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1 Rationale

Office XP has a number of foibles and work arounds. Projects and teams often spend much time taking care of their documents to produce a professional look and feel, and making the documents effective and maintainable.

To do this can require assistance from help desks, training, and research on the internet. Rather than waste this effort this document shares these fruits of endeavour.
· This document has a number of clickable links. Sorry, but we can’t replicate this behaviour in the printed version!

Additionally this document has expanded into other related areas such as the intranet, and Windows XP itself.
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2 Office

Microsoft Office Home Page
2.1 Language (Spelling)
English (New Zealand) should be your language for all Office applications, including PowerPoint, Access, Visio, and Project. If it is not, it is possible that your install has not been done correctly; in particular you may have bits of Office 10 and Office 11. Reinstall or report as a fault.
2.2 Glossary and Acronyms

Baffled by the jargon and TLAs or ETLAs?

· Create and use a glossary.
3 Outlook
Microsoft Outlook Home Page
3.1 Adding Holidays
1. On the Tools menu, click Options, and then click Calendar Options. 

2. Under Calendar options, click Add Holidays. 

3. Select the check box next to each country/region whose holidays you want to add to your Calendar, and then click OK. Your own country/region is automatically selected. 

3.2 Adding School Terms

An outlook holiday file has been created for New Zealand School Terms for 2004 to 2009.
· Click on the .hol and  select the years whose holidays you wish to add. The holiday file is based on 2003 to 2005 State Schools Terms and Holidays and 2006 to 2009 State School Terms and Holidays.
3.3 Meeting requests: Essential do’s and don’ts
· Microsoft Office Assistance: Meeting requests: Essential do’s and don’ts
4 Word

Microsoft Word Home Page
4.1 Protect your normal template
4. On the Tools menu, click Options, and then click the tab File Locations. 

5. Click on User Templates and click on modify. Change to H:/MS/WINWORD/TEMPLATE/

This will ensure your normal template is no longer altered by other network users.
This problem may occur because, erroneously, some users have been set up to have write (!) access to the global normal.dot template.
4.2 Store Unicode words in your custom dictionary

Want to save words such as māori and whānau in the dictionary and find that they aren’t staying in there no matter how many times you select Add to Dictionary.
6. Find your custom dictionary, you may find it at C:\Documents and Settings\<[surnamei]\Application Data\Microsoft\Proof.
7. Open with notepad (the default application).
8. Add your Unicode words, and save.

9. Click OK on the dialog box.
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Note that you can’t do this using the following (and standard) method if editing your custom dictionary.

10. On the Tools menu, click Options, and select Spelling & Grammar.
11. Click the Custom Dictionaries button, then chose Modify.
12. Type the word you wish to add to the dictionary in (note that Unicode characters are ignored).

4.3 Recommended view options
Are you looking for better control of what goes on in your document? Use the following view options.
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4.4 Corrupt Documents

Having problems with Word such as
· crashing,

· never completing printing,

· a seeming innocuous change to a style, eg choosing restart numbering, changes the look of other paragraphs, or the named style of other paragraphs,
· going into a loop using 100% CPU, or 
· disappearing, but still being visible from the Task Manager’s Processes tab
· documents open, but Word not showing on the taskbar?
· inability to restart or continue number of numbered paragraphs or styles
There are several steps you can take. With all of these steps copy the documents first so you have a backup or archive of the document.
4.4.1 Microsoft Office Application Recovery

If you suspect the Word, or any other Office component, is still running, run from your Start Menu the Microsoft Office Application Recovery program.
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Choose to recover the application if you have unsaved work, otherwise End the application.

4.4.2 Repair the document

13. First run Word. Use the File Open.

14. After selecting the file use the Open and Repair selection which drops down from the open button, and save the document. You may well see a dialog box similar to the one below. If so click Close.
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15. Also do this to the document’s template and normal.dot and any related or linked documents.

16. Side effects: After Word has repaired a document’s styles the following have been observed:
· Styles and styling for paragraphs that were lists may have disappeared
· List styles may have lost their numbers or bullets
· Lists may continue numbering from previous lists rather than restart numbering.

4.4.3 Change document format

If repairing the document does not help save the document as Rich Text Format .rtf, close Word, and again use Open and Repair on the .rtf and save back as a Word document .doc. Note that with Office XP it has been the experience that word may appear to save the .rtf successfully, but crash on attempting to open it.
4.4.4 Copy and Paste

If you still have problems you can create a new document (make sure your normal.dot has been repaired), open the old document read only, select all the contents of the old document, copy them, close the old document, and paste into the new document, and save.
4.4.5 You are in trouble
If none of this works and you are getting desperate there are two things you can do. Both may alter the formatting of your document. The first is to try saving as .html in a similar way to .rtf above. The second is to find someone with a current copy of OpenOffice.org which has a good success at opening documents which Word can’t. Resave as a .doc, or .rtf.
4.5 Update to Service Pack 3

Service Pack 3 (SP3) for Office 10 (2002 XP) has been available since 30 March 2004. If you are having problems with Office software contact the Helpdesk and request and upgrade, Technical Support may install it for you.
4.6 External Style Guides

You may find these external style guides more useful.

· London Metropolitan University - Editorial Style Guide
· JISC Style Guide
· NIST Metric Information and Conversions: Metric Style Guide (NISTLC 1137)
Follow English, rather than American style (this means fighting MS Word from time to time).

5 Excel

Microsoft Excel Home Page
5.1 Where to get tips
Better than the excel home page, try
· Microsoft Excel Tips from Excel Tip .com / Excel Tutorial / Free Excel Help
5.2 Formatting Dates and Times

From Excel Help
5.2.1 Days, months, and years
If you use "m" immediately after the "h" or "hh" code or immediately before the "ss" code, Microsoft Excel displays minutes instead of the month.

	To display
	Use this code

	Months as 1–12
	m

	Months as 01–12
	mm

	Months as Jan–Dec
	mmm

	Months as January–December
	mmmm

	Months as the first letter of the month
	mmmmm

	Days as 1–31
	d

	Days as 01–31
	dd

	Days as Sun–Sat
	ddd

	Days as Sunday–Saturday
	dddd

	Years as 00–99
	yy

	Years as 1900–9999
	yyyy


5.2.2 Hours, minutes, and seconds 

	To display
	Use this code

	Hours as 0–23
	H

	Hours as 00–23
	hh

	Minutes as 0–59
	m

	Minutes as 00–59
	mm

	Seconds as 0–59
	s

	Seconds as 00–59
	ss

	Hours as 4 AM
	h AM/PM

	Time as 4:36 PM
	h:mm AM/PM

	Time as 4:36:03 P
	h:mm:ss A/P

	Elapsed time in hours; for example, 25.02
	[h]:mm

	Elapsed time in minutes; for example, 63:46
	[mm]:ss

	Elapsed time in seconds
	[ss]

	Fractions of a second
	h:mm:ss.00


AM and PM   If the format contains an AM or PM, the hour is based on the 12-hour clock, where "AM" or "A" indicates times from midnight until noon and "PM" or "P" indicates times from noon until midnight. Otherwise, the hour is based on the 24-hour clock. The "m" or "mm" code must appear immediately after the "h" or "hh" code or immediately before the "ss" code; otherwise, Microsoft Excel displays the month instead of minutes.

Note   You can also use the & (ampersand) text operator to join, or concatenate, two values.
6 Access

Microsoft Access Home Page
6.1 Tip 1
7 Visio

Microsoft Visio Home Page
7.1 Including Visio diagrams in other document
Sometimes copying a visio diagram and pasting it into another office document creates strange artefacts that aren’t there in the original, viz
An avoidance procedure is to save the visio drawing as a graphics object, you will find .wmf gives the best results when included in your document.
8 Powerpoint

Microsoft PowerPoint Home Page
8.1 Diagrams
Powerpoint diagrams are notoriously hard to maintain. Do your diagrams in Visio and link or import into your powerpoint presentation.
8.2 Slide Show Keyboard Shortcuts


Show All

9 Slide show keyboard shortcuts

Īt is preferable to know and use the keyboard, rather than the mouse, during presentations. Most useful are highlighted in bold.
	F5
	Run a presentation

	N, ENTER, PAGE DOWN,
RIGHT ARROW, DOWN ARROW,
SPACEBAR (or click the mouse)
	Perform the next animation or advance to the next slide 

	P, PAGE UP, LEFT ARROW, UP ARROW, or BACKSPACE
	Perform the previous animation or return to the previous slide 

	number+ENTER
	Go to slide number 

	B or PERIOD
	Display a black screen, or return to the slide show from a black screen 

	W or COMMA
	Display a white screen, or return to the slide show from a white screen 

	S or PLUS SIGN
	Stop or restart an automatic slide show 

	ESC, CTRL+BREAK, or HYPHEN
	End a slide show 

	1+ENTER (or press both mouse buttons for 2 seconds)
	Return to the first slide 

	CTRL+P
	Redisplay hidden pointer and/or change the pointer to a pen 

	CTRL+A
	Redisplay hidden pointer and/or change the pointer to an arrow 

	CTRL+H
	Hide the pointer and navigation button

	SHIFT+F10 (or right-click) 
	Display the shortcut menu 

	TAB 
	Go to the first or next hyperlink on a slide 

	SHIFT+TAB 
	Go to the last or previous hyperlink on a slide 

	ENTER while a hyperlink is selected 
	Perform the "mouse click" behaviour of the selected hyperlink

	SHIFT+ENTER while a hyperlink is selected 
	Perform the "mouse over" behaviour of the selected hyperlink 


	F1
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	ALT+F4
	Quit Powerpoint


10 Project
Microsoft Project Home Page
10.1 Tip 1

Be careful if you change from the default 8 hours per day and 40 hours per week resource allocation. In versions prior to 2003 this created schedule havoc. Not sure if it still occurs in 2003.
11 Explorer

11.1 Missing your Google toolbar?

You can’t install the Google Toolbar because you do not have administrator rights.
Instead try the Google Deskbar from Google Labs.

· Visit the Deskbar page and click on the download button.
12 Was this document useful?

If this document was useful please take the time to add your own tips, hints, and suggestions.
Feedback is welcome too.
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