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Your Subscription

The Word Expert has turned over its subscribers to The Office Experts, all written by the same people and with the same great information you’re used to getting. You’ll receive this newsletter quarterly, but it’ll have more information than before. We may send special editions.

We apologize for the delay in continuing your subscription, and hope you’ll like our new layout and content!
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Automate THIS!

Manipulating Data Through Word

Many of our projects require us to provide an easy method of data entry, and a resulting Excel workbook or Word document from that data.

Sure…we can provide a document that pops up a user form in which you can enter information that customizes your document. But what if you need that information for later use? Or perhaps you already have that information in an existing database, and would like to be able to add some new information into it when you create one of these documents?

We are not slaves of the limited Mail Merge functionality! Nor are we slaves to teaching all of our users in the different applications.

Check out VBA’s DAO!

Nope—it’s not a cult or anything. Database Access Objects (DAO) in Visual Basic for Applications (VBA) is a powerful tool that provides efficient management of data, whether we are adding to it or using it as is. DAO allows us to retrieve data from most any database system. Suppose you have a proposal application and you want to create your proposals within Word. You might export the data from the database’s Export menu—that is, if it exists—and then use Word’s Mail Merge.

Forget that! We’ve got it down to a science. We’ve developed a great way for you to easily track your documents, whatever they are. In this example, we provide a “Proposal” system.

1. User opens the Word document

2. A user form appears

3. User either:

· Selects an existing proposal and edits it, or

· Enters information for a new proposal

4. User clicks OK and the proposal is created and printed automatically

Some additional benefits/features that can be added because all of the information about the proposal is stored in the database.

· You use your database as you normally would to view the status of all proposals proposals, and to further track them, such as marking them as won, lost, effective date, etc.

· Your users never need to be able to see the database. There is no need to train the users on the database itself, no expensive database programming—if you want to change the proposal form slightly, anyone with rights can change the Word template being used.

· Adding a new field in the Word document could be done by some minor edits in the VBA code. When code is heavily commented, it may be simple for an average user to change it to account for additions to the document or database.

· You NEVER have to actually save individual documents. Though we do not recommend this for legal documents, many other documents don’t need to be saved in hard copy. And, if you want to “edit” a proposal you’ve already created, you simply call it up from the user form. This “dynamically” creates a new document in just a second or two.

If you need to reprice a proposal, you can do so directly through the Word document interface. You could easily use this database right through to invoicing and completion of an entire project/job.

Use it!

This article is an attempt to tell you what is possible. Whether you have in-house programmers or dabble in code yourself, our goal is to educate users of the automation that can be done using VBA in the MS Office products.

~Suat Ozgur

Consultant in the Spotlight

Our top consultant!

Suat Ozgur isn’t just a senior consultant, he’s a third partner in The Office Experts. If it weren’t for Suat, we would not even exist.

Suat lives in Turkey and holds a Civil Engineer’s license. His expertise lies in theories, math, and mechanics. But we don’t care about that part so much! We love him for his coding ability. Don’t tell anyone, but we call him BatCoder—you know, like Batman. He is our coding hero.

Suat programs in virtually everything: Microsoft Office applications, HTML and all the related web languages, and straight Visual Basic too.

Thus far, we have not managed to stump him. And, much to our dismay, we have not been able to clone him either!. Does anybody have any code that’ll do that?

Favorite Tips

In each issue, we’ll be sharing the application and Windows tips of our team and of our readers. Feel free to email your tips to Tips@TheOfficeExperts.com. We’ll share your tip too!

Show All

We believe that everyone should be able to view all of the files on their computer. For instance, a common step to troubleshooting Word is renaming the normal.dot file. The newer operating systems and applications hide certain files that are considered to be system files.

To show all of the files on your system, regardless of their hidden properties, open Windows Explorer (shortcut: hold the Window key and hit the E key), and go to the Tools menu. Choose Folder Options. Click on the View tab. Uncheck any checkboxes that say anything about hiding files or file extensions.

~Corticus

Word XP Ctrl+Click Sucks is Bad!

One of our clients inadvertently brought our attention to this setting. Do you hate the new Ctrl+Click to follow a hyperlink? Just when we were getting used to having hyperlinks in our Word documents, and getting around when we were trying NOT to click on them, Microsoft puts out Word XP and you have to hold the Ctrl key while you click on a hyperlink to follow it.

If you hate this default, just go to Tools(Options, Edit tab. Uncheck the “Use Ctrl+Click to follow a hyperlink”. (Why the Edit tab? Who knows!!??)

~Anne Troy

The Word Expert Web

Moving Out!

The website, www.TheWordExpert.com will close down some time within the next several months. For those of you who have it in your favorites, you’ll want to add www.TheOfficeExperts.com to your favorites and get rid of your Word Expert listing.

All of the information on The Word Expert site is available at The Office Experts site. As a matter of fact, there’s much more information on The Office Experts than there was at The Word Expert.

The Office Experts Online Forum

Did you know?

We’re still surprised at the number of newsletter reciepients that aren’t members at the forum. Did you know:

· You can register for free—as a matter of fact, the whole forum is completely free for you and everyone!

· When your question is answered, you receive an email notification with a hyperlink that takes you right to your question.

· Questions are answered usually within 24 hours or less.

· We answer a lot of TOUGH questions!

· No question is too simple or stupid! They’re just the easiest to answer!

· We built this forum for YOU—the MS Office User.

· We keep it “clean” and immediately respond if you report an inappropriate post.

Introducing MSO Bowl!

Challenge of the Bestest!

The Super Bowl is over; congratulations to Tampa Bay fans! Now, let’s roll…with MSO Bowl!
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To provide our web visitors and subscribers with the bestest automation out there, The Office Experts has implemented a contest where experts in all of the Office applications can compete to provide the bestest methods possible to accomplish our goals.

If you're not a techno-geek . . .

You might want to be a spectator, or participate by providing the tasks you need to automate and having the experts find a great solution for you!

If you're an expert . . .

You'll receive:

· A gift certificate for $25 USD for the web store of your choice. If we can purchase it, you'll receive it.

· The title of Bestest under your name in our forums!

Then what?

We'll provide a web page for each of the problems, and the solution or solutions that worked.

So, what are the rules?

The rules depend on whether you submit a problem or a solution. Download one of the forms below by clicking on the appropriate one. All of the information you need is contained therein.

Go to the MSO Bowl page for more information.

http://www.theofficeexperts.com/msobowl.htm
Excel Training

We’ve reviewed these training materials and recommend them highly. If you’re self-taught, this training can fill in the blanks for you.

Can’t afford a fancy tuition program for your staff? Anyone can afford these training packages.

If your company is going through a slow period, purchase the training for your employees to use when they’ve got some time to kill.

Available for immediate download from Ozgrid!

Excel Training Level 1
Excel Training Level 2
Excel Training Level 3
All 3 Levels at One Low Price

The Word Book

Dreamboat is finally writing a book on Word: Maintaining Your Sanity While Using Microsoft Word. A preview should be available online in about eight weeks. The book contains all of the great information from the soon to be disbanded The Word Expert site, and everything else you ever wanted to know about everything else in Word. Step-by-step how-tos you can follow so you get it right the first time. Scenarios to help you determine when to use which feature.

If you’d like notification of when the preview becomes available click here(Notify me! And hit send.
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Cartoon courtesy of Bill Browning:  bmb@pro-ns.net
Did You Know?

Just some stuff you should know or will find out soon . . .

Call these tips and tricks if you like. They’re just some things that we take for granted, and find people asking questions about. We do a double-take because the answers seem so obvious to some, but even more obvious—they’re just not that obvious to others. Obviously.

5. You can copy cells right from an Excel worksheet over to Word and they are pasted as a table…

6. You can often update an Excel chart by simply copying the new range of data and its column heading, click on the chart and paste…

7. Using Autoformat features in any of the Office applications can bloat a file…

8. Saving files to a lesser version in any of the Office applications can bloat a file…

9. Most passwords and protection can be cracked without special software…

10. There are ways to get around the email security in Outlook 2000…

11. You don’t have to “know” or take a course in Access to learn how to use an Access database…

12. A macro you record yourself can save you hours each week…

13. Renaming normal.dot is the most common fix to most non‑document-specific Word problems . . .

14. Using the Character Map can help you to get symbols into your Excel files . . .

15. The most common reason that File(Send to does not work is because the wrong email program is listed under Tools(Internet options in Internet Explorer…

16. How to back up all of the important Office settings on your PC…

17. In what order and how you should install multiple versions of Office on one PC…

18. How to get your letterhead template to have a second page that does not show the logo again, while only requiring a one-page template. . .

The answers to these questions, and any questions receive at Newsletter@TheOfficeExperts.com will be answered in future issues of our newsletter. All you have to do is ask.

Thanks for joining us.

See you in the summer!
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