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1. Office



Microsoft Office System
Tip Sheet

A Day in the Life with the Microsoft Office System
Microsoft Office has evolved from a suite of personal productivity products to a more comprehensive and integrated system. Building on the familiar tools that many people already know, the Microsoft Office System includes programs, servers, services, and solutions designed to work together to help address a broad array of business problems. Learn more about the Microsoft Office System at www.microsoft.com/office. 
Tips & Tricks
Managing Information Overload

Outlook 2003

1. Highly Customizable User Interface – Outlook has a new look, but still retains most popular features such as Outlook Today.  Click Mailbox – (username) underneath All Mail Folders on the left-hand side. 
2. The Quick Launch Bar – The size of the Quick Launch Bar can be adjusted simply by dragging the blue bar up or down.
3. The Reading Pane – Click View(Reading Pane(Right, bottom, or off. The Right view displays 40% more information on the screen with easier to read vertical orientation.

4. Arrange By/Grouping Options – Click View(Arrange By(Show in Groups to show emails by date, from, size, conversation, etc. Emails can also be arranged by clicking on the top of the message pane where it says “Arrange by:” and selecting desired option.
5. Quick Flags – Flag items for follow up, clicking selects the default flag (red), however there are many colors, and you can change the default color.  Right click the flag on the message ( Select color.  To add a reminder to the flag, Right click the flag on the message again ( Add reminder.
6. Favorite Folders – Folders can be dragged from the All Mail Folders to the Favorite Folders area for quick and easy access to any desired folder.
7. Search Folders – Expand Search folders to see the For Follow Up, Large Mail, and Unread Mail folders. Right-click Search Folders to create your own custom search folders.  Right click Search Folders ( New Search Folder ( Create a Custom Search Folder ( Choose ( Name the Folder ( Click Criteria ( Put in Criteria ( OK
8. Junk Email – Inside the Junk Email folder, if an item appears that is not junk click “Not Junk” in the toolbar to move it to the Inbox.  Junk email is converted to text and pictures are not shown by default.  To change this back to the original email click the gray banner at the top of the email in the preview pane (  Convert to HTML ( Click the banner again (  Download Pictures. Junk Mail filtering can be turned off, set to low, high, or safe senders only. Click Actions(Junk E-mail(Junk E-mail Options.  To move email that is in the inbox into Junk E-mail, right click the email ( Junk E-Mail (  Add Sender to blocked senders list. 
9. New Message Notification – As email is received, the sender, subject line, and the first line of the message body momentarily appears above the task bar. Notifications can be turned on/off by clicking Tools(Options(Email Options(Advanced Email Options.
10. Message Formats – On the toolbar select dropdown for HTML, Rich Text or Plain Text options.

11. Expanding Distribution Lists – Expand Distribution Lists to show the specific members by clicking the expand/collapse button beside the Distribution List.  Delete any member that should not receive the e-mail if needed. 
12. Presence Information – Microsoft Office Live Communication Server 2005 and Microsoft Office Communicator 2005 deliver presence and real-time communications options for email aliases including instant messaging, telephony, and application sharing. Hover over an email name and click the presence icon to see available options.

13. Enhanced Contacts – Opening a contact, note the addition of a picture field, click on picture icon and select image.
14. Shared Attachment Options – When attaching a document, select the Shared Attachments option. This will create a Windows SharePoint Services document workspace, to allow shared access.

15. Picture Attachment Options – When attaching a picture, a picture options task pane opens, allowing resizing of the picture.
Windows Mobile
16. Pocket PC & Smartphone – Use Windows Mobile-embedded devices like Pocket PCs and Smartphones to check your email on the go. Synchronize your device wirelessly to Exchange Server 2003.

Making Meetings More Effective
Outlook 2003
1. Color Coding Calendar Items – You can select a color coded label for appointments on a calendar.  Create an appointment ( Right-hand side select Label color OR click on an appointment already in the calendar ( click the calendar coloring button in the toolbar and choose the Label color.  Labels can be customized, go to Edit(Label(Edit Labels.

2. Accessing Shared Calendars – Select the Open a Shared Calendar option and type in the alias of the user sharing the calendar.  To share your calendar select  share my calendar (  Press Add (  Select the alias of the person you wish to share your calendar ( Press Add ( Press OK (  Give Selected Permissions (  OK.
3. Sending out a Meeting Invitation – Open Calendar with attendees of the meeting ( Select the time for the meeting using Right Click(New Meeting Request with All

4. Live Meeting 2005 – Use the Live Meeting 2005 Add-In Pack for Office 2003 to turn any Outlook meeting request into a Live Meeting. Use the Meet Now button in Outlook and the other Office applications to start ad-hoc Live Meetings anytime.
5. Recurring Meetings – When issuing a meeting request (or when creating a task) select the Recurrence button from the taskbar.  Specify your recurrence options.

6. Creating a Meeting Workspace – Click Meeting Workspace in a new meeting request to open the Meeting Workspace task pane. Choose your Meeting Workspace template and then click create.  After the workspace has been created click Go To Workspace. 
7. Cached Exchange Mode – Default setup for Exchange accounts.  Handles working offline and intermittent connectivity without problems. Tools ( Email Accounts ( View or Change Existing E-mail accounts ( Select E-mail account and press Change (  Check mark Use Cached Exchange Mode
8. Download Options – Click File(Cached Exchange Mode to change connection bandwidth. For broadband, choose Download Full Items or Download Headers and then Full Items. For slower connections, choose Download Headers. Choose On Slow Connections Only Download Headers to automatically change settings based on connection speed.

Windows SharePoint Services

9. Basic Meeting Workspace Components – Attendees, Objectives, Agenda and Document Library sections are automatically created.

10. Presence Information – IM presence information and options are shown for all attendees.

11. Add Objectives – Select Add New Item to insert an objective item, when done click Save and Close.

12. Add Agenda Item – Select Add New Item to insert an agenda item, when done click Save and Close.  When entering an agenda item, you can specify an owner from the list of attendees.

13. Customizing the Workspace –  The toggle to customize the Workspace is to select Modify this Workspace(Design this Page.  
14. Rearrange Components – When in design mode, simply drag components to move them around on the workspace.

15. Add Components – Select Add Web Parts to include many different predefined components such as a Links section or a Tasks section. Just drag the component onto the Workspace.  When finished adding items close the pane.  
16. Add Task Item – When entering a task item, you can specify priority, % complete and a due date.

17. Alerts – Select a task (or other item) click Alert Me, configure alerts to email you when an item is added, modified or deleted.

18. Recurring Meeting –Meeting Workspaces setup for recurring meetings automatically include links/pages you can customize for each meeting occurrence.
OneNote
19. Organize Notes – Notes are organized into folders, sections and pages.  Right click on a section tab header and select New Section or New Folder.  To create a new page within a section, click on the new page tab. Name your Folders, Section and Pages whatever you like

20. Type Anywhere – On a page, click anywhere and just begin typing (or writing if you have a tablet PC).

21. Rearrange Note - Note sections can be selected and dragged anywhere on a page anytime you see a four-headed arrow.

22. Note Flags – Click to the left of any line item, select the Note Flag from the toolbar. The default flag is a checkbox.

23. Note Flag Summary – Select Note Flag Summary from the toolbar, you can search your entire notebook (all pages, sections and folders) for flagged items of all types.

24. Ink Notes – Notes can be highlighted by selecting the pen dropdown from the toolbar. Select Tools(Convert handwriting to Text to convert ink notes to text notes.

25. Audio Notes – Select View(Toolbars(Audio Recording to show the audio recording capability of OneNote.

26. Find Notes – in the top right section of OneNote is the Search box, type your search string and click the green arrow.

27. Side Notes – OneNote is always available, click OneNote icon from the taskbar to open up a side note. Simply click on the side note to create a new page.

28. Organize Information – Information from other Office documents, text, and web pages can be dragged or copied and pasted to a note page.
29. Outlook Integration – Insert Outlook meeting details into your notes pages by clicking Insert(Outlook Meeting Details. Turn any notes into an Outlook contact, task, or appointment by clicking Tools(Create Outlook Item.

30. Share With Others Task Pane – Click File(Share With Others for rich ways to share your notes including email, live note-taking sessions, and publishing to Windows SharePoint Services sites and workspaces.

Windows Mobile

31. Pocket PC & Smartphone – Take Notes using Windows Mobile-embedded devices like Pocket PCs and Smartphones.   These notes can be imported into OneNote keeping all thoughts organized, even when away from the office!

Collaborate with Ease

Windows SharePoint Services

1. Accessing a Document Workspace – Document Workspace Invitations can be emailed and will include a link to access the Document Workspace.

2. Document Workspace Components – The default components include Workspace Members, Announcements and Documents.

3. Checking Out and Accessing a Document – Checking Out a document will show other members that you are currently working with a document. Click to access the document dropdown list and select Check Out. To open the document, click the document dropdown list and select Edit in <application>.

4. Version History – On a document workspace, click Shared Documents. Click Modify Settings & Columns. Click Change General Settings. Under Document Versions, click Yes. Click OK
PowerPoint

5. Shared Workspace Task pane – Click View(Task Pane. Select the Shared Workspace task pane from the task pane dropdown. Click and view Members, Tasks, Links, Documents, and Document Information.

6. Clip Art Task Pane – Click on the title bar of the task pane and select Clip Art from the menu. Use keywords to search for appropriate clip art.

7. Thesaurus – Thesaurus is now accessible in PowerPoint. Select and right click any word. Select Synonyms and choose alternate word or click Thesaurus to open the Thesaurus Task Pane. When the right word is found, click on it to open the dropdown list and select Insert.
8. Research Library – Selecting and right clicking a word also offers the Lookup option. In the Research task pane, select All Reference Books/Research Options (when connected to the Internet). From here you can Add Services to access online reference services.

9. Slide Show Toolbar – Click Slideshow Mode to view slides. In the bottom left the Slide Show Toolbar will appear if you move the mouse to that area.  This will allow you to write ink on the slides, advance or backup the presentation or view speaker notes.

10. Package to CD – Select File/Package to CD.  This will burn the presentation and the PowerPoint Viewer directly to a writable CD.

11. Check In Document – Select View(Task Pane and choose Check in Document. Type a comment indicating the status of the document. The status of the document automatically changes in the Document Workspace.
Word

1. Word Reading Pane – Select the Read button from the tool bar. To prevent Reading Layout from opening by default, click Tools(Options. Click the General tab and uncheck Reading Layout option.
2. Smart Tags – A document may display many different Smart Tags, for example aliases and contacts will show presence information, and options to send an email. To save time when Copying and Pasting text from a different source, click the Smart Tag and choose Match Destination Formatting.

3. Structured Editing – Click Tools(Protect Document. Check Limit Formatting to a Selection of Styles and check Allow Only this Type of Editing to limit modification of the document. You can select a specific section of text and enable only specific users to modify it.

4. Create Document Workspace – Open Shared Workspace Task Pane. Enter desired site location. Click Create.
5. Save to Document Workspace – Select File(Save As and select a document workspace as the target location.

Excel

1. Compare spreadsheets side by side – Open at least two Excel spreadsheets. Click Window(Compare Side by Side With…

2. Create a PivotTable – For richer analysis, turn your static data into a Pivot Table. Click Data(PivotTable and PivotChart Report. Follow instructions in the wizard.
3. Create Excel List – You can get more options for working with your data by using the List command. Click Data(List(Create List.
4. Publishing a List in SharePoint – In an Excel spreadsheet, select Data(List(Publish List. Type link to your SharePoint site. Check Link to the New SharePoint List.
5. Synchronize List – Select Data(List(Synchronize List.
Windows Mobile

6. Pocket PC & Smartphone –Use Pocket Word, Excel, and PowerPoint to open and view attachments. 
Outlook Web Access

1. Similarity to Outlook 2003 – Many of the features of Outlook 2003 can be found in Outlook Web Access, including Mail, Calendars, Tasks, Contacts and Spell Checker. 
2. Configure Spell Checking – Select Options from lower left menu. Scroll to Spelling Options and select Always Check Spelling Before Sending. Select Save and Close

3. Turn on/off Out of Office Assistant – Click Options in left navigation menu. Type your out of office message. Set out of office status. Click Save and Close.
4. Manage Junk Email Protection – Click Options in left navigation menu. Scroll down to Privacy and Junk Email Prevention. Check box for Filter Junk Email. Click Manage Junk Email Lists for advanced options. Click Save and Close.
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