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Getting to Know Microsoft Office 2000

Want to find out what the new features are in the latest edition of Microsoft Office 20007 Is it worth the
upgrade? This document briefly highlights some of the new features that are present in Microsoft’s Office 2000
productivity suite. Users will notice that some of these features can not only be found in Microsoft Word and
Microsoft Excel, but also are found in Microsoft PowerPoint 2000. In addition, a brief mention will be given
regarding the new features found in Microsoft Access 2000 and Microsoft Outlook 2000. Learning these new
features will help users get the most of Microsoft latest version of their Office software.
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1. Increased Productivity - This is achieved by using Office features that take over routine tasks, which
decreases downtime when creating documents.

a. Personalized menus and toolbars move items that you use more frequently to a more
prominent position.

b. Office 2000 programs can also self-diagnose and repair key files that are missing or damaged
when prompted by the user.

2. Personal Menus - These menus put your most needed commands at the top of a menu. All of the
Office prodcuts’ features can be found in the pull-down menu bars. In Office 2000 products, menu
commands used the most are automatically tracked. These menu commands are displayed in short,
personalized menus that can be expanded to show all the commands. This personalization occurs after

the first few cycles of use by the user.

Expanding the Personalized Menus
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1. Click on the TOOLS menu

and click on the DOUBLE
ARROWS located at the
bottom of the menu.

L

OR

DOUBLE-CLICK on the TOOLS menu.

2. The expanded menu will appear with all

the default command options that are available
with that particular menu.
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Disabling the Personalized Menus

1. In any Office 2000 product, click the TOOLS pull-down menu
and select the CUSTOMIZE option. This procedure was
performed in Excel 2000. You will have to disable the menus in
each Microsoft product for this setting to be suitewide.

Customize
Toolbars l gommand
Personalized Menus and Toolbars
[ Standard and Farmatting toalbars share one raw
[ iMenus show recently used cammands first ‘——__
= show Eull risnils after s shart delay
2. The CUSTOMIZE dialog box will appear. !
Reset my usage data
Click on the OPTIONS tab. The check box o
Menu show recently used commands first i cons
will be selected as the default setting. 7 List forkt names in thisir Font
DESELECT this option and click the 17 S Soxsen s e ocitars
CLOSE button. _
[Menu animations: {Mone) -
_ -
o) Ce= )
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3. Personal Toolbars - These toolbars share space on the screen based on the frequency with which
toolbar items are used. Frequently-used items are promoted to allow multiple toolbars to share a single

row. A “slider” button quickly displays any hidden buttons.

Excel 2000 is one product that displays both the standard and formatting toolbars in one single row. This is an
example of the Personalized Toolbar feature in use.

»| A MORE BUTTONS button will appear on the single toolbar to allow viewing of the
hidden buttons.

B - Buttons that display an INVERTED BLACK TRIANGLE will display a menu when clicking
on the triangle.

Personalized Toolbar

”D@E|§@.“&’-'éﬂ e el o L @ 2| i BT U|IEEE DA ’,’|

Disabled Personalized Toolbar

D2R ey s R v @ = A 233 a8 o TE}_!

| v -u-BzUlE=E=EHs%, a8 EEO-2-A.

Note:

Personalized toolbars and menus have been found to be a convenience to some and a nuisance to others,
particularly in training or support settings. Remember Personalization equates to Individualization of the
product. In other words, the items that you see on your Office product screen may not appear exactly the
same as on another person’s screen.
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Disabling the Personalized Toolbar Feature

Formak | Tools [kata Window Help

W| $ ¥ spkling... F7

AutnCorreck, ..

|= ShardWorkbook,

C Track Xhanges k
1. Click TOOLS > CUSTOMIZE from the standard toolbar. Merge

This procedure was performed in Microsoft Excel 2000 for this Protecti
handout. Again, you will have to disable the toolbar feature in Opline Coksboration  »
each Microsoft product for this setting to be suitewide.

Goal ek,
SCenarios. ..
Auditing 3

Macro b
add-Ins. ..
Cipkions. .. g |

2. The CUSTOMIZE DIALOG box will appear. Click on the OPTIONS tab. The checkbox
STANDARD AND FORMATTING TOOLBARS SHOW ONE ROW will be selected as the
default setting. DESELECT this option and click the CLOSE button.

Cuztomize

Toolbars | Commands @"

Personalized Menus and Toolbars

[ Standard and Formatting toolbars share one row:

[ Menus show recently used commands Firsk

¥ Show full menus after a shark delay

Reset my usage data

Cither

[ Large icons
[V List font names in their Fonk

¥ Show ScreenTips on toolbars

Menu animations: (Mone) -
@l Close
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4. Detect and Repair - This option in all Office products allows the program to check and replace
missing or damaged files through the use of your Office CD(s).

a. Click HELP>DETECT AND REPAIR Window | Help
on the Standard toolbar in the Microsoft i | )+ [2) Microsoft Excel Help~ F1
Office program that is malfunctioning. EEE L

M2 what's Thiss Shift+F1

Cffice on the Web

i Lotus 1-2-3 Help. ..
b. Click the START button on the next
screen and follow the instructions if
they are given by the program.

About Microsoft Excel

Detect and Repair K E3

'Detect and Repair...' will aukamatically Find and fix errars in this application,

During this process wou may be asked bo provide the installation source andjor exit open
applications,

V¥ Restore my shortcuts while repairing

C gt F concel |

5. Supporting HTML Document Format - This option is available in all Office 2000 products. This

feature makes it easy to read and write to HTML. Use of HTML also means that any Office document
that is sent in that format can be read by anyone with a web browser.

6. URLSs in command bars - This option is also available in all Office 2000 products. This feature gives
users Web access within the program window of the Office 2000 product. Web content can
be directly brought into the active program by entering an URL in the command bar. The screenshot
below is from Excel 2000. The command bar is located in the Web toolbar in all Office

2000 products.
J - = | (3] o &) Favorites = | Go + | S Qi L > Command Bar -,
- X v =] hg
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6. File Open and File Save - The dialog boxes are updated to add a PLACES bar that displays
folders for key locations, recently used documents (History), My Documents, Favorites, and
Web Folders, as well as an icon for the Desktop. A Web-like BACK button return to recently
visited documents. Below is a picture of a FILE OPEN dialog box.

Open K E3
Laok in: I@ Desktop j [ | @ b4 @  Toals =

EM}.-' Computer \

@My Documents

_‘.'gNetwu:urk Meighbarhood New FO Ide I B utto n

I=2C on 'Di333' (@)

My Documents

=~ Default Office Files Location

™

Desktop of Computer

Fiename:  [File name will go here... EH e

Files of type: I.ﬂ.ll Microsoft Excel Files {*,x1*; *,xls; *.zk; *.htm; * html; ’j Cancel I

7. Office Assistant - The window that the Assistant previously occupied
has been eliminated so it takes up less screen space and moves out of
areas where you are working. If you do not want the Assistant, you
can finally turn it off, unlike in Office 97.

a. To turn off the Office Assistant, right-click on
the Assistant and choose the OPTIONS... menu item.

Aanimate!
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b. Click on the OPTIONS tab of the OFFICE ASSISTANT window. Then, uncheck the USE
THE OFFICE ASSISTANT checkbox to turn the assistant off. Click the OK button to
return to the main program window. This is also the location you can modify the frequency in
which the Assistant will help you while working in any of the Office products.

gallery
Disable Option

-

& W Respond to F1 key W Move when in the way
W Help with wizards W Guess Help kopics
W Display alerts ¥ Make sounds

[™ Search for both product and programming help when programming

Show kips abouk

Office Assistant | 2]

W Using Features mare effectively I only show high priarity kips

™ keyboard shorteuts Reset my tips |

Click OK after configuring Assistant.

W Using the mouse more effectively [ sShow the Tip of the Day at startup

Cancel |

8. Clip Gallery - The gallery is now equipped with better searching
tools (lower image) and the ability to drag and drop images into
documents. The gallery can now be reduced to remain open in a
small side pane view while you work on your document (right).

Ed Insert ClipArt - O] x|
[ e - i

J[mpnrtEIips @Elimﬂnline @Hehﬂ

J Search for clipsg]

Fictures | Q& Snund

Categones 1 - 51

_‘D ES >

YpE one of more words. |

H 3 3

| tdobion Clhps |

Mew Categon Favorites Academic
. ‘)
(§
=l
A
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9. Collect and Paste - When text or an object is cut, copied or pasted, Office uses a special area
of memory called the Clipboard. In older versions of Office, only one item could be stored at
atime. In Office 2000 prodcuts, the clipboard can store up to 12 cut or copied items.

When you add more than one item to the Clipboard, the Clipboard toolbar opens. To paste an item from the
clipboard, place your insertion point in the document, then click the appropriate button on the clipboard.

Clipboard Toolbar

Copy
Paste All

l Clear,Contents

@Paste All a

?IT

Graphlc Object Text

To identify an item, POINT AND HOLD (do not click) the mouse over the button and the first few words of
the item will appear.

Clipboard (7 of 12) [X] Clipboard (7 of 12) [x]
E‘ k
= B Paste All B R Paste all &

%j %) %) Sk

== = | >
Ficture 2
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New Features in Word 2000

Click and Type - This function allows you to position
text, graphics, tables, or other items anywhere on the
page. Just position the pointer, double-click, and

start typing. The direction of the lines next to the
I-beam will tell you what justification you will be
typing with for that paragraph.

Print zoom - This function will scale a document to fit
on different paper sizes, and allows you to print out
multiple pages on a single piece of paper. These zoom
options are located in the Print window when printing
from the File menu option in Word 2000.

Zoam

Pages per sheet: |1 page j

" Scale to paper sizes™ |yo Scaling =

s

Letter (5.5 x 11
CK || agal 14" (8.5 x 1—J
Executive (7,25 [—
Booklet on Lekter

Com 10 Foy, (4.1
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I|—

Left Center

Right

=]

[

Scale bo paper size: :

Table formats - This new feature means that the tables that you create in Word 2000 look
the same on your Web pages. All borders and shading that are done to tables will look good

as well through a browser.

Version compatibility - This ensures that if you share a Word document with people who
have earlier versions of Word, you can turn off newer Word features that will not be viewable

i older versions.

Getting to Know Microsoft Office 2000
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-8 @ CiE

- | Tools =

0=
a. To use version compatibility, select the Tools
button when saving your file for the first time. o
Then, select the GENERAL OPTIONS... Map HetoRortee.
submenu item. REGpErtEs \

WWeb O

b. In the SAVE WINDOW, click the checkbox next to the Disable features not supported
in Word 97 option. This will ensure document integrity for 97 and 2000 users.

Save EE

Save |

Save options
I™ Ahways creats backup copy
W allow Fast saves
™ Prompt For document properties
™ Prompt ko save Normal template
I™ Embed TrueTvpe fonts

[ Embed characters in use only

™ Save data anly for Forms
¥ allow backaround saves

= Save AdukoRecover info every: |1IZI 3‘ minutes

iles as: wi'ord Document §*.doc) j
v Disghle Features nok supported by Word 97

Fi

g options For "Document1”
Password to open; Password bo modify:

I Read-only recommended

(814 I Cancel
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s S e s N s s B
B3 =] =
[ A [ B [ e [ b | E [ F [ 6 [ ]
1 |Grade Sheet Example
. . | 2 |Mame Homework Homewnrk Homewark Midterm 1 Midterm 2 Final Taota
1. See-through Selection - This makes it |3 |Student 1 '
. 4 |Student 2
easy to see the formatting of the text that [ | Stuent 3
you select with the pointer. Selected cells 8 (Student Select Range where
are lightly shaded so that you can easily see ~ [8 |student numbers will be added.
the original colors. oo 1
E Student 9
12 | Student 10];
13 |Fossible
14| Average
15 | Deviation
|16 | Low
17 High
2. List AutoFill - This function automatically extends cell formatting
when a new item is added to the end of the list.
Chrl+M
J e Chrl+0
L g
3. Drag-and-drop editing - This allows you to drag table data from a : Chr+3
browser directly into Excel 2000. Instead of retyping or trying to |1
convert HTML tages, you can just use your mouse to put the Web 2¢ |
data into your worksheet.

4. HTML Companion File format - This
allows you to save and load Excel 2000 files
in HTML format. Since HTML is an open
standard, you save a worksheet in this
format and view it in any browser on any
platform. To do this action, click FILE >
SAVE AS WEB PAGE. Type the file name

and Web page title. Click the SAVE button.

Save As HE
Save in: I(éj Diesktop j & B | @ v B - Tools »
EMy Zomputer
My Documents
EﬂNetwork Meighborhood
I=2C on 'DizEs (G)
Title of Web page
Web page file hame
Save: ' Entirefiorkbook Selection: Sheet Pubiish... |
B T add interaciy
Page: title: @;ﬁ >
e —
File name: - Save
Save as bype: IWeb Page {*.htm; *.htral) j Cancel |
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New Features in PowerPoint 2000

[E Microsoft PawerPoint - [Presentationt] 3 =1ojx]
File Edt Yiew Insert Format Tools  SideShow  Window  Help Type & question For help  [=/%
EN A -5 - B 7 ul|E| i | A= A -|Hpegon Tlnewside ?

D O g

1. Normal View - This view combines Slide,
Outline, and Notes views into one,
making it much easier to edit slides and
notes in context. You can analyze,
navigate, and edit without changing

Example
Presentation

your View.
Click to add notes Normal View j
D;awv sutoshapes~ S W IO E 4l 22 B S-L-A-=E=E0a.
Slde 1 of 1 Pixel 2] s i
2. Native Tables - This function allows you to create tables for your presentations without importing
them from WORD OR EXCEL. Tables can be formatted with custom borders, text styles, and
fill colors.
3. AutoFit Text - Text automatically resizes to fit into its container. Your text will always be displayed
even when the container is resized.
Bullets and Humbering K E3

Bulleted | Numbered I

4. Graphical bullets - This function adds extra . o .
flair to your slides. These can be used to None . 0 .
replace the standard bullets. Use any image ’ © '
you want by clicking the PICTURE button on 0 - N >
the BULLETS window after following the o o 5 v

standard formatting of bullets procedure. Select ] o > v
your image and click OK to see the results!

P Character... |
Ok | Cancel |
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5. Animated GIFs - These special animated images can be inserted directly into and displayed on your
slides in a presentation or after publication to the Web.

Fgrmat Tools  Slide Show  Window  Help
e 0O on

ks

4

uplicate Slide

E&w Slide... Ckl+M o« cu -

[Dffice 97 Requiremen

R
C with 486 processor or high

6. Scanned graphics - Graphics can be i ate and Time. ..
imported directly into your presentation [
from most TWAIN compatible scanners |
(TWAIN is the standard that enables
scanners and cameras to connect to
software programs). To do this
function, click on the INSERT >
PICTURE > FROM SCANNER OR
CAMERA... to import an image.

findows 93/NT 3.51

F-16 MB minimum of RAM

8 2 ciip At

’@ Eram File..,

3
@ AutoShapes

Movies and Solsds

% Chart... %2 Organization Chart
‘ Tahle..step 2 Step 3
| Chiject. ..

% Hyperlink. .. Chrl "E' Fram Scanner or Camera. ..
—— 5@ Microsoft word Table. ..

7. HTML Companion File format - This allows you to save and load PowerPoint 2000 files in HTML
format. Since HTML is an open standard, you save a worksheet in this format and view it in any
browser on any platform. To do this, choose the FILE > SAVE AS WEB PAGE. Type the file name
and page title. Click the SAVE button to complete the operation.

8. Other HTML features - Presentations saved to the web automatically adjust to fit the viewer’s
display resolution and a navigation bar pops up to control the slide show. In addition, Web-based
presentations are compatible for version 3 and version 4 browsers.

0. Laptop Support - While you are giving a presentation, your screen saver and power-saving modes are
disabled to avoid interruptions. In addition, PowerPoint automatically sets the correct screen resolution
for the projection screen that you are using at that time.

Getting to Know Microsoft Office 2000 C-R'E-A'T-E for Mississippi October 2001
Copyright ©2001. All rights reserved. Page 14 of 16
This document may be copied and distributed for nonprofit educational purposes only
Provided that credit is given to C-R-E-A-T-E for Mississippi.



CREATE

Challenging Regional Educators to Advance Technology in Fducation

for Mississippl

New Features in Outlook 2000

1.

Performance - Outlook 2000 is quicker and more efficient for common tasks.

AutoSave - Outlook 2000 automatically saves unsent messages in a Drafts folder. The Drafts folder
itself helps reduce Inbox clutter.

AutoDetect connection - The program automatically disonnects if you disconnect from your Internet
Service Provider. You can also set Outlook to periodically dial and retrieve new email messages at a
set interval that the user chooses in the customization settings.

Switch formats - This can be done on the fly. You can switch between Hypertext Markup Language
(HTML), Rich Text format (RTF), or plain-text editing in Outlook at any time while creating
the message.

New Features in Access 2000

l. Database Window - Access 2000 has a new interface with a vertical orientation that makes it easier
to use. Italso allows you to create your own groups that contain any type of Access object.

2. Name AutoCorrect - This function automatically applies the change of an object or field name to
other objects, such as queries and forms that reference that name.

3. AutoCompact - This function of Access 2000 automatically compresses and repairs a database when
the file is closed.

4. Drag and drop to Excel spreadsheets - This function of Access 2000 allows you to export data to
Microsoft Excel spreadsheets by dragging Access objects from the database to an Excel Worksheet.
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References and Links:

Reference Book (Comes with full version of Office 2000 Suite)

Discovering Microsoft Office 2000 Premium and Professional. Microsoft, Inc. 1999.

Support Online from Microsoft Technical Support:

http://support.microsoft.com/support/

Microsoft’s Office 2000 Tips

http://office.microsoft.com/assistance/2000/TipsTricksCtr.aspx

PC Magazine’s Office Tips (All Versions)
http://www.pcmag.com/category/0,2999,5%253D1488,00.asp

Contact Information:

Voice: 662-325-5009 Web site: http:\\www.create4ms.org
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