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1. General Tips that Work in More than One Application!

If you are using Office 2003 or Office 2007 with Windows XP, you will want to install the Power Toy: Alt-Tab Switcher
Without this PowerToy, pressing the Alt/Tab key combination displays a small window that contains icons corresponding to the programs or files currently running on your system. This only shows the applications open, not the actual document.

With the Alt-Tab Task Switcher PowerToy, you will see a thumbnail preview of each of the open documents or programs when you press the Alt/Tab key combinations. This allows you to identify your destination window more quickly. It's also helpful when you have multiple windows of a particular application open because with Windows XP's stacked taskbar feature, the multiple windows aren't always readily accessible.

To use press Alt/Tab. Just keep pressing until you see the document and application you want.

To download:

www.microsoft.com/windowsxp/downloads/powertoys/xppowertoys.mspx
Download the files and then double-click on the executable file to install it on your system.

2. Customizing Office 2007 Quick Access Toolbar
Customize the Quick Access Toolbar by moving it BELOW the Ribbon. Just right click on Taskbar and select Show Quick Access Toolbar Below Ribbon. This makes so much more sense to have it immediately above the document screen. You should not have to go all the way through the Ribbon to get to the Quick Access Toolbar. Look at the name: “Quick Access Toolbar.”

Add items to the Quick Access Toolbar in three different ways:

1.  Just right click on item in any Tab of the Ribbon and click on Add to Quick Access Toolbar
2. Click on Office Button and then right click on any item you wish to add such as Print, Print Preview, Open, and Save As. Again just click on Add to Quick Access Toolbar.
3. You can add commands not found on the Ribbon by right clicking on Taskbar and selecting Customize Quick Access Toolbar. You can then select from all commands that exist.
Note: You can now customize so easily that I refer to it as customizing for the moment.! Add features that you are using on a particular document. When finished, just remove them. Keep your Taskbar filled with often used features.
3. Want to hide the Ribbon in Office 2007 in order to have more document screen?

Just double click on any tab. Tabs will remain visible. When you want to view the contents of a tab, simply click once on it. As soon as you begin keying again, Ribbon will disappear. If you want the Ribbon to return permanently, just double click again on any tab.

4. Looking for a 2003 command in Office 2007 but cannot find it?

Access Mapping Guides from Help. These are Excel spreadsheets that contain ALL the menus and toolbars in 2003 along with their commands and where they can be found in Office 2007.
1.  Help

2. What’s New

3. Reference Locations of 2003 Commands in 2007

4. Go to very bottom and select Word (Excel, PowerPoint) Mapping Guide.

Note: You can also find these on my website satblf.com

5.  Normal isn’t Normal anymore?

Frustrated with the “new” normal which has 1.14 line spacing? It’s easy to modify. There are several ways.

· Select No Spacing Style

· Or, you can select Home, Change Styles, Style Set, Word 2003
· Want to change permanently? Office Button, Word Options, Advanced, Editing Options, Change Paragraph Style to No Spacing.
6. Use My Places more efficiently! 

To Add a Folder:
Launch the Open dialog box.

Select the drive on which your folder resides.

Select the folder you want on the My Places bar.

Click Tools, select Add to My Places
To Remove a Folder
Right-click on the folder.

Select Remove from the shortcut menu.

Sizing the Icons
Right-click on bar

Select Small or Large icons.

Changing Order on My Places
Just right click on folder

Select Move Up or Move Down
All new folders are added to the bottom. To move a folder to the top, you have to repeatedly select Move Up until your folder is in the right place.
2007 –With Windows XP!!

If you have Windows XP as your Operating System

Just select folder. Do not open it. 

Right click on My Places, click on Add (name of folder)

It's added

Moving works the same way. Just right click and select Move Up or Move Down

To remove from bar, just select item, right click and click on Remove
2007 – With Vista it is called Favorite Links
Select Folder

Drag to position you want folder in Favorite Links

When finished using folder, just right click, and select Remove Link
7. Never Change WordWrap Again in order to Move a Graphic!
Change Default Graphic Insertion from In-line to Another Wrap!

Tools, Options, Edit, Change Insert/Paste Pictures As to desired wrap.

2007 – Office Button, Word Options, Cut,Copy,and Paste section, Insert/Paste Picture as: select type of wrap you want, Click on OK
8. Move a Selection More Easily

Just use F2. How? Select the text you want to move, and then press F2. In the status bar at th bottom of the window, you’ll see the message “Move to where?”. Position the insertion point where you want the selection to appear, or select the text you want to replace, and then press Enter. Text will instantly move to new location.
9. Format a Column of Characters

Hold down the ALT key and then click and drag the mouse pointer to select your desired text. So easy to do!
10. Text Selection Shortcuts that Really Save Time 

Ctrl/Click in Selection Area – select all text and get mini toolbar (only 2007)
Ctrl/Click to select multiple items
11. Clear Formatting
Ctrl/Spacebar to clear direct character formatting.  Use Clear Formatting on Home Ribbon to clear ALL formatting.
12. Create a Single Made-to-Order Label

1. Select Tools/Letters & Mailings/Envelopes and Labels.
2. On the Label tab, type the address in the Address text box.

3. Select Single Label in the Print area.

4. Click the Options button, select the label type from the dialog box that appears, click OK.
5. Use the Row and Column spin boxes to determine the label you want to print. 

6. Click Print

1. Select Mailings, then Labels
2. On the Label tab, type the address in the Address text box.

3. Select Single Label in the Print area.

4. Click the Options button, select the label type from the dialog box that appears, click OK.
5. Use the Row and Column spin boxes to determine the label you want to print. 

6. Click Print

13.  Simple Key Combo to Straighten Out a Curly Quote!
By default, Word creates a curly, or smart quotation mark and apostrophes while you key. But if you need a straight version such as for measurements, you don’t need to rely on the Symbol dialog box.

1.  Type a normal quote or apostrophe

2. Immediately press Ctrl/Z

3. Work automatically formats and creates a straight quote.

To turn off the smart quote conversion altogether:

1.  Select Tools/AutoCorrect Options

2. Click the AutoFormat As You Type tab.

3. Deselect the option to replace straight quotes with smart quotes

4. Repeat on the AutoFormat tab and close the dialog box.

1.  Office Button, Word Options, Customize, All Commands
2. Find AutoFormat Options

3. Add to Quick Access Toolbar
4. Close out dialog box.

5. Select Options AutoFormat button

6. Deselect the option to replace straight quotes with smart quotes

7. Close the dialog box.
14. Set Up Shortcut Key to Create Shortcuts!

Office Button(Word Options(Customize(Customize( Set Categories to All Commands(tap “T” key to accelerate ToolCustomizeKeyboard. Click New Keyboard Shortcut key and then press Alt + K (or another key combination of your choice that is not assigned). Make sure Save Changes In is set to normal.dotm. Click Assign. Click Close.  (2007)
15. Creating Pop-Up Messages – It’s So Easy!

Select Item that needs screen tip.
1. Insert

2. Ctrl + K (Hyperlink)

3. Place in this Document

4. Screen Tip

5. Enter Message (can contain up to 248 uppercase & lowercase characters)

6. Select Location

7. OK back to document
2007 – Almost the same!

Select Text

Insert, Links Group, Hyperlink

Change to Place in Document
Select Screen Tip
Enter Message

Select Location

OK to return to document

Try it!
16. Creating Vertical Business Cards (Post Cards, too)

1. Choose Tools|Letters and Mailings|Envelopes and Labels from the menu bar, and then click on the Labels tab.
In 2007, select Mailings | Labels (rest is the same)
2. Click the Options button.

3. Select the manufacturer of your label sheets/business cards from the Label Products dropdown list.

4. Choose the label sheets' product code from the Product Number list box. You can find the product code on the labels/business card box. If you cannot find a code, measure your cards and select the card option closest to the measurements. Note: if you are not using Avery or another listed product, you may have to modify the margin settings. Measure the left margin and top margin of your sheet to determine whether or not this is necessary.

5. Click Details. Transpose the default margin, pitch, height/width, and numbers across/down settings.

6. Choose Letter Landscape (11 x 8-1/2) from the Page Size drop down list.

7. Key a name for your new business card pattern in the Label Name text box, making sure you include the product code, if applicable.

8. Click OK to save your changes. 

9. Now go ahead and create your cards. If you know how, use AutoText to create the card. Then you just have to insert it in the Address box in the Envelopes and Labels dialog box and press F3 to insert it. All the cards will automatically be done. No copying and pasting!
17. Clearing up Confusion About Em and En Dashes!

An em dash looks like a hyphen but is wider—it's as wide as the letter m. The last sentence has an em dash. Did you notice?

An en dash is the width of the letter n. Use en dashes to show inclusive number or periods of time, like so: pp. 45–50; August–September 1998; Exodus 16:11–16:18. An en dash is a little bit longer than a hyphen.

Keystrokes? Em Dash is Alt+Ctrl+hyphen (on the numeric keypad) and

En dash  is Ctrl+ hyphen (on the numeric keypad). You can also use Insert, Symbol, Special Characters.

18. Shortcuts for Decorative Horizontal Lines
We all know to key three hyphens or underscores to get lines! However, do you also know these combinations? 
	Key
	Example
	Result

	Hyphen
	---
	

	Underscore
	___
	

	Equals Sign
	===
	

	Tilde
	~~~
	

	Number Sign
	###
	

	Asterisk
	***
	


19. Neat Trick for Entering Data in Tables!

Enter the heading row and two empty rows, open the Database toolbar, and click the Data Form button. You see a Data Form dialog box. For each column in the heading row, you can enter the data in a text box. Click the Add New Button after you enter the data. Just entering after the last field will also work!

In 2007, the data form button is not immediately visible. Just add the Data Form button to Quick Access Toolbar….Office Button, Word Options, Customize, All Commands, Data Form, OK
20. Move a Table Row Easily!
If you have been inserting a new row, then cutting and pasting every time you need to move a table row to another location, you have been taking the long way. Here’s the shortcut!

1. Select the row and press Alt/Shift/Up Arrow to move the entire row up one level.

2. Continue pressing the shortcut key combination until the row is in the correct location.

3. To move a row down, press Alt/Shift/Down Arrow
4. You can move more than one row at a time by selecting all of the rows, as long as the rows are contiguous.

If you move a row up until it is above the table, Word splits the row into a new one-row table. If you move the row back into the table, it repairs the split. You can only move above the table if there is a blank line or a line of text above the table already. The table also splits when you move a row below the table.

21. Insert Text Quickly ABOVE your table!

You may want to add text above a table after you have finally finished formatting a completing a table. How do you create extra space above your table when the table begins on the first line of your document? It easy!
1.  Place the insertion point in the upper-left cell, before any text you may have keyed in the cell.

2. Press Enter. The entire table moves down one line.

3. Press Up Arrow. You can now key information above table.

22. Position Objects Perfectly 
When it comes to placing objects in just right spot, eyeballing it may seem like your only option. This can produce less-than-desirable results. To be more precise, use non-printing gridlines.

1. Select Draw, Grid from the Drawing toolbar.

2. In the Drawing Grid dialog box, select the Display Gridlines On Screen check box and click OK. 
3. You can customize your gridlines. For example, you can remove the vertical lines. Do this in the dialog box.

In 2007, Grid can be turned from various locations depending on your current task: 

· Page Layout | Arrange | Align | Grid Settings or View Gridlines

· Drawing Tools | Format | Arrange | Align| Grid Settings

· Organization Chart Tools | Format | Arrange | Align | Grid Settings

· Chart Tools | Format | Arrange | Align | Grid Settings

· Diagram Tools | Format | Arrange | Align | Grid Settings

· SmartArt Tools | Format | Arrange | Align | Grid Settings

· Picture Tools | Format | Arrange | Align | Grid Settings

· WordArt Tools | Format | Arrange | Align | Grid Settings

· Text Box Tools | Format | Arrange | Align |Grid Settings

Once you established the type of grid you want, select View Gridlines

23. PowerPoint Resource

All of us are looking for new and exciting PowerPoint graphics to liven up our slides. One creative resource is often overlooked: Microsoft Office Templates. Go to http://office.microsoft.com/templates . There is an entire set of templates devoted to PowerPoint 2007, as well as new categories for all PowerPoint versions.
Don’t forget about Microsoft’s Clip Art and Media online http://office.microsoft.com/clipart. You will find a cornucopia of graphics, photos, sound files, and animations. Start with the Featured Collections or pick a category to browse. Either way, you’ll find more design elements than you can shake a stick at—for free!
24. It’s Time To Start the Show

Just press F5 to instantly launch your presentation from the beginning. Press Shift/F5 to launch from the current slide.

25. Need to Return to a Particular Slide?

Just press the number of slide followed by Enter to advance to that particular slide.
26. Skip Background Graphics for a Quick, Clean Printout

Even the most gorgeous onscreen presentation won’t translate well to print if the graphics are too heavy or dark. Skip them altogether when you are printing slide handouts with a simple setting change.

1.  With your presentation open, select Format | Background from the main menu.

2. Select Omit Background Graphics From Master.

3. Click Apply to apply the setting to the current slide, or click Apply to All to apply the setting to the entire slideshow.

In 2007, just select Hide Background Graphics on the Design tab. After printing, turn off.
27. Hide that Distracting Mouse!

Yes, you can use a Quick Menu, but all you have to do is press the = (equal) key. The mouse pointer will disappear. When you want it back, just press the equal key again!

28. Parking ClipArt
When selecting clip art, you can "park" images in the gray area outside the slide and in so doing be able to compare and contrast them. Simply delete the images you don't want when you're finished comparing and contrasting.

29. Save Time with Custom Show

To Create Custom Shows

(Open original presentation

(Select Slide Show
(Select Custom Shows
(Select New
(Name show

(Select slide from list on left. Use Ctrl key to select multiple slides

(Click on Add Button to move list to right

(Click on OK
If you want to create another custom show, click on New again and repeat process
Don't forget to Save presentation after you create Custom Shows
To Show Custom Shows

(Open original presentation

(Begin showing presentation

(Right Click on first slide

(Select Go
(Select Custom Show
(Select show you wish to present.

In 2007

Slide Show Tab

Custom Slide Show

Custom Shows

New

Give Name

Select Slide and move to right

Click on OK

Remember to save your file!
30. Package to CD!
Using this feature enables you to package a presentation to a CD that will play on any computer with our without PowerPoint.

1.  Select File | Package for CD
2. Package for CD Dialog Box opens. Name the CD.

3. The current file is already included to be packaged. If that is the only presentation you want on the CD, click Copy to CD. If you want additional files,

4. click Add Files and then navigate to and select the files you want and click Add in the Add Files dialog box.

5. You can also change the order of the presentations. Select a presentation and click on the appropriate arrow to the left of the play list. Once you are finished, click Copy to CD
6. Now your presentation will play on any computer whether it has PowerPoint or not! 

In 2007, once you get to the dialog box, the steps are the same. However, begin with:

1.  Select Office Button | Publish | Package for CD
2. Same steps as above will work once you are in the dialog box.

I think (I hope) Custom Shows will be used more now because it is a visible option on the Slide Show tab…not hidden the way it used to be





Have a great summer and an even better school year! Be enthusiastic, be positive, be a great role model for your students! It makes a difference in their attitude!!





Bonus:  As you modify basic presentation, all custom shows are automatically updated!
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