displaying for message participants
459-462
initiating contact from 462-463
pinning 460
conversation bubble icons, hidden
comments 116
Conversation view  476-477
conversations 476
See also messages
benefits of using 477
branches 477
cleaningup 478, 480-481
deleting 478
deleting messages from folders 478-481
displaying all messages 476, 478
displaying color category blocks 488
displaying message lists 480
displaying messages 480
displaying messages in any folder 478
displaying most recent messages 476
expanding 476—478
headers 476,478
history 462
ignoring 478, 482
indenting older messages 478
moving from folders 497
multiple responses 477
participants 461
selecting all messages 477, 480
sent messages 477-478
stop ignoring 482
unique messages 476
unread messages 477

copying

formatting from one shape to another 369

formulas 211, 214, 217-218

slide content 317-324

slides 317-324

values 270
copyrighted pictures 352
COUNT function 207, 220, 248, 250
COUNTA function 220, 248, 250

COUNTBLANK function 220

COUNTIF function 220

COUNTIFS function 220

courtesy copies 430

cropping pictures 357

cursor movement and keyboard 45
custom color model 345

custom groups in subtotals 275

custom lists, sorting data using  268-270

D

Daily Task List 534
data
analyzing using data tables 292-295
analyzing using descriptive statistics
303-304
analyzing using Quick Analysis Lens
284-286
circling invalid data 257
data tables 292-295
filtering in worksheets 262-268
organizing into levels 271-275
sorting in worksheets 262-268
sorting using custom lists 268-270
summarizing 247-253
summarizing in tables 202
summarizing with AutoCalculate 252
using tables 201-205
validation rules 255

Data Analysis add-ins, adding to ribbon 304

data lists
creating custom groups in 275
hiding/showing details in 274
removing custom groups 275
removing subtotals from 275
data, mail merge
merging to new documents 182-183
refreshing 178
data ranges
adding total columns/rows 285
header cells in 240, 250
data sets
See also scenarios
adding tables 286



adding totals 286
analysis tools  303-304
defining alternative values 287, 289
defining multiple alternative values  290-291
deleting 290
displaying 289
editing 289-290
finding target values 296-297
finding unique values 253-254
formatting summaries 285
Quick Analysis Lens 284-286
scenarios 287-292
Solver 297-303
using descriptive statistics 304
varying for specific results 295-297
data sources, mail merge
creating new 172-173
filtering records 174-175
linking to merge fields 178
mail merge 160
mail merge requirements 168-169
refining records 173
removing records 173-174
selecting existing 169-172
sorting records 177-178
types 169-170
data tables
changing variables 293
column input cell 294
location in cell ranges 292
one-variable 293-294
row input cell 294
two-variable 293-295
date and time, displaying current 215
date areas on calendars 505
Day calendar arrangement 529
decimal points, aligning 81
Decimal Tab 81
deleting
See also removing
comments 130
slides 324-326
dependents 231, 233
descending order, sorting bulleted lists 94

documents

details, hiding/showing in subtotal summary
lists 274
digital signatures See signatures
Display For Review options 122-123
displaying
author of tracked change 131
coauthor changes 152
comments 126
document markup 122-128
time of tracked change 131
distribution lists 461
docking panes 99
Document Formatting gallery 98
Document Themes folder location 106-107
documents
accessing restricted  144-149
adding envelopes 186
annotating 135-136
applying built-in themes 106
browsing objects 48
changing theme elements 106
closing 60
coauthoring 115, 149-153
collaborating 115
combining 134-136
comparing 133-137
content restriction 137-149
creating based on templates 42
default theme 106
editing 152
expanding/collapsing sections 103
formatting marks 52
formatting restrictions  138-144
hiding/unhiding gridlines 52
hiding/unhiding guides 52
hiding/unhiding rulers 52
highlighting merge fields 180
identifying locked areas 152
merging 133-137
nonprinting characters 52
opening 46-47
opening protected documents 146-147
previewing merged 182
restricting edits  138-144
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dots (pixels)

548

documents (continued)
restricting styles 139-142
saving 59
spelling checks 133
tracking changes 119-122
versions 136-139
dots (pixels) 355
Draft view 49
drafts
automatic saving increments 441
modifying messages 442—443
saving messages as  438-439, 441-442
drawing shapes 361-371

E
editing
comments 130
inviting others to edit 152
photo album settings 380
pictures 356-361
removing restrictions 144
restricting edits  138-144
tracked changes  119-122
Effect Options 399
effect style, applying to presentations 335-336
effects
fonts 85
WordArt 86
electronic postage 186
email addresses
comma separators 437
removing from Auto-Complete List 436
email messages See messages
embed code 410
embedded videos, selecting 414
Emphasis animation effects 388, 391
Encrypted option 144
Entrance animation effects 387, 391
envelopes
adding to documents 186
creating individual 184
editing addresses 184
electronic postage 186

manually entering addresses  186-187

positioning addresses 185

printing 187-188

saving 188

setting up from addresses 187

storing return addresses 185-186
Error Checking tool 232
error codes in calculations 229, 230
errors

changing display options 234

circular references 225

Error Checking tool 232

finding/fixing in calculations 229-232

in formulas 231, 233

tracing precedents 230
events 504

converting to appointments 512

converting to invited events 512

creating recurrences 517

displaying on calendars 505

holidays 508-509

indicating availability 516

invited 510

modifying 516

recurring 513-514

reminders, changing default 516

scheduling 505, 510

time zones 512-513
Evolutionary solver method 299
Excel 2016

file extensions 54

file formats 54

views 49

Exit animation effects 389-391

F

Facebook accounts, connecting to 19

faxing messages 448

fields, mail merge 160

files
accessing from OneDrive 61
attaching to messages 444-447
attributes 53
automatically saving 58
creating 40-43



creating based on installed templates 42
creating based on online templates 42
displaying different views 48-50
displaying multiple 52

displaying properties 56

editing properties 56

extensions 54

formats 54-55

magnifying 51-52

moving around in 43-45

Office version compatibility 54-55
opening 40, 43-51

opening in web browsers 47
previewing design templates 41
properties 53

saving 56-57,59

saving copies 59

saving in previous Office versions 55
saving to OneDrive 57, 60

saving to SharePoint 57

sending from File Explorer 444, 449
sending from Office apps 444, 447-448
settings 53

starting new 41

switching among views 51

switching between 50

templates 40

types 39, 54-55

viewing in multiple windows 50

filter arrows 240, 243-245
filtered data lists, summarizing visible cells 247
filtering

All Ttems list 463

by categories 489

defining criteria 241

summarizing worksheet data 247-253
worksheet data 262-268

filters

clearing from worksheets 245
creating rules 244

search 242,245

selection 244

Top 10 242, 244

Final view (Word 2010) See No Markup view

formatting marks, displaying

first line indent, creating 78
First Line Indent marker 76-77
flags, arranging messages by 483
Flickr accounts, connecting to 19
flipping shapes 366
folders, messages 496—497
Font dialog box 90
font sets
applying to presentations 334-335
built-in 104
fonts
attributes 85-86
changing colors 88
changing for selected text 87
changing sizes 87
default 84
effects 85
size 84
style 85
Format Background pane 337, 340
Format tool tab 353, 356
formatting
alignment 71
AutoCorrect Options 92
characters 84-90
commands 364
copying to other text 89
graphics 355-356
lists 92
messages 428, 432-433
paragraph borders 79
paragraph shading 79
pictures 356-361
previewing 9
removing 90
removing restrictions 144
repeating previous commands 90
restricting edits 138-144
shapes 367-370
text 69, 87-88, 96
text as you type 96
text on a shape 369
tracked changes 119
formatting marks, displaying 52
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Formula AutoComplete

Formula AutoComplete 208-210 Forward As Attachment message
formulas responses 465

550

See also calculations

absolute references 214
arrays 227-229

averages that meet conditions 224
calculating payments 215
calculating values 206

cell references  217-218
conditional 219-224

copying 211, 214, 217
counting cells 222-224
creating 215

creating AGGREGATE 253
creating subtotals 252
displaying date and time 215
displaying errors 224, 231, 233, 234
duplicate results 228

Error Checking tool 232

error codes 229

Formula AutoComplete 208-210
generating specific results 295, 297
identifying dependents 233
identifying precedents 233
incomplete results 228
inserting functions 222
interative calculations 225
moving 217

NOW(), updating 215
operator precedence 218
operators 218

predefined 206

recalculating workbooks 226
referring to named ranges 216
referring to table columns 216
relative references 211-213
selecting cells  209-210
stepping through 232-234
summarizing data 222

sums that meet conditions 223
tracer arrows 231

values from named ranges 208
VLOOKUP 278

Forward message responses 465
forwarding messages 464-465, 470
frame styles, pictures 376
framing pictures  358-359
function_num argument 248, 252-253
functions

AGGREGATE 245, 247, 250-252

AVERAGE 207, 247-248, 250

AVERAGEIF 220-221

AVERAGEIFS 220

COUNT 207, 220, 248, 250

COUNTA 220, 248, 250

COUNTBLANK 220

COUNTIF 220

COUNTIFS 220

HLOOKUP 278

IF 222

IFERROR 220

MAX 207, 248, 250

MEDIAN 251

MIN 207, 249-250

MODE.SNGL 251

NOW 207

PERCENTILE.EXC 251

PERCENTILE.INC 251

PMT 207

PRODUCT 249

RAND 245-246

RANDBETWEEN 245-246

SMALL 251

STDEV.P 249, 251

STDEV.S 249, 251

SUBTOTAL 245, 247-248, 250

SUM 207, 247, 249, 251

SUMIF 220

SUMIFS 220

VAR.P 249, 251

VAR.S 249, 251

VLOOKUP 220, 276-279
fvargument 207



G

GIF (Graphics Interchange Format) 355
Goal Seek 295-297
gradients, slide backgrounds 337-338,
342-343
grammar errors, hiding 23
graphics
See also pictures; shapes
formats 355-356
formatting commands 364
screen clippings 372 =374
types 351
Graphics Interchange Format (GIF) 355
Greeting Line merge field 179, 181
GRG Nonlinear solver method 299
gridlines, hiding 52
grouping shapes 369
guides, hiding 52

H

Hanging Indent marker 94
hanging indents
creating 77-78
in lists 91
hidden characters 80
hidden comments 116
hiding
Animation Pane 395
data list details 274-275
document markup 126
grammar errors 23
gridlines 52
guides 52
paragraph marks 82
ribbon 13-14
rulers 52
slides 324-326
spelling errors 23
tracked changes 120
highlighting text in documents 89
HLOOKUP function 278
holidays 508-509
hyperlinks 418419

keyboard shortcuts

IF function 222
IFERROR function 220
ignoring conversations 478, 482
importing
custom data lists 269
slide content 317-323
slides 317-324
indenting
lists 93
paragraphs 78
indent markers  76-78, 94
InfoBar 505

information rights management (IRM) 149

Insert New Pictures dialog box 377
Insert Picture dialog box 353
inserting
comments into documents 116-118
on-screen window images onto slides
372-373
pictures 352-355
screen clippings 372-374
simple graphics  351-382
slides 316-317
integer programming 299
invited events 510, 512
IR (information rights management) 149
italic, applying to text 87
iterative calculations  225-227
See also calculations

J

jelly bean 459

JPEG (Joint Photographic Experts Group)

K

k argument 253
keyboard and cursor movement 45
keyboard shortcuts 45

creating tables 202

expanding cell selections 210

355
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labels

552

L

labels See mail merge labels; mailing labels
LARGE function 251
layouts, photo albums 375
Left Indent marker 76-77
Left Tab 81
letters
merge field placeholders 162
merge fields 179
starting mail merge 162-163
templates 162
level buttons in worksheet outlines 273
line break characters 80
line breaks, inserting 82
linear calculations 299
LinkedIn accounts, connecting to 19
List view 528
lists
See also bulleted lists; numbered lists
automatic formatting 92
creating multiple levels 93
customizing 92
definition 91
ending 92
modifying indentation 93
Live Preview 23-24
locking documents 152
lookup_value argument 277
lowercase 91

M

magnifying screen display 13

mail merge
creating new data sources 172-173
data source requirements 168-169
data sources 159, 160, 162, 169-170
definition 159
displaying Mail Merge Recipients list 174
editing custom greetings 167
fields 160
filtering recipients list 174-175
filtering records 175-176

importing contacts 170
importing data from Exchange 170
labels 163-166
letters 162-163
manually excluding records 177
merge fields 161
messages 166-168
process overview  160-161
records 160
refining data source records 173-177
refreshing data 178
removing data source records 173-174
removing duplicate records 176
selecting existing data sources 169-172
sorting records in data sources 177-178
starting 166—168
tools 160
types of output 161
using the Mail Merge wizard 161
validating addresses 174

mail merge labels
manufacturers and products 164
starting mail merge 163-166
uses for 163

Mail Merge wizard 160-161

mailing addresses
editing on envelopes 184
validating 174

mailing labels  188-190

managing simple graphics 351-382

manual calculations 226

markup 116
displaying 122-128
hiding 126
responding to comments 128-130
reviewing comments 128-130
tracking changes 119-122
views 122-123

mathematical operators
controlling order of 218
list of 218

MAX function 207, 248, 250

media, compressing/uncompressing

415-417



MEDIAN function 251
meeting invitations, creating from
messages 464
meeting requests 466, 518
accepting 526
creating 522
declining 526
editing 524
proposing new time 526-528
responding to 526-527
tenatively accepting 526
meetings
attendee availability 519-520, 523
attendees 519, 521
canceling 524-525
changing times 521
conference rooms 519
creating recurrences 517
default availability 513
indicating availability 516
inviting groups of people 519
inviting managed resources 519
meeting window 518-519
modifying 516
opening new meeting window 521
optional attendees 523
recurring 513-514
reminders 513, 516
removing attendees 524
requirements 519
Room Finder 519
scheduling 518-525
Scheduling Assistant 518, 520
Skype for Business 504
Suggested Times list 519, 521
time zones 512-513, 515
tracking attendee responses 521
menus, resizing 393
merge fields 161
Address Block 179-181
Greeting Line 179, 181
highlighting in documents 180
inserting 178-181

linking to data sources 178
placeholders 162
previewing results 181-182
merged documents, previewing 182
merging
data to new documents 182-183
documents 133-137
message folders, creating 496497
message headers 430, 452, 476
conversations 476, 478
drafts 439
icons 452
message lists 475
changing default settings 480
changing sort order 483-485
default order 475
message participants
communication history 462
contact cards  459-462
online status 459
resolving addresses 430, 434
message responses
address boxes 464
etiquette 465
forwarding 465
meeting requests 466
modifying recipients 465
task assignments 466
voting buttons 466
messages

See also categories; conversations

address boxes 464

address resolution 430-431
arranging by account 482
arranging by attachments 482

arranging by attributes 482-486

arranging by categories 483
arranging by flags 483
arranging by importance 483
arranging by item type 483

arranging by primary recipients 483

arranging by senders 483
arranging by size 483

messages
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MIN function

554

messages (continued)

arranging by subject 483
assigning categories 492
attaching files 444-450
attaching online file copies 449
attaching Outlook items  444—445, 450
attributes 482-483
Auto-Complete List 434-435
body 429

categorizing 486—489

closing after responding  470-471
collapsing groups 484, 486
creating 429-434

creating appointments from  510-511
creating folders  496-497
displaying as conversations 477
displaying content 452—-453
downloading external content 453
editing custom greetings 167
entering content 432

entering email addresses 432
entering subjects 432
expanding groups 486

faxing 448

fields 429-430

formatting  428-429, 432-433
forwarding 465, 470
grouping/ungrouping 485
headers 430, 439, 452

HTML format 428

icons in headers 452

modifying drafts 442—-443
moving to folders 496—497
multiple categories 487
opening 452

organizing in folders 494-497
personalizing 428

Plain Text format 428
previewing 499

printing 498-499

Reading Pane 452

recalling 468-469

recipients 430

removing attachments 449
Reply 464
Reply All 464
Reply with Meeting 464
resending 468-469
resetting arrangements 486
responding to 464-467
Rich Text format 428
saving as drafts  438-439, 441
security settings 453
selecting groups 485
sending 443
sending from specific accounts 440
sending to aliases 430
signatures 428
sorting by column 485
troubleshooting 434-435
verifying sent items 444
MIN function 207, 249-250
Mini Toolbar 23-24, 85
MODE.SNGL function 251
Month calendar arrangement 529
Motion Path animation effects 389
moving
between comments 129
formulas 217
groups of shapes 370
pictures 352-355
shapes 366
between tracked changes 128
multiple data set scenarios 290

N

named ranges
creating 200
creating from data with headings 200
defining cells as 198
deleting 201
editing 200-201
managing 199
referring to in formulas 216
supplying formula values 208

names, removing from Auto-Complete List 436



naming Excel tables 203
narration 402
holidays 508-509
Navigation pane 48, 103
new mail notifications 451
No Markup view 123
nonprinting characters, displaying 52
non-theme colors 344-345
Normal template styles 97
Normal view 49
Notes Page view 49
notes, storing information in
notifications 451
NOW() formulas, updating 215
NOW function 207
nper argument 207
Number Filters 240
numbered lists 91
See also lists
converting from paragraphs 93
formatting on the fly 92
predefined numbering 95
restarting 95
starting 95
starting new 92
numbers
changing styles 94
defining custom styles 95

490-491

0]

objects
animating on slides 386, 392-394
applying multiple animation effects 391
applying multiple effects 395
attaching hyperlinks 418-419
browsing in documents 48
copying effects 395
positioning on slides 391
removing animations 396
Office 365 subscriptions 18, 21
Office 2016 3
managing updates 21
Quick Access Toolbar 6
ribbon 6-9

starting 4
title bar  5-6
window elements  4-8
Office themes 19
on click animations 398
OneDrive 60
accessing files 61
connectingto 19
saving files to 57, 60-61
OneDrive for Business 61
one-variable data tables 293-294
opening protected documents 146-147
options argument  251-253
organization levels in worksheets 273
organizing
Inbox 494-497
items in folders 495
messages in folders 494-497
Original view 123
outdenting paragraphs 77-78
outline area, worksheets 273
Outline Level settings 102
Outline view 49
outlines
displaying in Navigation pane 103
expanding/collapsing 103
levels 102
managing with styles 101-103
subheadings 103
Outlook items, attaching to messages 444—
445, 450
Outlook Options dialog box, opening 436

Page Break Preview view 49
paragraph indent 76
paragraph marks, displaying/hiding 82
Paragraph Spacing options 73
paragraphs
adjusting spacing between lines 75
breaking lines 80
configuring borders 79
converting to lists 93

paragraphs
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parentheses, controlling operator order

556

first line indents 78
formatting 70
formatting as lists 92
hanging indents 77-78
hidden characters 80
indenting 76-78
indenting beyond margins 78
indenting right edge 78
inserting line breaks 82
line break characters 80
line spacing 72
manually positioning text 79
outdented 77-78
outdenting right edge 78
setting alignment 72
shading 79
soft returns 80
spacing 72
tab characters 80
wrapping lines 80
parentheses, controlling operator order 218
passwords 144-149
patterns, slide backgrounds  339-340, 346
People Pane 461-463
PERCENTILE.EXC function 251
PERCENTILE.INC function 251
personalizing messages 428
Photo Album dialog box 375
photo albums, creating 375-380
Picture Tools tab group 353
pictures
See also graphics
pictures animating  386-391
artistic effects 361
copyrights 352
editing and formatting 356-361
inserting, moving, and resizing 352-355
pie charts, animating 392
pinning contact cards 460
pixels 355
placeholders, merge fields 162
Plain Text format 428
PMT function 207
PNG (Portable Network Graphic) 355

Portable Network Graphic (PNG) 355
PowerPoint 2016
file extensions 55
file formats 55
views 49-50
precedence of operators 218
precedents
identifying 233
tracing 230
presence information 459
presentations
adding slides 314-326
applying themes  331-336
closing 60
color schemes 334
copying slides 317-324
creating based on templates 42
deleting slides 324-326
dividing into sections 326-328
effect style 335-336
fontsets 334-335
hiding slides 324-326
hiding/unhiding gridlines 52
hiding/unhiding guides 52
hiding/unhiding rulers 52
importing slides 317-324
opening 46-47
rearranging sections  329-331
rearranging slides  329-331
saving 59
standard themes 333
Preview view 528
previewing
animation effects 394
animations 396
attachments 456-457
formatting 9
merged documents 182
messages 499
primary key 276
primary key column 276
primary slide master, attaching hyperlinks 418
Print Layout view 48



printing
envelopes 188
messages 498-499
PRODUCT function 249-250
properties
displaying 53-54
editing 56
pv argument 207

Q

QUARTILE.EXC function 251
QUARTILE.INC function 251
Quick Access Toolbar 6
adding commands 25, 26, 28
customizing 26
defining for specific files 28
displaying separators 28-29
moving 28
moving buttons 29
resetting to default 29
Quick Analysis Lens
adding tables 286
adding totals 286
formatting cells 285
Quick Click category 488
assigning 492
changing 494
removing 492
setting 494

R

RAND function 245-246
RANDBETWEEN function 245-246
range_lookup argument 277
ranges See named ranges
rate argument 207
Read Mode view 48
Reading Pane
displaying 452
displaying attachments 454
magnifying 453
meeting requests 526
scrolling messages 454

Restrict Editing pane

viewing categories 488
Reading view 50
rearranging slides and sections 329-331
records
filtering recipients list 174-176
mail merge 160
manually excluding from recipients list 177
removing duplicates 176
sorting in data sources 177-178
Rectangle picture frame style 376
recurring appointments 513-514, 517
ref argument 252, 253
references
absolute 217
circular 225
relative 217
regrouping shapes 370
relative references
changing to absolute 214
creating 217
in formulas  211-213
religious holidays 508-509
reminders 513
removing
See also deleting
backgrounds from pictures 359-360
password protection 147
restrictions 142-144
slides 314-326
tracked changes 132
Reply All message response 464
Reply message response 464
Reply with IM or Reply All with IM message
response 466
Reply with Meeting message response 464
resize handles 202
resizing
Excel tables 202
pictures 352-355
shapes 366
resolving addresses 430-431
responding to comments 128-130
responding to messages 464-467
Restrict Editing pane 139
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restricting
document access 144-149
document actions  138-144
styles 139-142

reviewing comments 128-130

revising content See editing

Revisions pane 124-128

ribbon 6-9
adding commands 33-34
creating custom groups 30, 33
creating custom tabs 30, 32
displaying tabs 15
hiding 13-14
hiding/unhiding tabs  30-31
moving commands  30-31
removing commands 30-31
renaming custom groups 32-33
renaming custom tabs 32
resetting to default 34
ScreenTips 8
scrolling 12
unhiding 14-15

Rich Text format 428

Right Indent marker 76-77

Right Tab 81

Room Finder pane 519

rotating shapes 366

Rounded Rectangle picture frame style 376

row input cell 294

rows, worksheets
adding to tables 202, 204
grouping 275
hiding/unhiding 273
random, selecting from lists 246
restoring 273
sorting in worksheets 264

rulers
changing measurements 77
displaying 77
hiding 52
indent markers 76
tab stops 80

S
saving
attachments to storage drives 457-458
automatically 58
documents 59
files 56-57
files in previous Office versions 55
files to OneDrive 57, 60
files to SharePoint 57
message drafts 441
presentations 59
workbooks 59
Scenario Manager 289-292
scenarios
See also data sets
adding comments 287
applying multiple  290-291
creating 287, 289
creating from Solver 299
creating summary worksheets 292
defining values 288
displaying 289
editing 289-290
Normal 291
removing 288
size limitations 291
summarizing 291
Schedule view calendar arrangement 529
scheduling
appointments 504-507
events 505, 510
meetings 518-525
Scheduling Assistant 518, 520
screen clippings, capturing and inserting
372-374
screen resolution 13-14
Screenshot menu 372
ScreenTips 23-24
ScreenTips, calendars 505
scrolling files 44
search filters  242-243, 245



searching
address books  437-438
address lists 438
categories 486
folders 494
for holidays 509
security
restricting access using passwords 144-149
scanning for viruses 456
security settings, messages 453
selecting
multiple shapes 366
pictures for editing 354
shapes for editing 366
selection filters 240, 244
sending messages 443
settings, files 53
shading paragraphs 79
shapes
See also graphics
connecting 371-372
drawing and modifying 361-371
formatting 367-370
Text Box margins 364
Share pane 150-151
SharePoint
saving files to 57
slide libraries 322
shortcut keys, categories 488
signatures 428
Simple Frame, Black picture frame style 376
Simple Frame, White picture frame style 376
simple graphics 351
creating a photo album 375-380
drawing and modifying shapes 361-371
editing and formatting pictures 356-361
inserting, moving, and resizing pictures
352-355
screen clippings  372-374
Simple Markup view 122, 126
Simplex LP solver method 299
Skype for Business 504
slide libraries 322

Solver

Slide Show view 50
slide shows 412
Slide Sorter view 50
slides
adding 314-326
adding audio content 404—410
adding video content 410415
animating objects 392
animation/transition indicator 394
audio playback controls 405
backgrounds 336-346
building with animations 391-392
copying 317-324
deleting 324-326
fitting to window 52
hiding 324-326
importing 317-324
inserting 316-317
inserting audio clips 406
inserting video clips 413
moving video images 414
rearranging 329-331
recording audio onto 406—-407
removing 314-326
reordering animation effects 400
SMALL function 251
social media service, connectingto 20
Soft Edge Rectangle picture frame style 376
soft return 80
Solver
adding constraints 301-302
adding to ribbon 300
creating scenarios 299
deleting constraints 303
editing constraints  302-303
Evolutionary method 299
GRG Nonlinear method 299
identifying objective cell 300
identifying values to change 300
installing 298
integer programming 299
limiting values 299
opening 300
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Solver (continued)
requiring binary number values 302
requiring integer values 302
requiring non-negative values 303
resetting model 303
saving results 299
selecting methods 303
Simplex LP method 299
solving methods 299
specifying result types 300
Sort & Filter 262-268
sorting
categories 489
cell colors 264
data set rules 264, 268
data using custom lists 268-270
default settings, Excel 268
Sort & Filter 262-268
worksheet columns 264-266
worksheet rows 264
spelling checks 133
spelling errors, hiding 23
splitting windows into panes 52
standard colors 344
standard themes, presentations 333
Start screens, enabling/disabling 23
status bar 10-11, 15
STDEV.P function 249, 251
STDEV.S function 249, 251
sticky notes 490
strikethrough 87
style sets 98, 101
styles
adding to Styles gallery 101
applying 97-98
built-in, applying to text 97-103
defining custom numbers 95
fonts 85
live preview 98
modifying definitions 98
numbers 94
predefined 97
removing from Styles gallery 101
restricting 139-142

Styles gallery 97
adding styles 101
removing styles 101
Styles pane
changing displayed styles 99-100
displaying/hiding style previews 101
opening 99
options 100
Subject field 429, 432
subscript 88
SUBTOTAL function 245, 247-248, 250
subtotal summaries 275
subtotals
defining 271
groups 272-273
hiding/showing details 274
removing 274
removing from data lists 275
Suggested Times list 521
SUM function 207, 247, 249, 251
SUMIF function 220
SUMIFS function 220
summary function, changing 203
summary worksheets 291-292
superscript 88

T

tab characters 80, 82

tab leader 81

tab stops 80-81, 83-84

table_array argument 277

tables (Excel)
adding columns 202, 204
adding rows 202, 204
adding with Quick Analysis Lens 286
converting to cell ranges 205
creating using keyboard shortcut 202
creating with default formatting 204
defining 201-205
entering values 202
excluding cells 202
expanding automatically 202
naming 203



overwriting format 202
renaming 205
resizing manually 202, 204
summarizing data 202
summary function 203
total row  203-205
tabs 81,83
Tabs dialog box, opening 82
task assignments 466
task lists, displaying on calendars 534
templates
creating files from 41
finding 43
letters 162
previewing design 41
styles stored in 98
testing passwords 146
text
adding to shapes 362-363
animating 386-391
applying artistic effects 88
applying bold 87
applying built-in styles 97-103
changing case 88
changing font color 88
changing fonts 87
changing font size 87
character formatting 84-90
copying formatting 89
crossing out 87
effects 86
formatting 87
formatting as you type 96
highlighting 89
strikethrough 87
underlining 87
WordArt 86
Text Box margins, shapes 364
textures, slide backgrounds 338-339, 343
themes 104
applying custom 107
applying from non-standard locations 107
applying to presentations 331-336

built-in, applying to documents 106
changing default 107
changing in documents 104
color schemes 334
color sets 104
custom  105-106, 108
effect style  335-336
fontsets 104, 334-335
Office 19
saving 105
saving custom 107
standard 333
Themes gallery 104
thumbnails 9
time slots on calendars 505, 507
time zones on calendars
appointments 515
hiding controls 515
meetings 515
specifying 512
title bar  5-6
To field 429-430, 432
toolbars, displaying 285
totals, adding with Quick Analysis Lens 286
tracer arrows 231, 233
tracked changes
accepting 131-132
colors 119, 121
default formatting 119
displaying author of 131
displaying revision types 127
displaying time of 131
hiding 120
Microsoft accounts 126
moving sequentially among 128
preventing from turning off 121
rejecting all 132
removing selected changes 132
reviewing 130-133
turning on/off 120
unlocking 122
user identification 24
triggericons 404

trigger icons
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triggering animations

triggering animations 398, 401
troubleshooting
address lists 435
Auto-Complete List 434435
message addressing 434
multiple recipients 435
Twitter accounts, connecting to 19
two-variable data tables 293-295
type argument 207

U

Unencrypted option 144
ungrouping shapes 370
unhiding
Animation Pane 395
data list details 274-275
gridlines 52
guides 52
paragraph marks 82
rulers 52
unique messages 476
unique values 276
unlocking change tracking 122
updates 21
uppercase 91
user interface 3
user names 23-24

\'

validation circles  255-257
validation rules 255-256
values
defining for cell ranges 255-257
finding in data sets 253—-254
watching in ranges 234
variables, changing 293
VAR.P function 249, 251
VAR.S function 249, 251
versions (documents)
comparing 136-137
control 137-149
vertical spacing, paragraphs 72, 74

562

video clips
bookmarking 402—403
embedded, full screen playback 414
embedding 411
formatting 411
inserting 410
inserting onto slides 413
inserting trigger bookmarks 411
linking to online video 410
managing 412
selecting embedded 414
sources 410
video images 414
video playback 411
video soundtracks, setting relative volume 415
viruses, scanning attachments 456
visual elements  351-382
VLOOKUP formula 278
VLOOKUP function 220, 276-279
voting buttons 466

w

Watch Window 232-233
watches 232, 234
Web Layout view 48
websites, linkingto 418
Week calendar arrangement 529
what-if analysis 286, 289
windows
magnifying files 51-52
splitting into two panes 52
switching 52
Word 2016
file extensions 54
file formats 54
views 48
WordArt 86
Work Week calendar arrangement 529, 534
workbooks
closing 60
creating based on templates 42
opening 46—47
recalculating 226
saving 59



worksheets

Y

adding validation rules 255
auditing 229-231

filtering data in  240-243
finding information in 276-279
organization levels 273-274
recalculating 226

selecting random rows 246
setting calculation options 226
sorting data 262-270
summarizing data  247-253
using VLOOKUP 279

YouTube accounts, connecting to

yA

zooming 11, 51-52

19

zooming
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