


05_711965-pp01.indd   1605_711965-pp01.indd   16 9/13/10   2:48 PM9/13/10   2:48 PM



Microsoft Offi ce for 
the Older and Wiser

Get up and running with 
Offi ce 2010 and Offi ce 2007

Sean McManus

A John Wiley and Sons, Ltd, Publication

01_711965-ffirs.indd   i01_711965-ffirs.indd   i 9/13/10   2:47 PM9/13/10   2:47 PM



This edition fi rst published 2011
© 2011 Sean McManus

Registered offi ce
John Wiley & Sons Ltd, The Atrium, Southern Gate, Chichester, West Sussex, PO19 8SQ, United Kingdom 

Editorial offi ce
John Wiley & Sons Ltd, The Atrium, Southern Gate, Chichester, West Sussex, PO19 8SQ, United Kingdom 

For details of our global editorial offi ces, for customer services and for information about how to apply for permission to 
reuse the copyright material in this book please see our website at www.wiley.com/wiley-blackwell.

The right of the author to be identifi ed as the author of this work has been asserted in accordance with the Copyright, Designs 
and Patents Act 1988. 

All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or transmitted, in any form or 
by any means, electronic, mechanical, photocopying, recording or otherwise, except as permitted by the UK Copyright, 
Designs and Patents Act 1988, without the prior permission of the publisher.

Wiley also publishes its books in a variety of electronic formats.  Some content that appears in print may not be available in 
electronic books.

Designations used by companies to distinguish their products are often claimed as trademarks. All brand names and product 
names used in this book are trade names, service marks, trademarks or registered trademarks of their respective owners. The 
publisher is not associated with any product or vendor mentioned in this book. This publication is designed to provide accu-
rate and authoritative information in regard to the subject matter covered. It is sold on the understanding that the publisher 
is not engaged in rendering professional services. If professional advice or other expert assistance is required, the services of 
a competent professional should be sought.

Microsoft product screenshots reprinted with permission from Microsoft Corporation.

All website information was correct at the time of going to press. Websites do constantly update their privacy settings and 
policies. Please check the relevant website homepage to fi nd their current policies.

A catalogue record for this book is available from the British Library.

978-0-470-71196-5

Set in 11/13 Optima LT Std by Wiley Indianapolis Composition Services
Printed in Great Britain by Bell & Bain, Glasgow

01_711965-ffirs.indd   ii01_711965-ffirs.indd   ii 9/13/10   2:47 PM9/13/10   2:47 PM

http://www.wiley.com/wiley-blackwell


Contents

Introduction 1

What is Microsoft Offi ce? 2

How this book is structured 4

What you will need 5

Familiarising yourself with the keyboard and the mouse 7

Choosing the right application for the job 11

Part I – Using Microsoft Word 15

Chapter 1 – Writing a letter with Microsoft Word 17

Starting Word 18

Saving your work 19

Writing your letter 24

Making changes to what you’ve written 25

Deleting text 28

Moving text around 28

02_711965-ftoc.indd   iii02_711965-ftoc.indd   iii 9/13/10   2:47 PM9/13/10   2:47 PM



Contents

iv

Changing the appearance of your letter 35

Clearing formatting and undoing mistakes 40

Adding your address to your letter 40

Checking your spelling 42

Printing your letter 47

Finishing your Word session 49

What else can you do? 50

Chapter 2 – Creating a poster with Microsoft Word 53

Starting a new document with a template 54

Changing the view 58

Changing the text in your template 59

Inserting pictures in your poster 61

Inserting clip art in your poster 63

Printing your poster 66

What else can you do? 66

Chapter 3 – Publishing a newsletter with Word 69

Planning your newsletter 70

Creating dummy text 72

Choosing your paper size 73

Creating a title for your newsletter  75

Adding your fi rst story 75

Getting a sense of style 77

02_711965-ftoc.indd   iv02_711965-ftoc.indd   iv 9/13/10   2:47 PM9/13/10   2:47 PM



Contents

v

Laying out your text in columns 88

Arranging your images 89

Advanced layout options 94

Adding the rest of your stories 100

Adding a table of contents 101

More to explore 102

Download my example newsletter 102

What else can you do? 103

Part II – Using Microsoft Excel 107

Chapter 4 – Managing your address book 
with Excel 109

What is a spreadsheet? 110

Navigating the spreadsheet 112

Saving your spreadsheet 113

Organising your information into rows and columns 114

How much information to put into each cell? 115

Putting the headers into your address book 117

Entering your friends into your address book 120

Finding people in your address book 130

Printing your address book 135

What else can you do? 139

02_711965-ftoc.indd   v02_711965-ftoc.indd   v 9/13/10   2:47 PM9/13/10   2:47 PM



Contents

vi

Chapter 5 – Creating a basic holiday budget 
in Excel 143

Starting your holiday spreadsheet 144

Calculating the quantities 148

Calculating the total cost for each item 155

Converting the currency 158

Writing your own formulae 163

Using your spreadsheet to plan your holiday 164

Adding a holiday countdown 165

Protecting your privacy with encryption 166

Copying your budget into your itinerary in Word 168

What else can you do? 170

Chapter 6 – Creating personalised party 
invitations using Excel and Word 173

What is mail merge? 174

Creating the standard invitation 175

Preparing your invitees list 178

Selecting recipients in Word 180

Selecting which rows of your spreadsheet to use 183

Adding names to your invitation 185

Previewing your invitations 186

Adding conditional content 187

Creating your fi nished invitations 189

02_711965-ftoc.indd   vi02_711965-ftoc.indd   vi 9/13/10   2:47 PM9/13/10   2:47 PM



Contents

vii

Creating your mailing labels 191

What else can you do? 194

Part III – Using Offi ce to Organise and 
Share Your Photos and Ideas 201

Chapter 7 – Creating a slide show of your 
holiday photos using PowerPoint 203

What is PowerPoint? 204

Starting a new PowerPoint document 205

Previewing or showing your slide show 207

Familiarising yourself with the PowerPoint interface 209

Deleting a slide 210

Adding a new slide 211

Adding transitions and animations 214

Creating an instant photo album 217

Enabling automatic playback of your slide show 220

What else can you do? 221

Chapter 8 – Keeping a recipe book with OneNote 225

Understanding the OneNote screen 226

Creating a new notebook for your recipes 230

How OneNote saves your work 233

Creating the tabs for your notebook 235

Adding your recipes 236

02_711965-ftoc.indd   vii02_711965-ftoc.indd   vii 9/13/10   2:47 PM9/13/10   2:47 PM



Contents

viii

Capturing recipes from the Internet 243

Searching your recipes by ingredient 247

Printing recipes 247

What else can you do? 249

Chapter 9 – Using email to share your ideas and 
documents 253

What is email? 254

Setting up email on your PC 255

Reading your emails in Windows Live Mail 263

Replying to emails and sending new emails 267

Emailing your Microsoft Offi ce fi les  270

What else can you do? 277

Part IV – Appendices 281

Appendix A – Using keyboard shortcuts 283

Appendix B – Glossary 289

02_711965-ftoc.indd   viii02_711965-ftoc.indd   viii 9/13/10   2:47 PM9/13/10   2:47 PM



Dedication

To Karen

About the Author

Sean McManus is a technology and business author. His previous books include 
Social Networking for the Older and Wiser, Small Business Websites That Work, 
and a novel about the music industry called University of Death. His tutorials and 
articles have appeared in magazines including Internet Magazine, Internet Works, 
Business 2.0, Making Music, Melody Maker and Personal Computer World. He 
created Wild Mood Swings (www.wildmoodswings.co.uk), a web toy that shows 
you websites to match your mood, and blogs regularly on his personal website at 
www.sean.co.uk.

Acknowledgements

Many thanks to everyone involved in creating this book. The team on this book 
includes (in order of appearance) Chris Webb (acquisitions editor), Birgit Gruber 
(acquisitions editor), Ellie Scott (publishing assistant), Juliet Booker (project edi-
tor), Adrian Arnold (technical reviewer), Grace Fairley (copy editor), Linda Clark 
(U3A reviewer), Steve Long (cartoonist), and everyone in the Wiley Composition 
Dept. (layout).

Thank you to Wylda Holland, Jean McManus, Karen McManus and Adrian Arnold 
for sharing their inspiring ideas for using Offi ce. The lists of additional projects at 
the end of each chapter are much stronger for their contributions, and Adrian’s 
feedback on the fi rst draft was most helpful.

Many thanks as ever to my wonderful wife Karen for all her support on this 
project.

03_711965-flast.indd   ix03_711965-flast.indd   ix 9/13/10   2:47 PM9/13/10   2:47 PM



Publisher’s Acknowledgements

Some of the people who helped bring this book to market include the following:

Editorial and Production
VP Consumer and Technology Publishing Director: Michelle Leete
Associate Director – Book Content Management: Martin Tribe
Associate Publisher: Chris Webb
Executive Commissioning Editor: Birgit Gruber
Publishing Assistant: Ellie Scott
Project Editor: Juliet Booker
Development Editor: Grace Fairley
Copy Editor: Grace Fairley

Marketing
Senior Marketing Manager: Louise Breinholt
Marketing Executive: Chloe Tunnicliffe 

Composition Services
Compositor: Wiley Indianapolis Composition Services
Proofreader: Susan Hobbs
Indexer: Potomac Indexing, LLC

03_711965-flast.indd   x03_711965-flast.indd   x 9/13/10   2:47 PM9/13/10   2:47 PM



Icons used in this book

Throughout this book, we’ve used icons to help focus your attention on certain 
information.  This is what they mean:

  Equipment  Lets you know in advance the equipment you will
needed need to hand as you progress through the chapter.

 Skills   Placed at the beginning of each chapter to help 
identify the skills you’ll need for the chapter ahead.

 Tip Tips and suggestions to help make life easier.

 
Note

 
Take note of these little extras to avoid confusion.

 
Warning

  
Read carefully; a few things could go wrong at 
this point.

 
Try It

 
Go on, enjoy yourself; you won’t break it.

 
Trivia

 
A little bit of fun to bring a smile to your face.

 
Summary

 
A short recap at the end of each chapter.

 

Brain 

 
Test what you’ve learned from the chapter. Training
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The Third Age Trust

The Third Age Trust is the body which represents all U3As in the UK. The U3A move-
ment is made up of over 700 self-governing groups of older men and women who 
organise for themselves activities which may be educational, recreational or social in 
kind. Calling on their own experience and knowledge they demand no qualifi cations 
nor do they offer any. The movement has grown at a remarkable pace and offers 
opportunities to thousands of people to demonstrate their own worth to one another 
and to the community. Their interests are astonishingly varied but the members all 
value the opportunity to share experiences and learning with like-minded people. The 
Third Age Trust’s endorsement of the Older and Wiser series hints at some of that 
width of interest.
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Introduction

I know what you’re thinking: “Offi ce? That sounds a bit dull.” But don’t let the 
name put you off reading this book. Although Microsoft Offi ce can be used to 
manage your household accounts and write letters to the bank, it also enables you 
to enjoy fun projects like creating party invitations, making posters, planning your 
holidays, putting together slide shows and compiling recipe books. In fact, once 
you understand the basics of how to use Microsoft Offi ce, your imagination is the 
only limit. Soon you’ll be thinking of more and more ways to use Microsoft Offi ce 
and unleash the full power of your PC.

Whether you’re a beginner or are already using it, you’ll discover that there are 
two main benefi ts to mastering Microsoft Offi ce. Firstly, it makes life easier. If 
you’re still writing out your Christmas card envelopes by hand, or struggling to 
work out how much interest the bank is due to pay you, let the computer take the 
strain. Computers love complex and repetitive tasks and once you’ve learned how 
to set things up they’ll happily beaver away on your behalf while you put your feet 
up. It’s like having that robot they always promised us, although it still won’t make 
the tea or vacuum the living room. (Microsoft, if you’re listening, please dedicate 
some boffi ns to making that happen!)

Secondly, Microsoft Offi ce can empower you in your hobbies and creative pas-
times. If you’ve always wanted to write a novel, word processing is your tool. If 
you want to keep track of the number of birds you’ve spotted or train timetables, 
a spreadsheet can help. If you are ever called upon to deliver a presentation, 
whether it’s showcasing photos to your family or sharing your expertise with the 
local horticulture society, a PowerPoint presentation helps you organise your 
thoughts and tell your story.
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What is Microsoft Offi ce?

Twenty years ago, Microsoft cofounder Bill Gates’ vision was for there to be “a com-
puter on every desk and in every home”, and in the developed economies we’re not 
far off that. In fact, computers are probably the main reason people buy desks today. 

Microsoft Offi ce is a collection of programs (called a ‘suite’), which enables you 
to create different types of documents on your computer. So, you ask, what are the 
programs (or ‘applications’) and what might you use them for? 

• Microsoft Word: this is word-processing software, which is the great-great-
grandchild of the typewriter. You type in the content of your document, and 
you can edit it until you’re happy with it (including moving whole paragraphs 
around, and adding or deleting them). You can change the way your document 
looks, from simple styles like bold and underlined text all the way up to 
complex newsletter layouts, as you’ll be fi nding out. Microsoft Word can be 
used for letters (see Chapter 1), diaries, posters (see Chapter 2), newsletters 
(see Chapter 3) and even books. I’m using it right now to write this book.

• Microsoft Excel: this is spreadsheet software, which is used for structuring 
words and/or numbers in a grid. It helps you to organise information. At its 
simplest, it can be used to lay out data like timetables and address books (see 
Chapter 4) and to create nice, clear coloured charts. Its sophistication enables 
it to carry out calculations using numbers you have entered in the boxes in the 
grid, as you’ll see in Chapter 5. I’m also using Excel right now, to keep track 
of the number of words I’m writing for each chapter. 

• Microsoft PowerPoint: this software is most often used for presentations where 
somebody stands up and talks through a series of slides. If you’re invited to 
give a talk to your local U3A group or another community organisation, 
PowerPoint will make sure your presentation looks slick. You can also use it 
with friends and family to create a photo slide show, as you’ll see in Chapter 7.

• Microsoft OneNote: this is the newest and most overlooked program in 
Microsoft Offi ce. It’s a bit like a scrapbook on your PC, in which you can keep 

Microsoft says that 500 million people worldwide use Microsoft Offi ce. 
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interesting web pages, paste pictures and write notes. It’s powerful because 
of the way you can group related information and search through your 
notebooks, and because of the ease with which you can add information. In 
Chapter 8, you’ll learn how to make a recipe book using it OneNote. I use it 
mainly for organising my ideas when I’m writing fi ction.

These four programs make up the Home and Student version of Microsoft Offi ce. 
This version is the one that you’re most likely to have on your home PC, partly 
because it’s sold at a family-friendly price – and all you’ll ever need to create 
beautiful documents.

There is also a free Starter Edition, which comes installed on some new PCs. This 
version includes cut-down versions of Word and Excel, with adverts shown on 
screen. Personally I’d fi nd the adverts too distracting while I was trying to work, 
but you can’t argue with the price. If you’re new to Microsoft Offi ce, this version 
provides you with a risk-free way to try out the applications and you should be 
able to carry out most of the Word and Excel projects in this book using it, then 
buy the full version should you wish to do so.

Microsoft Offi ce is also available in other, much more expensive editions, which 
are mostly sold to companies. You may already be familiar with these versions or 
have heard of them through family or friends. Two of the better known programs 
in these editions include:

• Microsoft Outlook: this is one of the most popular programs for email. This 
book doesn’t cover Outlook but, in Chapter 9, I will show you how you 
can use email to share your ideas and your Microsoft Offi ce documents over 
the Internet. 

• Microsoft Publisher: this is used for laying out documents such as brochures, 
and it’s particularly appealing for small businesses. This book doesn’t cover 
Publisher but most home users fi nd that they can design the documents they 
need using Microsoft Word, which we’ll cover in depth in this book.

There have been many versions of Microsoft Offi ce over the years, but in this book 
the focus is on Offi ce 2010 and Offi ce 2007. (The software is named after the year 
of its release.) The earlier version, Offi ce 2007, is very similar to Offi ce 2010 – 
they’re a bit like identical twins. If you’re already familiar with Offi ce 2007 you 
might spot the odd difference in Offi ce 2010, but they look more or less the same 
and it can be hard to tell them apart at a glance. 
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If you’ve used an even earlier version of Microsoft Offi ce, you may notice that 
Microsoft has overhauled the buttons and menus for Offi ce 2007 and has kept this 
new layout for Offi ce 2010. The redesign annoyed quite a few long-term users, 
because when they looked for commands in the old places, they weren’t there 
any more. It was a bit like somebody coming into your house while you were 
asleep and moving all the furniture around: unwelcome and extremely confusing, 
especially when you were looking for something like a pair of scissors. After accli-
matising for a short while, however, I found that the new design made the soft-
ware much easier to use. The new screen design lays out all the options for you 
rather than hiding them in a menu, so you can see what you’re looking for. It’s also 
quicker because you can use fewer mouse clicks than in older versions of Micro-
soft Offi ce. Generally speaking, anything you can do with 2007, you can also do 
with 2010. A few features introduced in 2010 aren’t available in older versions of 
Microsoft Offi ce, but I’ll fl ag those up as we come across them in the projects.

If you’ve recently upgraded to Microsoft Offi ce 2010 or 2007, the information 
given in this book helps you to navigate around the new interface, as well as 
showing you how to make the most of the software.

How this book is structured

The best way to learn how to do something is by doing it, so this book provides 
you with practical projects to help you explore the various functions that Micro-
soft Offi ce has to offer, whether you’re just starting out or haven’t previously used 
the software to its full potential. I’ll begin with some simple projects for you to 
complete, such as writing a letter and managing your address book, and then 
you’ll work your way up to something more ambitious, such as creating person-
alised party invitations. As you work your way through the book, the projects 
build on skills you’ve learned in earlier chapters, so you can reinforce what you 
learned previously through practice, and concentrate your efforts on what’s new. 

This book is divided into three parts:

  Part I introduces you to Microsoft Word, with projects on how to write a letter, 
create a poster and publish a newsletter.

  Part II introduces you to Microsoft Excel, with projects on how to manage 
your address book and create a basic holiday budget. You’ll also learn how to 
use Word and Excel together to create personalised party invitations.

04_711965-intro.indd   404_711965-intro.indd   4 9/13/10   2:48 PM9/13/10   2:48 PM



Introduction

5

  Part III shows you how to organise and share your photos and ideas, with 
projects to help you create a holiday slide show, keep a recipe book and share 
your thoughts over the Internet by email.

At fi rst glance, you might assume that there are only nine projects in this book, but 
the skills you learn will enable you to do many more. In fact, each chapter con-
cludes with suggestions for other ways to use the skills you’ve learned in that 
chapter. Along the way, I’m sure you’ll have a few ‘aha!’ moments of your own, as 
you work out how you can adapt the projects to your own needs. 

The chapters are arranged to be read in order, but if you’re already familiar with 
using Microsoft Offi ce, you may prefer to skip the more basic chapters or even use 
the book as a reference work.

At the end of the book, you’ll fi nd an appendix of the most commonly used key-
board shortcuts (Appendix 1). If you fi nd using the mouse a bit fi ddly, or even just 
want to speed things up, these key combinations provide rapid access to some of 
the most popular features of the software. 

There’s also a glossary of commonly used terms you might not be familiar with 
(Appendix 2), as well as an index, to make it easier for you to fi nd the solution 
when you can’t work out how to do something. 

For best results, I recommend that you try out all the projects in this book. If you 
don’t fancy too much typing, you can download the sample fi les from my website 
at www.sean.co.uk. You can then experiment with editing these samples, or even 
use them as the basis of your own documents. Sometimes you may fi nd it easier 
to take something that’s not quite ideal and modify it, rather than starting from 
scratch. The website also includes updates, all the links from the book and sup-
porting resources.

What you will need

You now know a little more about Microsoft Offi ce and what you can use it for, so 
let’s look at what you’ll need to complete the projects in this book:

• Personal computer (PC) – desktop or laptop. The technical specifi cations 
for the computer can be a bit baffl ing; Microsoft says you need a 500MHz 
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processor, 256MB of RAM (512MB for graphics features), 1.5GB of hard drive 
space, and a monitor with a resolution of 1024x768. But there is an easy 
way to understand whether or not your computer will be okay. If you bought 
your computer with Windows XP, Windows Vista, or Windows 7 already on 
it, it will probably be fi ne. If your computer had Windows 98 or Windows 
95 on it when you bought it, it’s likely to struggle and it might be time to 
consider buying a new computer. I’m using a PC running Windows 7, which 
is the latest version of Windows. You might notice the occasional difference 
between my screenshots in this book and what you see on your screen, but I’ll 
clarify anything that might cause confusion.

• Mouse or trackball. I’ll tell you when it’s quicker or less fi ddly to use the 
keyboard, but you’ll need to have a mouse or trackball to get the best from 
Microsoft Offi ce. Some people fi nd a trackball easier to use, especially if they 
have arthritic hands. For ease of reading I’ll just talk about mouse movements 
in this book, but the information applies equally to trackballs. If you struggle 
with the mouse, don’t forget to make use of Appendix 1, which lists keyboard 
shortcuts you can often use instead.

• Offi ce 2010 or Offi ce 2007. The applications we use in this book are Microsoft 
Word, Microsoft Excel, Microsoft PowerPoint, and Microsoft OneNote. They’re 
cheapest if you buy them in the Microsoft Offi ce Home & Student version, 
but you can also buy them individually. You might fi nd that starter versions of 
Word and Excel come pre-installed if you buy a new PC.

• Printer. I recommend a printer that prints on A4 paper (or US ‘letter’ size 
in the US), because you’ll be creating letters, posters, and newsletters as 
you work through the projects in this book. Colour printers are affordable 
nowadays, but you can use a black and white printer if you’re happy to create 
monochrome documents. There are other ways to share your documents so a 
printer isn’t essential, but it is extremely helpful. 

• Internet connection. During the projects, you’ll discover how to download 
content from the Internet and incorporate it into your documents. In the fi nal 
chapter, you’ll fi nd out how to share your own documents over the Internet, 
too. You’ll also need to be connected to the Internet in order to download the 
sample fi les from the book’s website at www.sean.co.uk.

For the projects in this book, I assume that you have this equipment and it’s all 
working fi ne. It’s not hard to install Microsoft Offi ce if you haven’t already got it 
installed on your computer. Usually, you just insert the disk and then say ‘yes’ 
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when it asks you if you want to accept the default settings. Getting the printer and 
Internet connections set up can be a bit trickier, so if you have a computer whizz-
kid in the family, ask them for help. Alternatively, phone a friend or one of the 
many helpful small PC troubleshooting companies – preferably recommended by 
a friend. Then unleash them on your PC and stand well back.

Familiarising yourself with the keyboard and the mouse

In this book, I’ll assume that you have some basic knowledge of using a computer. 
Even if you do, however, you might fi nd that you need to use keys on the key-
board that you haven’t come across before, or you might need to use the mouse 
in new ways. Here are some pointers to help you.

Using the keyboard

A computer keyboard has more keys than a typewriter keyboard because it has a 
number of keys that perform special functions. Some of these will be familiar to 
you. You might have used the Start button, for example, to run programs like your 
Internet browser or to play solitaire. If you’ve shopped online, you might have 
used the backspace key or cursor keys to correct your address as you entered it.

The Shift, Alt and Control keys don’t seem to do anything when you press them. 
That’s because you have to hold them down and then press another key to 
do something. 

The Shift key is used to access the symbol written on the top half of the key, where 
there is one. To type an exclamation mark, for example, you hold down the Shift 
key and press the number 1 key in the main part of the keyboard. You also hold 
down Shift and press a letter key to type an upper case letter.

The Control and Alt keys are used to perform certain functions in the program and 
usually provide a keyboard shortcut for doing something you can also do using 
the mouse and menus on screen. Control and S together enable you to save your 
document, for example. You’ll learn more about that and other keyboard shortcuts 
in the projects.

Figure 0.1 provides a handy reference to some of the keys you’ll need to use for 
the projects in this book. Your keyboard layout might look a bit different. You will 
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fi nd that most of the keys are in the same place, and that the main cluster around 
the letter keys, the cursor keys and the numeric keypad will be exactly the same. 
The keys between them are bonus keys that might be arranged differently.

You don’t need to learn all these keys now: the illustration is here so you can refer 
back to it whenever you want. You’ll be introduced to the various keys as you 
need them for the projects.

F1

Escape

Tab

Shift

Backspace

Home

End Page up

Page up

Page down

Home

Alt

Start button

Start button

Cursor keys

Shift

End

Enter

Delete

Page Down

Delete

Numeric keypad

Control

Figure 0.1
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Using the mouse

I’ll assume that you’re familiar with the basics of using the mouse, including mov-
ing the mouse pointer around the screen. With most activities, you can use just 
one of the two buttons on a PC mouse, but when using Microsoft Offi ce, you 
might sometimes need to use the other button too.

To avoid confusion, here are some terms I’ll use:

• ‘Click the menu’ means you should put your mouse pointer over a menu on 
screen and then press the left mouse button. If it doesn’t say which mouse 
button to press, it’s always the left one.

• ‘Right-click the menu’ means you should put your mouse pointer over the 
menu and then press the right mouse button. You’ll use this much less often, 
and only when explicitly told to use the right mouse button.

• A ‘double-click’ is when you press the mouse button twice in quick succession. 

Making mouse control easier 

Microsoft has built accessibility options into Windows so that you can still use the 
software even if you fi nd it diffi cult to control a mouse.

From the Start menu, go to Control Panel and then double-click on Mouse. You 
can then change a wide range of options, including how fast the mouse moves 
and how quickly you have to click to register a double-click. You can also switch 
on trails so that you can see your cursor move more easily.

If you can’t move the mouse, you can use the numeric keypad instead, by switch-
ing mousekeys on. You’ll fi nd the controls to do this in the Ease of Access Centre 
in Windows Vista and Windows 7, or in the Accessibility Options in the Control 
Panel in earlier versions of Windows.

There are many powerful tools in Windows to help ensure that physical or visual 
impairments don’t prevent people from being able to use software like Microsoft 
Offi ce. There isn’t room to go into full details here, but Microsoft provides exten-
sive help on its website.
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You can minimise your use of the mouse by learning keyboard shortcuts, too. I’ll 
tell you about the most useful ones, and you can refer to Appendix 1 at the back 
of the book for a fuller list.

Backing up your fi les

To protect yourself against the risk of losing your Microsoft Offi ce fi les, you should 
keep a backup copy. A backup copy is just a spare copy of a fi le, in case some-
thing happens to the original. If your computer breaks, for example, you might 
lose all your information if you only have one copy of it. If you have a copy that’s 
stored outside the computer for safekeeping, you can switch to using that instead.

You should keep a backup copy of your fi les on a separate device to your com-
puter. Suitable devices include:

• An external hard drive. These can have enough capacity to store everything 
on your computer and can be bought for under £100, sometimes even under 
£50. These are fairly bulky devices, about the size of a small box of soap 
powder. If you want to back up everything on your computer, get an external 
drive that has the same storage capacity as your computer.

• A USB key (also known as a fl ash drive). These tiny devices can fi t on your 
keyring, so you can take your backup everywhere (not a bad idea). Prices start 
at under £10 and are available from well-known brands (including Sony and 
SanDisk) for under £20. The prices vary depending on how much information 
the device can store (measured in gigabytes or GB), and how well known the 
supplier is. These devices might not store all the data from your computer, but 
they can store thousands of typical offi ce documents. An 8GB USB key could 
store over 8,000 typical Word or Excel documents, although any pictures or 
sound fi les would eat up the available space quickly.

These devices are great because you can store a copy of a fi le on them and update 
it whenever you need to. If you don’t already have a suitable device to back up 
your fi les on to, I suggest you buy a USB key. You can use Windows to copy your 
fi les on to the USB key. It isn’t possible to go into depth on how to do that here, 
but if you know someone who understands Windows, it will only take them a few 
minutes to show you how to make a backup copy.
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Choosing the right application for the job

As I’ve already mentioned, there are four applications in Microsoft Offi ce (Home 
& Student version): Word, Excel, PowerPoint and OneNote. Sometimes, you can 
do the same job in different applications – so how do you know which one is best?

As you complete the projects in this book and work on your own projects, you’ll 
develop an instinct for the best tool for the job, but Table 1 offers some guidance 
to help you choose.

Table 1: How to choose the right Microsoft Office application

Ask yourself… If yes, then use…
Is your document predominantly about the words 
you type in, such as a letter or a story?

Word

Is your document likely to be many pages long? Word
Do you want to control the layout and design of 
your document? Examples might include greeting 
cards or leaflets.

Word

Does your document lend itself naturally to a grid 
layout, such as a study timetable?

Excel

Is your project about organising information? Excel
Does your document include a lot of arithmetic or 
numbers?

Excel

Does your document include a lot of the same type 
of information about a lot of different people or 
things? Examples might include addresses of friends 
or details of trains you have spotted.

Excel

Does your project involve presenting information to 
other people?

PowerPoint

Is your project about gathering information for 
yourself, without plans to share it?

OneNote

Will your document be read mostly on paper? Word
Will your document be read mostly on screen? Excel, PowerPoint, 

OneNote
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This information is only intended to be a rule of thumb and, depending on your 
project, you might fi nd the above guidelines contradictory. In that case, treat each 
guideline as a ‘vote’ for an application. If there’s a tie between two or more con-
tenders, make them arm-wrestle for it! Sometimes there really is no single right 
answer.

In Chapter 6, I’ll show you how to use different programs from the Microsoft 
Offi ce suite together to create personalised invitations. There are many other 
examples of how you can break a project down into smaller parts so that you can 
use the best tool for each part. You can switch between the different tools easily, 
and can even copy something you have prepared in one application and paste it 
into a different one. For example, say you are going to write an annual report for 
the local WI group and it needs to include a report about all the great activities 
you’ve done this year together with a fi nancial breakdown. Word is best for the 
wordy stuff and Excel excels at the maths, so in this case you could create the 
maths part in Excel, copy it and then paste it into your Word document, using 
Word to produce the fi nal layout.

Don’t worry if this doesn’t make too much sense to you now. It’s here for you to 
refer back to, and as your knowledge of Microsoft Offi ce increases, you’ll fi nd it 
starts to make more sense.
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PRACTICE MAKES
PERFECT
To build upon the lessons learnt in 
this book, visit www.pcwisdom.co.uk

l More training tutorials

l Links to resources

l hguorht ecivdA  
frequently asked 
questions

l Social networking tips

l  stsacdop dna soediV  
from the author

l Author blogs 
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PART I
Using Microsoft Word

©2010 Stephen Long

This is the rudest, most offensive and irate
letter we’ve had so far this week.  Nice

layout and typeface, though...
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