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Being “Smart” with Smart Tags in Office XP

This document demonstrates how users can take advantage of smart tags that are available in the Microsoft
Office XP software suite. Smart tags are data recognized and labeled as a particular type. For example, a
person’s name or the name of a recent Microsoft Outlook e-mail message recipient is a type of data that can be
recognized and labeled with a smart tag. The purple dotted lines beneath text in your document indicate the
smart tags in your document. There are many tags that appear when a user performs certain actions in the Office
XP Suite. In this tutorial, we shall learn how to utilize smart tags to save time and how to get more smart tags
that are developed over the course of time.

1. In Word, click TOOLS > AUTOCORRECT OPTIONS...
on the standard toolbar.

2. Click the SMART TAGS tab to customize the way smart tags
are displayed in Word XP.

3. Click the LABEL TEXT WITH SMART TAGS radio box.
For our exercise, you will need to add the MSNBC Weather
Forecast smart tag.

4. Click the MORE SMART TAGS button to go to the
Internet if you want to find other smart tags in the future.

5. The URL for the MSNBC Weather Forecast smart tag used
in this exercise is:

http://www.nqli.com/IE/AddOns/smarttags/
downloadfile.asp?Product=STForecast

Download and install the file to get the Weather Forecast
capability in Office XP. This is a free utility offered by NQL.

6. CLOSE AND OPEN Word to activate the tag after
downloading and installing the NQL Weather smart tag.

Setting up SmartTags in Microsoft Word XP
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1. Open Microsoft Word XP and open the smart_tags.doc file
(downloaded from our Web site) by clicking FILE > OPEN on
the standard toolbar.

3. Next, click your insertion point anywhere on the 110
Mill Street address. You should get an Information
button at this time.

2. Your file should look like the image shown to the right.
The smart tags have already been denoted by the
purple line underlining the data. You can try this by
typing in another address or stock quote.

Finding Maps using Smart Tags in Word XP

4. Click the right side of the Information button to generate
a Smart tag menu. Click the DISPLAY MAP
menu option.
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5. This selection will activate your default browser and will
take you to a map of the address that is entered in Word.
This service is provided by Expedia.com, a subsidiary of
Microsoft.

1. Hover your insertion point anywhere on the 39759
ZIPCODE. You should get an Information button at
this time.

Checking the Weather using Smart Tags in Word XP

2. Click the right side of the Information button to
generate a Smart tag menu You should get an
Information button at this time. Click the DISPLAY
WEATHER FORECAST FOR THIS
ZIPCODE menu option

Did You Know?

Some critics state that Smart Tags are just another ploy generated by Microsoft to once again exert monopo-
list control, this time over any website’s content by creating unauthorized derivative works from copyrighted
material, and using its monopoly in the browser and “platform” market to lead web surfers to Microsoft-
sponsored and endorsed products, services, and advertisers.

http://www.freerepublic.com
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3. This selection will activate your default browser and will
take you to a the weather forecast of the zipcode that is
entered in Word. This service is provided by MSNBC, a
subsidiary of Microsoft.

1. Using Office XP’s smart tags feature combined with MSN
MoneyCentral, users can now get instant access to their stocks from
Word XP.

2. Click in the ACME word and generate the information menu as you
did with the previous activities. Click the  STOCK QUOTE ON
MSN MONEY CENTRAL menu option.

 3. This selection will activate your default
browser and will take you to a the
stock quote of the ticker symbol that is
entered in Word. This service is
provided by MSNBC, a subsidiary of
Microsoft.

Checking Your Stocks using Smart Tags in Word
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Checking Your Stocks using Smart Tags in Excel

1. To customize the Smart Tags in Excel, click TOOLS >
AUTOCORRECT OPTIONS located on the standard
toolbar. Click the SMART TAGS tab to finish customization or
turn on the smart tags feature.

2. Open the smart_tags.xls file in Excel by downloading the
file from the Web site to your hard drive. Open the file by
clicking FILE > OPEN located on the standard toolbar.
Your file should look like the image shown to the right.

3. Hover your mouse pointer over the purple triangle
located in cell A4. The contents of the cell should
read CSCO.

4. Choose the INSERT REFRESHABLE STOCK
PRICE menu option to find out the stock price for
CISCO.
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Checking the Weather using Smart Tags in Excel XP

1. Hover your mouse pointer over the purple
triangle located in cell C4. The contents of the
cell should read 39759.

4. This selection will generate a new sheet in your Excel workbook. As you can see in the image below, this
web query provides users with a comprehensive report on any ticker symbol that you enter in Excel that
is recognized by this service. This service is provided by MSNBC, a subsidiary of Microsoft.

5. The  INSERT STOCK PRICE window will appear.
Click the  ON A NEW SHEET radio button if it is not
already selected when the window appears. Click the
OK  button to get the stock price.
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Contact Information:
  Voice:  662-325-5009                                           Web site:  http:\\www.create4ms.org

2. This selection will activate your default browser and will take you to a the weather forecast of the
zipcode that is entered in Excel. This service is provided by MSNBC, a subsidiary of Microsoft.

3. These are just a few of the uses of Smart Tags in Office XP. Other services are provided on a
subscription basis. However, all of the tags used in this tutorial are free to the public.


