
 

Microsoft Office 2007 is a program that allows you to create and edit documents, spreadsheets, presentations, and more. Its
interface is somewhat complicated but still easy to navigate. You can also use it for word processing, database management,
graphics design, and website building. Microsoft has organized the steps into three easy formulas; they are requirements for
utilizing all of its features in Step 3-E. Step 3-A requires that you insert a new row in a spreadsheet, which is a simple task with
the "Insert" tab located on the right side of your screen. You will want to adjust how many columns and rows you have in a table
to fit a larger amount of information by going to "Home," and selecting "Cells." Once this is done, enter your data in cells B5
through B9. If you would like more rows or columns, you can add more by pressing your mouse on the border of the box; drag it
down or up to add more space (this applies to changing width as well). Step 3-B will require that you utilize mail merge labels.
You can do this by selecting "Mailings" from the left side of your screen, which will show you the different types of labels
available. You can easily tell what type it is because it has a blue background. Mail merge labels are used to get multiple letters
or documents with the same information to get them through one email transaction. Pick one that has your name on it, then click
"Next." You will need to enter an email address that you want the letter or document sent to, then provide a subject line that
does not have your name in it. Next, paste your contact information into each space where you would like the information
entered in. If you would like, change the format of your information by pressing "Change," and then select the type you would
like to use. The last step is to add tape strips on labels that contain your information, and then insert them into the envelopes.
You will want to ensure that they fit in easily by adjusting how many strips of tape you have inserted on each label with
"Home," and selecting "Insert," and typing in the exact amount of tape strips you want. And when you are done, save your
document by going to "File," and clicking on "Save." Step 4-A involves placing a picture of a building in an office presentation.
To do this, first insert the picture using the "Insert" tab located on the right side of your screen. Then, navigate to "Design" and
select "Format Background." Choose the picture you want to use by clicking it with your mouse, then press "OK." Now you are
ready to make it bigger or smaller by pressing "Ctrl + M" at the same time. Step 4-B will require that you make a table in your
presentation. You can do this by simply inserting a table into your presentation by pressing "Insert," and then selecting "Table.
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