The Microsoft Office Specialists Monthly Newsletter
www.TheWordExpert.com


[image: image1.png]THE WORD EXPERT




May 2002 Issue

The Microsoft Office Specialists Monthly Newsletter
www.TheWordExpert.com

	Freebies
	The Ultimate Address Book

	Dreamboat and Oz
	As subscribers, we want you to have our first *for-sale* product for FREE. We’ve seen the Create Database wizards that Access provides and felt that they don’t really meet the needs of the average user. So we created an easy-to-use address book database. We’re not telling anyone else about it yet! If you want a copy, simply click on this link: Dreamboat@TheWordExpert.com, hit Send, and you’ll receive the zipped file by reply in less than 24 hours. The sample MyAddiesBook is available for download at http://www.thewordexpert.com/tipwarez.htm. The one we’ll send you has all the bells and whistles!! It’s a collaborative effort between myself, Oz, and our friend, Tommy Gee.

~Dreamboat
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	CuteQuiz
	A Cute Little Download

	Guest
	This month, Dale Watson, Excel Expert and friend of TheWordExpert, provides us with a fun way to learn some of the features of Excel, such as conditional formatting and named ranges. Go ahead and give it to some of your users at work, or have fun yourself! You can download it at www.thewordexpert.com/tipwarez.htm#CuteQuiz 

~Dale Watson, Excel Expert and friend of TheWordExpert
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	2nd Issue
	And We Already Need Your Help?

	
	This is only our second issue of our newsletter. We’re not really sure who you, our readers, are! Please let us know what you’re thinking, what you’re wishing we would tell you, what format you’d like to see.

	
	Perhaps we have managed to get a group of users who are at the intermediate level, or everyone’s at the beginner level. Our goal is to make this newsletter YOURS. Any input you give is taken VERY seriously! Let us know!

	
	If you’re willing to complete a questionnaire with specific questions on the direction you believe our newsletter should go, we’ll gladly send you one! Simply click here. You can expect to receive the questionnaire within about a month.
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	Tips
	The Ones You’ve Been Waiting For

	
	They’re finally here. The entire remainder of this document is tips and tricks. (Well, almost all of it!

~TheWordExpert Team
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Windows Quickies

When you hit a dropdown that has a lot of items listed, try hitting the first letter of the item you want. This works particularly well when choosing fonts.

A short description of Apply and OK in dialog boxes: Why are they both there? Often dialog boxes have several tabs. If you want to save the changes you made in one tab and move to the next, use Apply. If you’ve only made changes in one tab, hitting OK is enough. You don’t always have to hit Apply for your changes to take place.

Want to see all the folders and files under you’re My Documents folder? Open Windows Explorer and click once on My Documents—do not open the My Documents folder. Hit the asterisk (*) on your number keypad. This opens all subfolders and lists all files under the selected folder. Be careful. This can take a while if you choose a location with many folders, such as the C:\ drive!

If you use Internet Explorer: Did you know that you can just type yahoo and hit Ctrl-Enter to get to www.Yahoo.com? This is true for any address. As long as the address begins with http://www and ends with .com, the rest of the address is filled in for you by choosing Ctrl-Enter on your keyboard.

Office

Toolbars or Menubars Missing, or Lost Buttons

Office Shortcut Bar

The Office shortcut bar, which used to be called MOM, is indeed a program in and of itself. If you lose it, you need only run the program again. Hit Start(Find or Search(Files or Folders. Type in msoffice.exe and hit Enter. When you find the file, double-click it to launch it. If you find more than one, you’ll most likely want to use the one with the most recent date. You may want to delete the other one, but ensure that you’re using the correct one first.

If the Office shortcut bar icons appear as question marks or other odd icon images, right-click it, and choose Refresh Icons.

Speaking of the Office toolbar…did you know that you can hold your Alt key and drag any shortcut you like onto it? Even shortcuts to programs that Microsoft didn’t create! Once they’re on your Office toolbar, you can delete them from your desktop. Having lots of icons on your desktop can slow your PC down.

Other Toolbars and Menubars

Most Office application toolbars can be restored to their original setup by right-clicking on one of them and choosing Customize. Click on the Toolbars tab. Be careful not to uncheck them, and select one and hit the Reset button. Do this for each toolbar that you want to reset.

Checked Toolbars in the Customize dialog are the ones that are being used. If you are missing one, first ensure that it is check-marked to be viewed.

If neither of these solutions work for you, then it may very well require a registry edit, but please do not spend the time to reinstall Office. Generally, it does not help! See Reinstalling Office. Instead, go the TheWordExpert Forums, and post your question there. Be sure to include your operating system version.

Speaking of toolbars…did you know that you can easily drag any toolbar button down off of the toolbar by holding your Alt key while you do it? This makes it easy to get rid of rarely used toolbar buttons.

Quickies

Did you know that Binder is no longer supported in Office XP/2002? That’s right. If you’re using Binder as part of any automation, you may want to develop another process. You can open Binder files in Office XP, but you can no longer create them.

Tired of seeing Preferred User or the previous employee’s name as the licensee on your Office products? Just open Word. Go to Tools(Options, User information tab. Change the information there.

Use Edit(Paste Special(As a Picture to keep file size down. If you are inserting graphics from files, you can first Cut the graphic, and then Edit(Paste Special(As a Picture. This is true for the entire Office Suite.

If you want to type the shortest amount of text possible to have your contact show in the TO box, simply type the several of the most unique letters in their name and hit Ctrl-K. You just might be amazed.

Word

Styles—Why should I use them?

TheWordExpert is preparing a downloadable document on Styles, much like the document on tables. It should be available on the TipWarez page soon.

Many people know about Styles, but don’t use them. The truth is that using Styles can save you lots of time and help to keep file sizes down, while ensuring that your work is standardized. You don’t have to use Word’s built-in styles. You can create your own. (This document uses styles.) Other styles, such as Header and Footer and TOC (Table of Contents), are automatically added by Word.

Create Your Own Styles

Sorry, we’re not talking about fashion here. The easiest way to create a Style is to use one of Words, change it, and then update it. If you are creating a new manual or series of documents that all need to have the same look, you may want to set yourself up a sample page. Type, as text, the title of the Styles you’ll want to use, for instance, Heading1 and Heading2, each on their own paragraph of text. To create multiple lines (paragraphs), you can use Word’s sample text feature: Simply type =rand(4,5) and hit Enter to get four paragraphs of text, each five sentences long. Change the number in the parentheses to get the desired number and length of paragraphs. If you don’t put any numbers between the parentheses, it returns three paragraphs, three sentences each. This gives you sample text to which you can apply Body Text and List Bullet Styles.

A Short Exercise: Open a new document. Type Heading1 and hit Enter. Type Heading2 and hit Enter. Type =rand() and hit Enter. Hit F4 to repeat that command. Click anywhere on the Heading1 text. From the Style dropdown box, or by using the Format(Style list, choose Heading1. The text changes to 16-point, Arial Bold, left-aligned, with paragraph spacing of 12 points before and 3 points after. You’ll note that Keep with Next is also part of the format. This setting ensures that your heading doesn’t sit at the bottom of a page all by itself. All heading Styles have this format, and it is desirable. Now, change the text to 14-point Times New Roman. Hit the Style dropdown, and choose Heading1 AGAIN. Word asks you if you want to update the Style or revert back to the original formatting of the Style. You tell it you want to update the Style. And you now have your own Style.

Now change the other Styles you’re using in the document to what is desired. Don’t forget! If you change the Style, you must update it by choosing the Style again! This is very important and many people forget.

Save Time

Styles save you time by allowing you to instantly apply formatting to a line of text or entire paragraph. You only need to set the Style up once, and then apply that Style to each item you would like to format in the same way. If you know that hitting the F4 key repeats the last command, you can then create your Style, apply it to the first item, click on the next item, and hit the F4 key; click on the next item, hit F4, and so on. In this manner, you could apply a Heading1 Style to all of your top-level headings in a 50-page document within just a few minutes. This is one of the most efficient ways to make use of your left hand at the keyboard, and your right hand on your mouse. When your bullets won’t cooperate, create a Style!

Avoid!

There are some things you should avoid when creating Styles. Don’t create a Style that’s used for text that is sometimes left-aligned and sometimes centered. You should create TWO Styles for that purpose.

Avoid using Normal Style as your body text. The Normal Style comes from the normal.dot template of the PC that it is currently being used on. Hence, documents sometimes look different on one PC than on another. Read more about normal.dot by clicking here.

Avoid using the automatically update option in your Styles. Hit Format(Style and then the Modify button. You’ll see the little checkbox. Uncheck it. If you inadvertently forget to update a Style, and this setting is checked, someone else may open your document and they will see the original formatting of the Style, not the changes you made to it. It is very important to update your Styles, and also very important to uncheck this box.

Autorecovery

This little feature is not the be-all and end-all that people would like it to be. It has its flaws and most users are not aware of them.

Most importantly, if Word or your PC locks up on you, and you have not saved your work, DO NOT end the task. If you end the task, the autorecovery file is GONE. First, attempt to close all of the other programs, saving your files, if possible. If that is not possible, then hit the Power button on your PC. This is the ONLY way to have Word create that autorecovery file. Again, if you end task on Word, you LOSE the autorecovery feature.

After you power your PC up again, the very first thing you should do is open Word. As long as you did not end task, your document should appear in the Word window, ready for you to save.

Occasionally, you can recover your file anyway, even if Word does not do it for you. Hit Start(Find or Search(Files or folders. Type in *.tmp,~*.* and hit Enter. If you find that one of the files that appear are of a significant size, and were created at the approximate time of your crash, you can TRY this: Right-click the file and hit Rename. Give the file a name you can recognize and also a DOC extension. Then copy the file to a location you’re familiar with, like My Documents or your Desktop. Try opening the file directly from Word. You may find that this is your file and some or all of your work is recoverable. Though this method does not always work, the time investment is definitely worthwhile. If you find more than a few of these files in the list, it is an indication that your hard drive needs to be cleaned up. See our Clean Your PC page.

Word Quickies

Learn to work in Word with your Show/Hide Button ON. This helps you learn to avoid and troubleshoot formatting problems. You may hate working this way at first, but you’ll quickly get comfortable with it and you’ll be much better with Word!

Unless you are a heavy keyboard shortcut user, learn to work with toolbar buttons instead of menus. You can usually accomplish what you need far quicker with a toolbar button than with menu commands. And you can customize your toolbar buttons to have features you might use a lot, like Superscript/Subscript, Equation Editor objects, and others.

When using the drawing tools in Word to draw pictures, group all of the objects when you’re done. This helps to keep your documents from going corrupt on you. If you have ten items in your drawing, Word must remember the placement and properties of each. If you group them, it only needs to remember one set of properties.

Lost the password for your protected form? Close your form, open a new document, hit Insert(File and choose your form. It is no longer protected.

Excel

Copying a Formula

A favorite of which many users are not aware: Type your formula and then click on that cell. A small black box appears at the bottom, left-hand corner of the cell. This is called the Fill Handle. Many people know that you can click and drag the Fill Handle up, down, left, or right to copy its contents to other cells. However, many aren’t aware that if you double-click it, it fills for you automatically. Beware! It only fills down automatically, not in other directions. Another *rule* is that it only fills down as long as either the left- or right-hand column’s cells are populated.

Little-Used Great Features—The Data Menu

The Data menu in Excel contains some features that are rarely used. If you have set up your Excel file properly (see Database Layout in Excel), you can easily use these features. It even works sometimes if you have not used that layout, but they are usually more difficult.

Subtotals

This feature can help you count, sum, or perform certain other calculations on data without manually calculating Totals cells, and then changing them when the number of rows in the worksheet changes or rows are moved. Subtotals are easily turned on and off.

Autofilter

This feature gives you a way to see only specific records in your data. Suppose you have sales records listed for Bananas, Apples, and Oranges. You can sort your list by the fruit name and then use the Autofilter to view only records with those names. Autofilters are easily turned on and off.

Validation

Here, you can create a dropdown box in your cell that contains a list of only those values you want a user to choose. It is far easier than using the Combobox in the Control toolbox.

Excel Quickies

When pasting formulas from other locations, like a file or a website, paste the formula into your worksheet by using the formula bar. This keeps formats used in other locations from copying over to your worksheet and giving you undesirable results.

Want to format your worksheet like a database, but really need the title to show on-screen instead of in the header? Put a textbox with the title at the top of your screen. Make row one high enough to display both the textbox and row one.

Try to avoid setting a Print Area. It’s rarely needed in Excel, and seems to confuse more users than it helps.

How do I get symbols into Excel? Start(Program(Accessories(System Tools(Character map. Learn how to use it and you’ll find many EASY ways to put symbols into any program. Click on a symbol you use a lot and see if the Character map shows you a keyboard shortcut for it!
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(Keep going….)
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Technically Challenged

Just when Fred was overcoming his fear of computers,
someone switched to a force feed-back mouse!

If you'd like Bill Browning to enhance your company's website, manuals, or newslefters
with customized black-and-white or color cartoon illustrations, contact Bill for a quote

at bmb@pro-ns.net or 612-825-0023. You can see other examples of his work at
WWW.MNISPI.ORG.
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