
 

iv

 

Table of Contents

 

Quick Reference Table Summary . . . . . . . . . . vii
Preface . . . . . . . . . . . . . . . . . . . . . . . . . . . . . viii
How This Book Is Organized . . . . . . . . . . . . . . x
About the Author . . . . . . . . . . . . . . . . . . . . . . xi

 

L E S S O N  1

 

Word—Working with Word 
Basics . . . . . . . . . . . . . . . . . . 1

 

Discovering Just How Suite It Is . . . . . . . . . . 3

Defining Word . . . . . . . . . . . . . . . . . . . . . . . 4

 

Hands-On 1.1 Start Word

 

 . . . . . . . . . . . . . . . . . 5

Introducing the Ribbon . . . . . . . . . . . . . . . . 8

Introducing Toolbars  . . . . . . . . . . . . . . . . . . 9

 

Hands-On 1.2 Explore Tabs and Groups on the 
Ribbon 

 

 . . . . . . . . . . . . . . . . . . . . . . . . . 10

Opening Documents  . . . . . . . . . . . . . . . . . 10

 

Hands-On 1.3 Open a Document

 

 . . . . . . . . . . . 12

Navigating in a Word Document . . . . . . . . 15

 

Hands-On 1.4 Practice Scrolling and 
Positioning the Cursor

 

 . . . . . . . . . . . . . . . 16

 

Hands-On 1.5 Use the Keyboard to Navigate

 

. . . . 18

Closing Documents  . . . . . . . . . . . . . . . . . . 19

 

Hands-On 1.6 Close the Document 

 

. . . . . . . . . . 19

Starting a New Blank Document . . . . . . . . 19

 

Hands-On 1.7 Start a New Document 

 

. . . . . . . . 20

Getting Help in Word 2007  . . . . . . . . . . . . 20

 

Hands-On 1.8 Use Word Help

 

. . . . . . . . . . . . . . 21

Exiting from Word  . . . . . . . . . . . . . . . . . . . 22

 

Hands-On 1.9 Exit from Word

 

. . . . . . . . . . . . . . 22
Concepts Review . . . . . . . . . . . . . . . . . . . . . 23

Skill Builders . . . . . . . . . . . . . . . . . . . . . . . . 24

 

L E S S O N  2

 

Word—Writing a Letter to 
Uncle Charlie . . . . . . . . . . . 29

 

Typing Text . . . . . . . . . . . . . . . . . . . . . . . . . 31

 

Hands-On 2.1 Use AutoComplete to 
Type the Date

 

. . . . . . . . . . . . . . . . . . . . . . 32

 

Hands-On 2.2 Use the Enter Key and 
Word Wrap

 

 . . . . . . . . . . . . . . . . . . . . . . . 33

 

Hands-On 2.3 Finish the Letter 

 

. . . . . . . . . . . . . 34

Saving a Document . . . . . . . . . . . . . . . . . . . 36

 

Hands-On 2.4 Save the Letter

 

 . . . . . . . . . . . . . . 37

 

Hands-On 2.5 Modify the Letter and 
Save It Again

 

. . . . . . . . . . . . . . . . . . . . . . 40

Printing a Document  . . . . . . . . . . . . . . . . . 41

 

Hands-On 2.6 Use Print Preview and Print Your 
Letter

 

 . . . . . . . . . . . . . . . . . . . . . . . . . . . 44

Using AutoCorrect  . . . . . . . . . . . . . . . . . . . 45

 

Hands-On 2.7 Use AutoCorrect

 

 . . . . . . . . . . . . . 45

 

wto7.book  Page iv  Tuesday, March 18, 2008  11:22 AM



 

Table of Contents

 

v

 

Working with Spell Check  . . . . . . . . . . . . . 46

 

Hands-On 2.8 Use Spell Check

 

 . . . . . . . . . . . . . 46

Creating an Envelope . . . . . . . . . . . . . . . . . 47

 

Hands-On 2.9 Type an Envelope

 

 . . . . . . . . . . . . 49
Concepts Review. . . . . . . . . . . . . . . . . . . . . 50

Skill Builders . . . . . . . . . . . . . . . . . . . . . . . . 51

 

L E S S O N  3

 

Word—Enjoying Paul’s 
Trip Abroad. . . . . . . . . . . . . 57

 

Selecting Text  . . . . . . . . . . . . . . . . . . . . . . . 59

 

Hands-On 3.1 Select Text

 

. . . . . . . . . . . . . . . . . 61

Editing Techniques . . . . . . . . . . . . . . . . . . . 63

 

Hands-On 3.2 Add, Delete, and Replace Text

 

. . . . 64

 

Hands-On 3.3 Use Undo and Redo

 

. . . . . . . . . . . 66

Moving and Copying Text  . . . . . . . . . . . . . 67

 

Hands-On 3.4 Move and Copy Text

 

 . . . . . . . . . . 68

Finding and Replacing Text  . . . . . . . . . . . . 70

 

Hands-On 3.5 Use the Find Feature

 

 . . . . . . . . . . 70

 

Hands-On 3.6 Use the Find and Replace Feature

 

 . 72
Concepts Review. . . . . . . . . . . . . . . . . . . . . 75

Skill Builders . . . . . . . . . . . . . . . . . . . . . . . . 76

 

L E S S O N  4

 

Word—Flying with Flyers. . 81

 

Formatting with the Ribbon . . . . . . . . . . . . 83

Formatting with the Mini Toolbar . . . . . . . 84

Using Live Preview with Galleries  . . . . . . . 85

 

Hands-On 4.1 Use Character Formatting

 

 . . . . . . 85

Saving a Document to a New Folder  . . . . . 88

 

Hands-On 4.2 Create a Folder and Save 
Your Flyer

 

 . . . . . . . . . . . . . . . . . . . . . . . . 89

Setting Paragraph Alignment . . . . . . . . . . . 90

 

Hands-On 4.3 Set Paragraph Alignment 

 

. . . . . . . 91

Creating WordArt . . . . . . . . . . . . . . . . . . . . 92

 

Hands-On 4.4 Insert WordArt

 

. . . . . . . . . . . . . . 92

 

Hands-On 4.5 Format WordArt

 

. . . . . . . . . . . . . 95

Using Clip Art  . . . . . . . . . . . . . . . . . . . . . . .98

 

Hands-On 4.6 Insert Clip Art

 

. . . . . . . . . . . . . . .99

 

Hands-On 4.7 Rotate and Resize a Clip Art 
Image

 

 . . . . . . . . . . . . . . . . . . . . . . . . . .101

 

Hands-On 4.8 Wrap Text

 

 . . . . . . . . . . . . . . . .104

 

Hands-On 4.9 Use Brightness, Contrast, and 
Cropping

 

 . . . . . . . . . . . . . . . . . . . . . . . .106
Concepts Review . . . . . . . . . . . . . . . . . . . .108

Skill Builders  . . . . . . . . . . . . . . . . . . . . . . .109

 

L E S S O N  5

 

Excel—Tracking the 
Volunteers . . . . . . . . . . . . 115

 

Understanding Excel . . . . . . . . . . . . . . . . .117

 

Hands-On 5.1 Start Excel

 

 . . . . . . . . . . . . . . . .117

Navigating in a Spreadsheet  . . . . . . . . . . .119

 

Hands-On 5.2 Scroll in a Spreadsheet

 

 . . . . . . . .120

 

Hands-On 5.3 Navigate with the Keyboard

 

 . . . .122

 

Hands-On 5.4 Freeze Panes

 

. . . . . . . . . . . . . . .123

Entering Data in a Spreadsheet . . . . . . . . .125

 

Hands-On 5.5 Enter Data in a Spreadsheet

 

 . . . .126

Editing in Excel . . . . . . . . . . . . . . . . . . . . .128

 

Hands-On 5.6 Edit Data in a Spreadsheet 

 

. . . . .128

 

Hands-On 5.7 Align Data in Cells

 

 . . . . . . . . . .130

Working with Ranges of Cells . . . . . . . . . .130

 

Hands-On 5.8 Select Ranges of Cells

 

. . . . . . . . .131

Moving and Copying Data  . . . . . . . . . . . .133

 

Hands-On 5.9 Move Data

 

. . . . . . . . . . . . . . . .133

 

Hands-On 5.10 Copy Data

 

 . . . . . . . . . . . . . . .135

Sorting Data . . . . . . . . . . . . . . . . . . . . . . . .136

 

Hands-On 5.11 Sort Data

 

. . . . . . . . . . . . . . . .137

Working with Columns and Rows  . . . . . .138

 

Hands-On 5.12 Resize Columns

 

. . . . . . . . . . . .138

 

Hands-On 5.13 Add and Delete Columns 
and Rows

 

. . . . . . . . . . . . . . . . . . . . . . . .140
Concepts Review . . . . . . . . . . . . . . . . . . . .142

Skill Builders  . . . . . . . . . . . . . . . . . . . . . . .143

 

wto7.book  Page v  Tuesday, March 18, 2008  11:22 AM



 

vi

 

Table of Contents

 

L E S S O N  6

 

Excel—Collecting Your 
Curiosities. . . . . . . . . . . . . 149

 

Defining Formulas  . . . . . . . . . . . . . . . . . . 151

 

Hands-On 6.1 Enter Formulas in a 
Spreadsheet

 

. . . . . . . . . . . . . . . . . . . . . . 154

Using Built-in Functions  . . . . . . . . . . . . . 156

 

Hands-On 6.2 Use the Sum Function

 

. . . . . . . . 157

 

Hands-On 6.3 Use the MAX, MIN, and 
AVERAGE Functions

 

 . . . . . . . . . . . . . . . 159

Copying Formulas and Functions  . . . . . . 160

 

Hands-On 6.4 Copy Functions and 
Formulas and Calculate Profit

 

. . . . . . . . . 161

Using Charts to Visualize Data. . . . . . . . . 162

 

Hands-On 6.5 Visualize Your Data with 
a Chart

 

 . . . . . . . . . . . . . . . . . . . . . . . . 165

 

Hands-On 6.6 Move and Resize an 
Embedded Chart

 

 . . . . . . . . . . . . . . . . . . 168

 

Hands-On 6.7 Modify the Chart Design

 

. . . . . . 172
Concepts Review  . . . . . . . . . . . . . . . . . . . 175

Skill Builders . . . . . . . . . . . . . . . . . . . . . . . 176

 

L E S S O N  7

 

PowerPoint—Creating 
Powerful Presentations  . . 183

 

Presenting PowerPoint . . . . . . . . . . . . . . . 185

 

Hands-On 7.1 Start PowerPoint 

 

. . . . . . . . . . . 185

 

Hands-On 7.2 Navigate in a Presentation 

 

 . . . . 188

Using PowerPoint Views. . . . . . . . . . . . . . 189

 

Hands-On 7.3 Explore Slide Sorter and 
Slide Show Views

 

. . . . . . . . . . . . . . . . . . 190

Creating a Presentation  . . . . . . . . . . . . . . 192

 

Hands-On 7.4 Use Themes in a Presentation 

 

 . . 192

 

Hands-On 7.5 Add Text to a Slide and 
Modify It

 

 . . . . . . . . . . . . . . . . . . . . . . . 194

 

Hands-On 7.6 Add a Slide and Try 
Different Layouts

 

. . . . . . . . . . . . . . . . . . 197

 

Hands-On 7.7 Add Bullet Points to Your 
Presentation

 

. . . . . . . . . . . . . . . . . . . . . . 199

 

Hands-On 7.8 Add Clip Art to the 
Presentation

 

. . . . . . . . . . . . . . . . . . . . . . 200

 

Hands-On 7.9 Rotate, Resize, and Move 
a Clip Art Image

 

. . . . . . . . . . . . . . . . . . . 201

Delivering the Slide Show. . . . . . . . . . . . . 203

 

Hands-On 7.10 Run the Slide Show

 

 . . . . . . . . . 205
Concepts Review . . . . . . . . . . . . . . . . . . . . 206

Skill Builders . . . . . . . . . . . . . . . . . . . . . . . 207

 

L E S S O N  8

 

Access—Accessing 
a Pampered Pet  . . . . . . . . 215

 

Introducing Access  . . . . . . . . . . . . . . . . . . 217

 

Hands-On 8.1 Start Access

 

 . . . . . . . . . . . . . . . 218

Creating a New Database  . . . . . . . . . . . . . 218

 

Hands-On 8.2 Create a Blank Database

 

 . . . . . . 220

Introducing Access Tables . . . . . . . . . . . . . 221

 

Hands-On 8.3 Set Up a Table in Design View

 

 . . 224

 

Hands-On 8.4 Choose a Primary Key

 

 . . . . . . . . 228

 

Hands-On 8.5 Save the Table

 

 . . . . . . . . . . . . . 229

Entering Data in Datasheet View . . . . . . . 230

 

Hands-On 8.6 Enter Data into a Table

 

. . . . . . . 230

Printing Tables. . . . . . . . . . . . . . . . . . . . . . 233

 

Hands-On 8.7 Use Print Preview  . . . . . . . . . . . 234
Hands-On 8.8 Adjust Table Column Widths . . . 235
Hands-On 8.9 Set Page Orientation and 

Margins, and Print . . . . . . . . . . . . . . . . . 236
Concepts Review . . . . . . . . . . . . . . . . . . . . 238

Skill Builders . . . . . . . . . . . . . . . . . . . . . . . 239

A P P E N D I X  A

Storing Your Exercise Files 244

Glossary . . . . . . . . . . . . . . . . . . . . . . . . . . . 257

wto7.book  Page vi  Tuesday, March 18, 2008  11:22 AM


